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Preface

Preface

This document contains information about how to administer students’ financial aid
activities using CampusVue.

This document assumes that the reader knows the Windows environment, has used the
CampusVue product, and understands basic school administration terminology.

Related References

Refer to the following references for more information about topics frequently discussed
in this document.

Related Reference Description
Help System Describes how to use the CampusVue
product.

Document Conventions

The following conventions are used throughout the documentation to help guide the
reader in finding information quickly.

Convention Use

BOLD Names of files, keys, forms, paths, and program
components

Italics Titles, hyperlinks, and special terms

> Symbol used in paths to signify a shift to the next level of
options

Note: Important information

CampusVue User Guide: Financial Aid



The FAFSA

Introduction to Financial Aid in CampusVue

The Financial Aid module of CampusVue provides mechanisms for gathering and
recording information about student financial aid eligibility, packaging, fund sources,
disbursements, student payment plans, and importing/exporting data used by external
processors. As an adjunct to these processes, your management can obtain valuable data
about Financial Aid departmental performance.

The purpose of this Financial Aid user guide is to familiarize you with the basic Financial
Aid tasks you can perform using CampusVue.

Financial Aid Folders

Under the Financial Aid tab on the Student Bar, there are folders in which you can view
and edit Financial Aid information:

Contact Manager
Adrmizzions

Financial Aid
(£ Student
(L Packaging
[ Academic Year
[ Awwards
[CAFAFSA
a5k
(2 Summary
(£ School Fields
[0 At
[ E stimates
[ Documents

Each folder contains a form that displays information associated with the student whose
name appears in the Recent Students box. Click on a folder to open it and view the
information it contains. Many forms have additional layers that allow you to “drill down”
to finer levels of detail on the folder topic.

Each of these folders is discussed below.

CampusVue User Guide: Financial Aid 6



Financial Aid Folders

Student Folder

The Student folder opens to the Student Master form. Details on editing the Student
Master form can be found in the Basic Navigation user guide.
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Packaging Folder

The Packaging folder contains the Financial Aid Packaging form with all the
information and mechanisms required for students to pay for their postsecondary
education. Use it to document available fund sources and perform the processing
required to schedule and disburse those funds.
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Academic Year Folder

The Academic Year folder contains the Financial Aid Academic Year form with all the
information regarding financial aid packages for the academic years in the student’s
program of study.
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Financial Aid Folders
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Note: The Academic Year form is one of the forms that can be configured for
field-level security, in order to protect information that is either sensitive
or critical to consistent business practices. If field-level security is
enabled for a form, you may find that you have access to some fields and
not others. Your user permissions will determine which fields in the form
you can see and/or edit.

Awards Folder

The Awards folder contains the Financial Aid Packaging form ready to be populated
with the selected student’s information. The form displays awards that have been
previously entered and saved, and may also display information about student eligibility.
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Financial Aid Folders

Double-click an award to see additional detail about the award. The form that opens will
be specific to the fund source.

For example, double-click a grant to see grant details:

Financial Aid ACG Grant - Acker, Bill

Award Year 200708 [ACG Grant Status |E Ilestimated

Amaunt I 1.000.00 Enrall Date I?a"l £2007 :I
Origination Armaunt I 1.000.00 ACG Payment Reazon Code ID‘I IHigomus High School Frogram
Drigination Status INDt Ready to Send u Rigorous School Code IFLUUU'I

Student Level lé«c:adernic year 1 [Mever Atbended befou

Qrigihation Batch 1D I Carnment Eodesl
Scheduled Disbursements T Revd & Refunds/Stipends T Comments
Disb # | Exp Diate Acad Year | Term Exp Amount | Status
1 3/8/2008 2 52008 500.00 | Scheduled
k|2 £/9/2008 2 200850k 500.00| 5cheduled

fLidd Delete Cancel

Save Cancel Cloze

Double-click a student loan to display loan details:

Financial Aid Direct Loan - Jones, Mike E Fund Source: DIRSUB

Award Year ,W Lender |DE B|Department of Educatio  Loan Period Start m
Gross Armourt ,m Servicer |DE |L|Department of Educatio Loan Period End | 8/10/2003
BankFees| 13400  Guarantor [DE |L|Department of Educatio  Orig. Extract Sent
Met Amount ,W Statuz | |L|| Qrnig. Ack. Date
Febate &mt 134.00 Grade Lwl |0 IZI Ornigin Status |F|eady to zend to COD

4

Loan D |53894DD?5803|3123450EI1 Orig Fee % 300 |t Rebate % 3.00
Ongination Batch 1D | Reject Codes
Disbursements T Rovil RefundfStipend T BorroveeriStud. Info T Pram Mote Info T Comimnents
Dizbl | Date Acadear | Term Met Amount | Dish % Fee| FHebate| Status
» 1| 1/6/2003 1 2.250.00|50 67.00 E7.00 | Scheduled
2| 4/24/2003 1 2.250.00|50 B7.00 E7.00| Scheduled
3| 1/6/2003 1 2,250.00|50 £7.00 E7.00 | Canceled
4| 4/24/2003 1 2.250.00|50 £7.00 E7.00| Canceled
5| 1/6/2002 1 2,2580.00|50 £7.00 E7.00| Canceled
6| 4/24/2003 1 2,250.00|50 £7.00 E7.00 | Canceled
K1 i
Add Disbursement | Delete Disburzement |
Cancel Disburzement | Recalculate Disb Amounts |
Save | Cancel | LCloze |
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Financial Aid Folders

Double-click a student or agency payment plan to see plan details:

F/A Student Cash Payment;/Other - Acker, Bill

Agency fhgency A

f+ Agency Payment Agency Branch it

Total Amountl A7h.00 Status E :Ilﬂpproved
o+ # of F'aymentsl 30T Papment Amount I
Secondary Hatel

Interest Hatel 0.000
Effective Date I_E
First Payrett Datel 141/1999 : I

Payment Frequency & Manthly Da_l,ls:l el Interest Orly Untill l

[

Scheduled PaymenlsT Payments Received T Refunds T Auta Draft T Comments
ml Papment Amount I 125.00 IE)ZStLPayment I /62000 Add Payment | Delete Pa_l,lmentl
FPayment Frincipal | Interest Balance | Status
1 a 0.00
0.00
| |311/1993 [ | | 125.00] 125.00]  0.00] [T
Unpaid
Papment Frincipal Interest Balance
CancelPayment | Specifydc'fiSeq | Totals| 7500 39500 000 37500

EiewStatementHistol}ll Save I Cancel | LCloze

FAFSA Folder

The FAFSA folder opens to the FAFSA Main Form, which gives you access to existing
FAFSAs and also allows you to enter a new FAFSA.

i FAFSA Main Form

Student |.J|:unes, Mike - 265 E|

FA&F5SAs On File

Award Year
Award ear Statbys  CPS Statuz  Date
TR [ — 200507 ]
200807 M M

Delete

Print

i

LCloze

For more about FAFSAS, see the section entitled The FAFSA.

CampusVue User Guide: Financial Aid 10



Financial Aid Folders

ISIR Folder

The ISIR folder contains the ISIRs Received form which lists imported ISIR files
returned from the Department of Education.

T Jones, Mike E - ISIRs Received
ISIR 1D Date Received EFC Pell Elig Werlfication | Werfication Complete  Matched Corr. Date
ISIR Codes
Code Type Codes Comments
SSM Search|  Award Year [2006-07 |z| Comections | Brint ISIR Cloze

Summary Folder
The Summary folder contains the Financial Aid Summary form. It summarizes basic
student demographic data and summary information about the student’s enrollment,

packaging, and disbursements gathered from other parts of the student record.

m Financial Aid Summany - Atmann, Karen

Enrallment

-]

|Fac:i|iities tanagement for 20055

Financial Aid Summary

Student Name & Address

MNarme Atmann, Karen Student ID
Address 5650 Greenwood Plaza Blvd #143
Ciky Coral Springs, FL 33065

Telephone
“Work phone
E-Mail

Birthdate

{555)089-112
(954)370-7682
kassmann@aolisslow.com

7/27/1979

Enrollment Details

Zampus
Description
Status
Erroll Date
Start Dake

Campus Management Institute Enroll ID 0507ATOS07
Faciliities Management for 20055

Future Start

7/15/2005

6,/2/2005

CampusVue User Guide: Financial Aid



Financial Aid Folders

School Fields Folder

The School Fields folder contains the School Fields form. The form contains customized
fields that may have been created in Setup to capture student information items not
recorded elsewhere in CampusVue.

E Atmann, Karen - Financial Aid - School Fields

ather's Maiden Name | ¢aung - In Callections
b Collections -
=
LM Comment - j
e Locker Mumber
=
Other Degrees -
Instrument -
= hd
=
Credit Checked | =
Save Cancel Cloze
Enter student's mother's maiden name.

Audit Folder

The Audit folder contains the Financial Aid Audit form. The form displays a log of
changes to financial aid awards, whether by in-house users or data imports from
servicers.

ﬁ Financial Aid Audit: Atmann, Karen

Froperty OldValue | NewWalue | Date Changed Uszer Mame Comments
Haid Deleted 1h00.00 0 PR 2005 anAdministrator | CASH  Deleted: Awardy ear; 2004
Grade Level 13t pear in col| 2nd year/sop| 7/22/2005 an Administrator | AY Sequence =1
< | v
Close

CampusVue User Guide: Financial Aid 12



Financial Aid Folders

Estimates Folder

The Estimates folder contains the FA Estimates form ready to be populated with the
selected student’s information, and any Estimates that have been previously entered and

saved.

ﬁ F& Estimates - Atmann, Karen

Frograrn Wersion |Z| Beginhing Award Year |Z|
Total Program COA 0.00 Errallment Status | E|

Start Date Code | E| Start Date | 64242005 |L|
Housing Status [On Campus D Dependency Status [Dependent D

EradeLeveIl E| First Time Bomower [ “ear Sequence | Al |Z|

" Married (¢ Mot Married " Married (¢ Mot Married

Incame IW Legal State ITE Incame IW Legal State I—E
E=emptions l— |—1 E=emptions l— MHurn Family |—2
Tax IW l— Tax IW Murn College |—1

Estimated EFC E stimated Pell
Beginning Award Year: 0.00 Eligibility: 0.00

Estimate EFC and Pell &mount are calculated bazed on award year 2005-08 for award years beyond 2005-08

| | Beset | Save | Cancel | Cloze |

Documents Folder

The Documents folder contains the FA Document Tracking form that allows you to
attach single documents and document lists to a student’s record. Use this form to track
the status of each document and whether it is on file or still missing.

CampusVue User Guide: Financial Aid



Financial Aid Folders

ﬁ FA Document Tracking: Atmann, Karen

Unique Student 1D (13749

Student # [13749

fward Year [2004-05 -]

55N |B05-58-5555
2004-05 Completion Date |

Add Document List Add Document

| Document Source | Status Requested  Approved  Received Date D

|FaFSs F& FReauested - Hequred | B//2005 B/ 20
FAFSA Fa, Requested - Required | 6/1./2005 BM/20
FAFSA, Fa, Requested - Required | 6/1./2005 B/1/20
FAFSA FA Requested - Required | 6/2/2005 E/2/20 =

4| v
Audit | Delete |
Document Detail T ISIR Details

ISIR 1D Date Received EFC| Pell Elig Yerification | Werification Complate
ISIR Codes
Code Type Codes Comments
Print 151R Cloze

CampusVue User Guide: Financial Aid
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Document Tracking

The FAFSA

Students seeking financial aid from the U.S. Department of Education are required to file
the Free Application for Federal Student Aid (FAFSA). The information on the FAFSA
form and the cost of attendance data from the school determine the financial need of the
student applicant. Using the FAFSA data, you can also derive the student’s expected
family contribution (EFC). The EFC is that portion of the student's cost of attendance that
must be provided by the student’s family.

This topic provides information on how to add and edit FAFSA information for students.
It also includes information on how to produce a hypothetical FAFSA. CampusVue
provides an electronic copy of the printed FAFSA application form.

Adding a New FAFSA

Select the student whose FAFSA you wish to enter.

1 Select View > Financial Aid > FAFSA to open the FAFSA Main Form.

¥ FAFSA Main Form

Student |.J|:|nes, Mike - 265 |j Search |

FaFSAs On File
Award vear  Statuz  CPS Status  Date Auard Vear

TR O I 200507 ]

&dd [:

Delete

Brint

Cloze

2 Select the Award Year for which you wish to enter the new FAFSA. Click Add
to open the FAFSA Data Entry form.

CampusVue User Guide: Financial Aid 15



Document Tracking

ﬁ' FAFSA 2007-08 Data Entry: Smith, John E3
-Step 1: Student Information, questions 1-17
1. Last Mame |Ernith
2. First Name [iahn 3. Middle Initial[
4. Address |Deelfield Beach
5. City JrL 6 State [10 | ~] 7. Zip [B400 -]
8. Social Security Mumber I___
9. Duate of Birth I :I
10. Permanent phone number |[55'| 1555-8893
11. Diiver's License # | 12. Driver's License State I :I
13. E-mail address |33441
4 Yes, | ama 5. citizen. ..o o
14. LS. Citizen? . i I—
Ma, but | am an eligible noncitizen............. . 8. Al (D &

Ma, | am not a citizen or eligible noncitizen.
1. Marital status az of todaw? Single, divarced, or widowed Married/remarried Separated

17. Month and Year student was maried, separated, divorced, or widowed, MY I_a"_

LCancel I < Back I Mesit » | CalculateE.t‘-\FS.t‘-\I

Step 1: Questions 1-17 of the FAFSA form contain items of student personal
information. Several fields are populated by information from the Student Master
form. Enter any missing information by clicking each field. Click Next to advance to
Questions 18-30.

Note: Changes made here will not update the Student Master except for the
Drivers License # field. If the Drivers License # field is blank on the
Student Master, it will be updated from the FAFSA. The Student Master
must be updated separately for all other fields.

E FAFSA 2007-08 Data Entry: Smith, John

~Step 1: Student Information. questions 18-30

18. What iz your state of legal residence?

19. Did you become a legal resident of this state before January 1, 20027 Yes € No

20, If the answer to question 19 iz "Ma", give month and vear of legal residency. Ir

21. Most male students must register with Selective Service to get Federal Aid. Are pou male? Yes () Mo

22, |f you are male (age 18-25) and not registered, do you want Selective Service to register pou?  Yes O Mo

23, What degree or certificate will you be working on during 2007-20087 I
24, ‘what wall be your grade level when pou begin the 2007-2008 school pear? I

28, &t the start of the 2007-2008 school year, what is pour expected enmollment status? I

2B, What bypes of student aid interest pou’? I

L]

27, High Schoal diplama or GED before enmllment? Yes [ Na

28. First bachelor's degree before July 1, 20077 ‘e Mo
29 Highest schoal your Father complated? I Ij
30. Highest school your mother completed? I u
LCancel < Back Caloulate EAFSA |

CampusVue User Guide: Financial Aid 16



Document Tracking

3 Enter any missing information. Then click Next to advance to Questions 31 and

Step 2: Questions 31-34 (tax information).

ﬁ' FAFSA 2007-08 Data Entry: Smith, John

rStep 1 Student Information. question 31

3. Have pou been convicted for the pozsession or zale of llegal drugs for an offense that -
occuned while pou were receiving federal student aid [such as grants, loans, and worke-study)? Mo
If pou hawve, answer es", complete and zubmit this application, and we will zend you a Yes

warksheet in the mail For wou bo determine if vour conviction affects your eligibility for zid.

rStep 2 Student Information. questions 32-34

32, For 2008, have pou filed pour IRS income tax return or tax retumn listed in question 337

| have already completed my return | will file, but have nat completed my return ¢ Mot going to file

33, What income tax return did you file or will file for 20067

IRS 1040 & foreign taw return

Return for Puerta Rico, Guam, Amenican 5 amoa, Yirgin lslands,

IRS 10404, 104062 Marzhall |zlands, Federated States of Micronesia, or Palau *

34. If filed or will file a 1040, were you eligible to file 2 10404 or 1040EZ7  Yes € Mo Don't Know

LCancel Calculate FAFSA

[STep 2 - Student Information - questions 35 - 47

28, Your [and spouse's] adiusted gross income for 20067 I
0. Enter tatal amount of your [ahd spouse's) income tax for 2006, I

37, Enter your [and spouse’s) number of exermptions for 2006 I

38-39. How much did you [and spouse] earn from working in 20067 38, Student I
[Anzswer this question whether or not you filed a tas retum)
39, Spouze I
Column from the |eft of Wiorkshest & I WorkSheet & |
Columi fram the left of \Warksheat B I WwiorkSheet B |

4
41,

- B

42, Colurn from the left of Worksheet C I WorkSheet C |
43, Total current balance of cash, savings. and checking accounts I

44, Cument net worth of investments I

45, Cument nat worth of business and/ar investment farms? I

4B, |f pou recelve veterans' education benefits, for how many I 47, Amount per month? I

manths from July 1, 2007 through June 30, 2008 vl you
receive these benefits?

LCancel < Back Calculate EAFSA

Enter required information and click Next to advance. If you want the FAFSA form
to automatically calculate the taxes, enter the # of exemptions and tab through the
fields. If the Work Sheets (A-C) are opened then you must enter numerical data in
fields 40-42. Click Next.

ﬁ' FAFSA 2007-08 Data Entry: Smith, John B

CampusVue User Guide: Financial Aid
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Document Tracking

Step 3: Questions 48-55 contain additional items relating to eligibility. Click Next to

advance.

ﬁ' FAFSA 2007-08 Data Entry: Smith, John E3

rStep 3 - Student information - questions 48 - b5
48. Born before January 1, 19847 Yes Mo 0+

49, Will be working on a master's or doctorate program during the school year 2007-20087 Yes Mo

B0, As of today, are you marmed? [Answer pes if you are separated, but not divorced.] Yes Mo @+
51. Do you have children who receive more than half of their suppart from pou? Yes Mo
52, Do you have dependents [other than your children or spouse] who Ve O No

live with you and receive more than half of their support from pou,
now and through June 30, 20087

53. Are (&) both of pour parents deceased. or [b ] are you [or were until age 18] Yes Mo
a ward/dependent of the court?
B4, Currently on active duty in the 1.5, Amed Forces for purposes other that training? Yes Mo
58, Weteran of the 1.5, Amed forces? Yes Mo
Cancel | < Back |[FTHERS Caloulate FAFSA |

Step 4: Questions 56-89 of the FAFSA form contain parent information. Answer

these items if the student has a Dependent status. Click Next to advance.

ﬁ' FAFSA 2007-08 Data Entry: Smith, John E3

-Step 4: Parent Information, questions b6 - 78
[~ Skip Parent Information [F&4 will overide dependency)

57, Month and pear they were marmied,
56, Parents marital status as of today? I : I separated, divorced, or widowed I_f"_

S5N Last Mame First Initial ~ Date of Birth
5861 Father's ] [ | =]
B2B5Mathers | __-—__ | [ | (=]
BE. How many people in I— E7. How many in question 68 will be college ztudents I_
parents’ household? bebween July 1, 2007 and June 30, 20087 L
B3 Parents' state 69 Did parents: becarme 70, If question B9 iz "Ma"', enter
of legal I_B legal residents of the  “es month/vear for the parent who
residence? state in guestion B3 Mo haz been a legal resident
befare Jan. 1, 20027 the longest. T —
71-75 In 2006, did you, your parents, or anyone in your parents’ household (from question BE)
receive any of the following benefitz? [Select all that apply]
S5 Food Stamps [ Free Lunch [ TANF [ WG [
76, For 2008, have parents completed their IRS income bax return or a tax return listed in question 777
Parents have filed Parent will file Parents not going ta file ¢
77, What income tax retumn did the parents file or will file in 20067 A taw return with Puerto Rico, US Teritary,
IRS 1040 IRS 10404, 1040EZ & foreign tax return or freely associated State

78, |f your parents filed or will file 2 1040, were they eligible to file a 10408 o 1040EZ?  Yez € No © Don'tKnow ©

Cancel < Back

Calculate FAFSA |
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~Ste

79
80
a1

82

84,
5.
8E.
87.
88
83,

ﬁ' FAFSA 2007-08 Data Entry: Smith, John

p 4: Parent Information, guestions 79 -89

| Parents' adjusted gross income for 20067
. Enter parents' total amount of income tax for 2008
. Enter parents’ nurber of exemptions for 2006

-83. How much did your parents earn from warking in 20087 82 Father/Steptather
[Answer this question whether or not your parents filed a tax retumn]  gg Mother/Stepmother

[ [1]1]

Enter parent total column on the right of Workshest &

Enter parent total column on the right of \Work sheet B

Enter parent total column on the right of Worksheet C

Total curent balance of cash, savings. and checking accounts?
Current net worth of investments:

Current net worth of buziness and/or investment Farms?

W

LCancel | < Back | Hext > | CalculateEAFSAI

Note: If the selected student does not hold a “"Dependent” status, the Step 4
screen will not appear. Instead, clicking Next on the Step 3 screen will

display the Step 5 screen.

Step 5: Questions 90-96 of the FAFSA form contain household information. If this

screen is present fill out the information and click Next to advance.

-Step b Student Information, guestions 90 - 86

ﬁ' FAFSA Z007-08 Data Entry: Smith, John [ x|

90, How many people are in your (and your spouze'’s) household? ||
91, How many in question 30 will be college students between July 1, 2007 and, June 30, 20087 I

92-96. In 2008, did vou [or your spouse] or anyane in vour houzehold [from question 90)
receive any of the fallowing benefits? [Select all that apply]

= Food Stamps [~ Free Lunch [~ TANF [ WiC [

Cancel < Back Nest » Calculate FAFSA
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Step 6: Question 97asks for school information for return of the ISIR. Fill in the
housing information, if applicable. Click Next to advance.

-Step 6: Student Information, questions 97(a) - 97(1)

Fed zchool code Mame of college College street address & city State  Houszing Plans
37 r
012345 - [b] on campus
[a]l |_I I I I Ij off campus
with parent
(c] I I I I Ij [d) oncampus
off campus
with parent
(] I I I I Ij (] oncampus
off campus
with parent

(@ | I I I u (h] oncampus ©

off campus
with parent

i | I I I Ij[.J] an campus ©

off campus
] [ [ [ [

with parent
oh campus (-
off campus

with parent
LCancel Calculate FAFSA
Step 7: Questions 98-102 contain Signature and Date information.
ﬁ'FnFSA 2007-08 Data Entry: Smith, John

~Step 7 Signature and Date information. questions 98- 102

93, Date thiz form was completed. I : I

99, Student signature. Yes Mo
Parent signature. Yes | Mo

100. Preparers Social Securty #:

101. Employer ID Mumber: I
102, Preparers Signature & D ate; Yez (Mo
Cancel I ¢ Back | Hext » I

4 Click Calculate FAFSA to see FAFSA results and adjust as required.
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FAFSA Results - Smith, John

Award Year |2DU?-US FISAR Income I 1210 Alternate EFCs
podel Ilndependent * Parent's Cantribution I 0 EFC Primary| Secondary
EFC1 1]
Prirnary EFC I a Reject Code I EFC2
Secondary EFC | 0 Auto 0 EFC [No EFC3
EFC4

EFCE
EFCE
EFCY
EFCE
EFC10
EFC11
EFC12

EBCEﬂCU'atBl [~ FAFSA is ready to send
& 3 Enrollment Status IFuII Time :I CFS Status:
[z Secandarp EFC [T

i I 4310 [est
el Faiect |1 Estimated Pell Award [est]

PintFAFS4 | EdtFaFsa | Save | Cancel | Diose |

Aszumptions
Ovemide IAssumption Made I

oooloolololo oo
=== = === = ===

5 Click Save to save the FAFSA results, Print FAFSA to print a copy, and Cancel
to cancel the FAFSA results.

IMPORTANT: Enable the FAFSA is ready to send check box if the FAFSA is

ready to export.

Editing a FAFSA

To edit a FAFSA:
1 Select the student w hose FAFSA you wish to edit.

2 Select View > Financial Aid > FAFSA to open the FAFSA Main Form.

i FAFSA Main Form

Student punes, Mike - 265 B Search

FAFSAs On File
Awardvear  Statuz |CPS Statuz | Date Award Year

2002-03 T &, 2008-07 E
2006-07 NN

Edit

Delete

Print

i

LCloze
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Note:

3 Select a FAFSA from the FAFSAs On File list and click Edit to open the

FAFSA Results form for the selected student.

FAFSA Results - Jones, Mike E

Award Year |2006-07 FISAF Income | 1210 Alternate EFCs
Model |Independent Parent's Contribution 0 B Primary| Secondary
EFCA a ]
Frimary EFC a Reject Code EFC2 0 1]
EFC3 a ]

5 dary EFC ] Auto DEFC N

ecandary Lo s} EFcd 2 7
Azzumptions EEE: g g
Overide |A$$umptlon Made | T3] 0 i
EFCH a ]
EFC10 a ]
EFC11 i] ]
EFC12 a I

4 I~ FAFSA is ready to send
I~ Enraliment Status [Full Time Izl L5 Sl
- Estimated Pell Award | 4050 (est]

PrntFAFSA | EdtFaFsa | Save Cancel Close

The form may open with the following question:

CampusYue -

@ would wou like to recalculate the estimate pell amount?

Yes Mo |

Click Yes or No as required.
Click Edit FAFSA to open the FAFSA Data Entry form.
Click Next and Back to move through the form and edit as required.

Click Calculate FAFSA to see the modified FAFSA results, Back to return to a
previous page of the form, or Cancel to undo any changes made to the FAFSA
data entry.

Updated FAFSA data is not written to the Student Master form except
for the driver’s license number. If the "DL #” field is empty on the
Student Master, it will be updated from the FAFSA. The Student Master
must be updated separately for all other fields.
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Document Tracking

This topic focuses on how financial aid document tracking is performed in CampusVue.

Adding a Financial Document

To track financial aid documents:

1 Select the student and click View > Financial Aid > Documents to open the FA
Document Tracking form. Here you can view any FA documents that have
already been added to the student’s list.

Note: This is the same documents form available at View > Contact Manager
> Documents, but it is already filtered to FA documents only.)

ﬁ' FA Document Tracking: Jones, Mike =
Unique Student ID | 27004 55N |538-94.0075
Student Number [255 2006-07 Completion Date |
Aaward ear 2006-07 Izl Add Docurnent List | Add Docurment |
Document Source  Status Requested  Approved  Received Date Due
Bank References SA Fequired 8431 /200
a1 »
Dizplay Document | Scan Cover Sheet | Audit | | Delete |
1 IIR Details
Dncumentl E Document Status | E
Errollment | -

D ate Requested . [ ate Sent . D ate Approved .
Date Due . Date Received . Drate Expires .

Cornments J

|

| Cloze |

2 Select an Award Year from the drop-down list. If the option <All Years> is

selected, the Completion Date cannot be evaluated and the system populates the
Completion Date field with "N/A".
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3 Click Add Document and select the appropriate document from the drop-down
list (Document Detail tab).

4 Select the appropriate Document Status (Required, On File, etc.), and then
select the Date Requested and optionally the Date Due.

5 Click Save to save the changes and Close to close the FA Document Tracking

form.

Editing a Financial Aid Document

After a document has been received in your office:

1 Select the document from the document list grid, and click Edit.

2 Update the Document Status (Document Detail tab).to the respective status that
applies (e.g., On File), and enter the Date Received.

Document Detail 1l ISIR Details
Document |F.t’-‘n.FS.-’-\ E| Document Status E|
Errollment | - Code Description
MOTSENT Nat Sent
Date Requested | 8/9/2005 : Date Sent ok, JonFie |
I—E . l—[ REJ Feceived but Rejected
Date Due Date Received T DOGMA Religious Document
Comments REGMA Requested - Mot Regui
REQREQ Requested - Required
REQ Required
SENT Sent
Save Cancel |

3 Click Save.

CampusVue User Guide: Financial Aid
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Estimating Student Aid

This topic focuses on creating financial aid estimates for students not yet enrolled in a
program version, and discusses the use of the Estimates folder in providing an estimate of
student aid based on the Total Cost of Attendance from the FAFSA. Awards listed in this
folder are moved to the student’s Awards folder after the student is enrolled.

Student Estimates

To perform the pre-packaging process:

1

Select the student and click View > Financial Aid > Estimates to open the FA
Estimates form.

Note: If this is the first time you have entered an estimated award package for
the student, a blank FA Estimates form will appear on your screen.

E] Fac b= ooy e onne b

Arogean vk [Bech of Ganerl Harsgarand 7| Bepkcepimesrea m
Tobwd Pugrmn C11% é@ 11 Erwolrow Sheer TN T
S N EEEEEE

—
T N [ m—
) T — e D] e

rE tireszd JFC

- 3R el I
e S - M el 5 sl
7 A & Vo At | |- 7 i & Po Amis? |
o g oo L] || e gm) e T
Esampiices [i] 1| Emaraphined |;|| Frn Tl gl
ok S| N - Ll o
= = o
- = dEFC Txiruriod Pall
e ] aopmimpamartroc [ U]  [C85EAL] “Figumy [ am
E ctarasda EFC and Pall St arw caloulstad bared on srvved paar 300506 fos arvasd pamrs bapand 200508

| 2= || Sre || Croed || Cem |

| osima e || Esirmn doarrc |

Select the Program Version (hypothetical). The “Inst. Cost” (Institutional Cost)
column in the Program Version drop-down list displays the sum of Tuition and
Books/Supplies for the whole Program. This information is set up in the Program
Setup form (Lists > Financial Aid > Programs).

Select the Start Date, Enrollment Status, Grade Level, Dependency Status,
Housing Status, and Beginning Award Year fields by selecting the appropriate
option from the drop- down lists.

The system populates the Total Program COA from the pre-set formula.

Select the Year Sequence. If this drop-down list is enabled, the user can select
the FA academic year to which this COA applies. If you change the Year
Sequence, the system recalculates the COA for the newly selected academic year.

CampusVue User Guide: Financial Aid
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10

11

12

13

Select/clear the First Time Borrower check box, as applicable. This value
determines the correct expected date of the first disbursement when aid in the
estimates folder is moved to the student’s financial aid package during the
enrollment process.

For a dependent student, fill in the Student and Parent Info in the Estimate
EFC portion of the screen. For an independent student, leave Parent Info fields
blank.

Click Calculate EFC/Pell. The system uses the simplified needs formulas to
calculate EFC for students (independent) or parents (dependent) with gross
income over $50,000 (U.S.). You can manually enter the EFC and Pell amounts.
You can calculate the EFC and Pell independently. This makes it easier to input
the EFC directly and calculate the Pell eligibility without having to enter the
additional student information

Progers arsion | Bk, of Garereh Hagiewing v’ Y m

‘Tt Pragren CI4 ol B FulTam |—|

saionscoic (]  5oo [eam
I-b.'lﬂ'{lsnd:llﬁ 'l ﬂmﬂﬁuﬁ |

Er55 Loved [latymmm ik ] i T S B o0 Bonnas =]
g
si._l_l.l-l_ —
Harkd Sz Knitald
[ = Mo T AL M | | 2 Mo T AL M |
[ e || am e T
| [ Emwton [~ MemTack [ 3|
o e O | O o )

—
SrneizdEST SrnczdPA
| Coluin FFC | g oo [ 000 [ ColodeaPEL | B
E bt EFCrwd Pl ot skt i e i -0 Pt e piirs el 200506

[=Eh n |[ E¥resimas | Cae B ][ Camd J[ s

Click Save to save the information.

Click Reset. This action will delete from the database all estimate data saved.
The program will then reset (clear) the Estimate form in order to begin another
estimate for the student. The program will also delete all award data and
academic years associated with the previous estimate.

Click Load ISIR Data to populate fields with ISIR data. This button is enabled
only if the student has a valid ISIR on file.

After you have filled in the required information on the FA Estimates form, click
the Estimate Awards button. Alternatively, you can go back to the form and
make edits prior to clicking the Estimate Awards button.

The Estimated Awards form will appear on your screen. Select the Package
Method for each year by selecting the appropriate option from the drop-down
list. Then, click Auto Package.
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Review the fund sources available in the Financial Aid package. Use the Add,
Delete and Clear buttons to make any adjustments required for the package.

*  You can click Add to activate the Add Estimate Aid portion of the form and
allow you to add a new fund source to the package. The form then allows you to
select a type of fund (Grant, Loan, Student Pmt/Other, or Work Study),
Source, Award Year and Gross Amount.

X

* If you select Delete, the highlighted fund source listed in the package will be
deleted. Fund Sources cannot be edited, so if you wish to make a correction, you
must delete the fund source and then add a new one.

*  You can click Clear to remove all the fund sources in this package.

14 If your Remaining Balance in the package is at zero, you will then need to print
the Estimated Award Letter. To do so, select the
FA Estimate Award Letter.rpt (file name based on your configuration and
setup) from the drop-down and click Print. When done, click Close.
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Financial Aid Packaging
This topic provides information on how to create a Financial Aid package for a student.

Student Packaging

After a student moves to a Being Processed Status (or holds an Active Status) you can
package financial aid for the student in CampusVue.

1 Select the student to be packaged and select View > Financial Aid > Packaging
to open the Financial Aid Packaging form. Select an enrollment.

|

Ervolrard [Desrgdon Siboe e s

dpsnobaie in Firenoisl W araoeanend WA | Cangis Manspsesnt | natbate | Tuwbs Tolthe F

Byl i Geretd Mansges, AMTHEE | Congam Managevent netiie | Aok

rianaiate in Fndeisl M nagewent BTCIE | Cainpes Mangereent |istiue | Beng Fuooeissd

Wyl g Ve Conk WAINE | Congas Mgt | ety | ARending

Wk g Viron Catmkon IEVI00G | Lo Managswsd et | Fulies Biat

Mk el Version Cainkog WACIOE | Canpis Magpwest retise | dokes

kel eruion Catmdon ANRA06 | Cowrpis Mansamet | retiute | Futiss B

Dhowck: isooise in Myketng Wanag) 3713006 | Coanpes et | ety | Fubues B

Mk e | VACTHT | Canpis Myypresd | naliae | ARenig

LA Ve

icfam Hlal_Packags Sk Fiog Diaka CatnBilad  famdfoa 1| Avasd am 2

0P Cads 010602 i | Bl | Qe | [ |

2 Select an Academic Year and click Edit. Alternatively, you can click Add to
add a new academic year and open the Financial Aid Academic Year form.

3 Review the top portion of the form (populated from the student’s Enrollment and
Program Version setup) for accuracy.

Fimanchal kid Arademic Taar - Selh, Jele _|I:I§|
AcacricYaw [1 | ] Gracn Laval [i2 ymar, atired colige bafees S N e
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Note: Select Award Year 2 if the package overlaps two separate award years.
The application uses this value to evaluate award year-specific criteria in
the packaging promotion configuration. Enable the First Time Borrower
check box if applicable. The First Time Borrower check box is enabled
by default when the 1st year, never attended college value is selected
in the Grade Level drop-down list. However, the user can manually clear
the First Time Borrower check box, without affecting the 1st year,
never attended college selection. Enter the FA Entrance Interview
date. Enable the Rights & Responsibilities Acknowledgement check
box if the student has read this document.

4 Select a Budget from the drop-down list and click Calculate.

5 Change the Packaging Status as required.

ﬁ Financial Aid Academic Year - Smith, John _ | |:|| Xl
Academic Year I 1 :I Grade Level I'I st year, attended college befiore |;I Start D ate I 1/5/2007 : l
Dependency StatusI[UﬂdEtEfminEd] [ First Time Bomower ~ Housing IGith Parent :I End Date I 8/3/2007 : I
‘wheeks In Academic ear 300 Months In Academic Year 9.0  Award Year 1 Award Tear 2
Credits Exp to Complate 000 Creditz In Academic Year 0.00 2008-0? o
=0 ) —30 Academic Tear Definition
Wieeks / Mon-Enroll .U "wieeks Enrolled in Acad v I3D \Weask Aoademic Tear |;|
Financial Aid .-’-‘«dvisollJ oe Tester |;I Fa Fnr;gi?.:i I : I [ Rights Responsibilties Ack.
Budget Other Charges Amount  Institutional
IFinanciaI Management ILI Calculate | Intemet Services 120000
Tuition £.000.00 om [
£ Baoks Supplies 1.200.00 ooo IO
o |
E Room Board 32,600.00 ooo
s Travel 1,200.00 ooo I
= Bank Fees 0.0o oo r
a Total Budget Inztitutional oo I
a 13.200.00 | 8.400.00 oon
Award vear 1 Packaging Status Award Year 2 Packaging Status
INot Packaged |;I I I;I
Package Date I : I Packaged To Status IFu" Tirne |;I
[~ Package Revized Enroll Status IFuII Tirne
Awward Motice F'rintedl : I FErint |
Auward Motice Signed I : I
Package I Save I Cancel I Cloze

Note: The Award Year 1 Packaging Status and Award Year 2
Packaging Status drop-down lists displays only the packaging
statuses that are configured to allow a manual change if the school has
a defined Packaging Status Promotion method. You can define
automatic Packaging Status Promotion at Lists > Financial Aid >
Packaging Status Promotion. Automatic Packaging Status
Promotion can be configured to accommodate multiple academic
years, academic years that cross over into subsequent award years,
and re-entering students with packaged aid.
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6 Enter a Package Date and click Save.

7 Click Package to open the Financial Aid Packaging form. This form contains
information on the Cost of Attendance, the Aid Packaged, the Remaining
Balance to Schedule, ISIR Received Status (for each award year if required),

and EFC.
ﬁ Financial Aid Packaging - Smith, John & Xl
Academic vear I'I :I 17572007 - 87372007 Enroliment Status |Being Frocessed
Packaging Method IP[ima[_p Ij Campus IEampus Management Institute
Fund Award | Gross Award | Met Award | Amount Exp | Disb Amount Amount Scheduled Shatus ‘
Source Year Arnount Amount | for Acad Year | Sched | Received | Refund/Stip| Refund/Shp
Pell COA 13.200,00 Add I Exdit | Delete I Heassign | Auto Package I =
Cost of Attendance 13,200.00 2DDE-FDE?Z Swan_:ld‘(ear Packaging Info Student Yiew |
— weride
- Packaged EFC (9 months) 0.00 [ Auto Zero EFC
= Unmst Maed [ 13z0000 Pell Paid EFC I o EFC
- Grozz Meed-Bazed Aid Pkgd [ 000 | FAFSAEntsred I-I #3/2007 ECM o s
— ; odel i
- Nan Need-Based &id Pkad oo0 | I5IR Received | _ flundetermined]
+ EFC Dffset 000 | FAFSAtaCPS | 1st Time Borrower [~
= Remaining Meed 13,200.00

|mstitutional Chargesl 8400.00 | I5IR ID being paid on I |;I Sawve |
- Met Funding Scheduledl 0.00 Werification Status Cancel |

Cash] 0.00 [~ Eligible Health Professions?

+ Hefunds.-’Stipendsl—lj,EID Student iz not eligible for Pell. The student iz either a Graduate Student or will
= Remaining Balarice bo Schedulel g.400.00 | 15IR Comections Pending

Farsa | 18R | nHSlDS | addactivi| FraHiston | Stipends | Frint | AddArG | Close |

8 Seclect a Packaging Method that fits the student’s status and program or select
the “Manual Packaging Method” to add awards.

There are several options available for packaging financial aid for a student:

o If an Estimate was previously entered on a student, the Awards will already
be populated. Each Award can then be edited for accuracy. FFEL Loans
should be edited in order to have the CommonLine fields populated (see
section below on adding a FFEL Loans).

o Another option is to click the Auto Package button, which will
automatically provide an estimate package for the student. The awards will
again have to be edited for accuracy and the FFEL Loans will have to be
edited to populate Common Line fields.

o The third option is to manually add each award.
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Student Packaging - Grants

To Add Pell Grants:

1 In the Awards folder, click Add to open the New Source of Aid form. The Type
of Aid defaults to Grant.

ﬁ' New Source of Aid
Type aof Aid
(s ﬁrant " Loan © Student Papment/Other 7 ‘Work Study
Source | IZH
Academic Year | EI

Auward Year [2006-07 IZI Statuz |Estimate-:| EI
[arozs Amaunt

Dizb. Schedule | E|

Egntinuel Cancel |

2 Select the Source (Pell), Award Year, Status, and Gross Amount. Select a
Disbursement Schedule (if available), or click Continue to open the Financial

Aid Pell Grant form.

Financial Aid Pell Grant - Ackerman, Ryan A

Auard ear |2UUE-D? |Federal Pell Grant Status WE |Estimated

Ammount 4,050.00 # of Prt Peniods in &5 Pell Cost of &ttendance 13,200

Erwall Date | 7412006 : Enrallment Status |Fu|| Time EI

Origination Status |Nol Ready ta Send (Mo 151R) E| Qrigination Aot Q.00

Acadernic Calendar |Standard terms of timesters E|
Payment bethodology |Cledit Hrz Standard Term »= 30 WeeksE Incancerated Code |Z|

Comment Codes |

Onigination Batch D |

Scheduled DishursemenlsT Ricvd & Refundsz/Stipends T T Comments
| Dish # | Exp Date | Acadvear | Term | Enr Stat Exp AmoLnt | Status Pt Begin D at
Kin o
Add Delete Catcel Becalc Pell Eligibility |
Save | Cancel Cloze

31

CampusVue User Guide: Financial Aid



Financial Aid Packaging

4 Note that the Pell award is added to the student’s Financial Aid Packaging form.

Click Recalc Pell Eligibility to set up Pell Disbursements (unless you have
already selected a disbursement schedule). Click the Exp Date field to set up
disbursement dates and click the Term field to set up terms for each
disbursement (unless you have already selected a disbursement schedule).
Continue adding expected dates and terms for each disbursement. Click Save and
then Close to return to the previous form.
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To Add ACG Grants:

1 Select View > Financial Aid > Awards to open the Financial Aid Packaging
form. Select the appropriate academic year and packaging method in the upper

left-hand corner.

i’ Financisl Aid Packagindg - Sanak, Julie
A ader Ve |1 2000 - LRS00 Ervolimert Gl lﬁmim

PackagrgMethod [Mas | Carmgus [Camina Managemant Instiun

Fusd | foward  GeoaAwesd Hetimwd AmountEip | Debo Ascund | Aot | Schedded | o0
Souca | Yea | Ameund | Amound | lorhcedVew | Sched  Receved | Rehundie ReundSio |

peacos om0 | [CEE] | ] | . fumoPackage | - |
1 200002 Aawad Vsl Pack aging bl E
Cioat of gtendance B e T o

 Ursetoed]| 0 | PRPSIEFC
- s lewd Binted did Prpd B | |FAFEA Entered SRTC )=
Mon HeodBased A Prgd 000 | 151R Aecsived Model furcincaned)
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2 Click the Add ACG button in the lower right-hand corner to open the Education
form. Check the ACG Eligible box and populate the enabled required fields to
establish ACG eligibility.
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3 Click Save and Close to be returned to the Financial Aid Packaging form. Click
Add to open the New Source of Aid form. Select Source (ACG), Award Year,
Status, and Gross Amount. Select a Disbursement Schedule (if available), or
click Continue.

& New Source of id
Type of Aid
’V v Grant  Loan  Student Payment/Other € 'Woork Study
Source I,I':'I.EG BIQEG [Erant
Acadenic Year [| - 3/4/2001 to 4/8/2002 -]
Lward rear IEDD?-DE u Status IEstimated |;I
[arozs Amodint I 1000
Dish. Schedulel u

Egntinuel Cancel |

4 In the Financial Aid ACG Grant form, edit the required Student Level field. If a
disbursement schedule was not previously selected, click Add to create a line in
the grid for each anticipated disbursement of ACG funds. Click Calculate to
populate the Exp Amount column, then populate the remaining fields in each
line. Click Save and Clese to return to the Financial Aid Packaging form.

Financial Aid ACG Grant - Sanak, Julie

dward Year [2007-08  |ACG Grant Status | [ | [Estimated

Amount I 1.000.00 Enroll D ate I?ﬂ £2007 : l
Origination Amount I 1,000.00 ACG Payment Reazon Code ID‘I IHigolous High S chaal Program
Origination Status INot Feady to Send |;| Rigorous Schoaol Code IFLUUU'I
Student Level I ILI

Origination Batch 1D I Comment Eodesl
Scheduled Disbursements T Revwd & Refunds/Shipends T Comments
| Dizh # | Exp Date | Acad Year | Term | Exp Amounll Status |
fudd Delate Cancel Calculate
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Student Packaging - Loans

To Add Subsidized/Unsubsidized Loans:

1 Click Add on the Financial Aid Packaging form to open the New Source of Aid
form. Select Loan as the Type of Aid.

i New Source of Aid
Type of Aid
(" Grant  Loan 1 Student Payment/Other © Work Study

Source |SL|E= IZHFederal Stafford Sub Loan
Academic Year | E|

Laward Year [2006-07 |Z| Statuz |Estimateu:| E|
Grozs Amount 262500

Dizb. Schedule | E|

2 Select the Source, Award Year, Status, and Gross Amount. If Disbursement
Schedules (Disb. Schedule) are available, select an appropriate schedule from
the drop-down list. Click Continue to open the Financial Aid Loan form.

ﬁ Financial Aid Loan - Ackerman, Ryan Fund Source: SUB

Award Year |2006-07 Lender |BD.~’-‘« |L||Eank of America Loan Period Start | 9/5,/20085 :

Giross Amournt 252500 Servicer [CMIS |L||EM' Servicer Loan Period End | 4/8/2007
Bank Fees 131.25 Guarantor [CMIG |L|||:M| Guarantor Application Sent :
Met Amourt 249375 Status [E |7 JEstimated Applic Ack. Date v
Amount Cert 2B25.00 Application Processing Status - Recaord Type Indicator E Izl
Diate Certified : Recipient Processing Type w | CarmonLine Loan (D
Disbursements T Rcwd RefundStipend T Borrowver Info T Prom & Cther Info T Commerts
D ate | Acad Tear | Tem | Met Amaunt | Status | CL Hald/Rel Cads
Add Disburzement Delete Disbursement Cancel Dizbursemant Calculate Disbursements

3 Select Lender and click the Servicer field. A confirmation box may ask you to
Recalculate Bank Fees. Click Yes to recalculate bank fees to adjust the net
amount of disbursements.
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[ ity | | DeaCedacorrs | | T i [ CaanTi

4 Select Servicer and Guarantor. Update the Application Processing Status to
type “N” until you are ready to export the Loan application. Recipient
Processing Type defaults to type “GP” to certify Loan and Prom Note. Enter the
Date Certified (when certification is complete). After the record is exported
from the CampusVue application, the Application Processing Status and
CommonLine Loan ID fields will be updated. After Loan Rosters are imported
into the CampusVue application, the Application Acknowledgement Date
(Applic Ack. Date field) will be updated.

5 On the Borrower Info tab, enter all required information on the left. Complete
any fields in bold on the right: Borrower Interest Indicator (Does the student
want to pay interest while in school?), Borrower US Citizen Code (Is the
student a US citizen?), Borrower Reference Code (Are references on file for the
student?), and/or Borrower Default/Ref Code (Do excess loan monies go back
to the borrower?).
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6 On the Prom & Other Info tab, fill in the Serial Loan Code (Serial for
renewing existing MPN or R for renewing MPN), Date Prom Note Signed by
Borrower, Student Default on Loans, Alternative Borrower Student Loan
Debt (Enter 0.0 if there is no debt.), Valid Promissory Note?, and Promissory
Note Delivery Code (automatically defaults to Web-based) fields. Click Save
and Close to save changes.

r il sl D - Booemon b Fand Smeos) S
Sovurrd ' EIFCIT F Jmum Lo Pericd Jarrt. BALTIDR ¥
| Gaicar [CHE _||:H|s-mm =
wrri P 13135 E JDvIIEmm x
(TTF T o E _|E'|I'I!H| ¥
2R O At P
g‘l:"‘l =
W0 Dmincibonl | S ]
: '.::'llu—'l.._-.
. o T, =
] in I ::'H_ll.._-.
L =Y 1 % ks, "":'."_D'm-

7 Click the Disbursements tab. Click Add Disbursement to add a line to the
disbursement grid for each planned loan disbursement in the academic year.
Enter disbursement dates and terms on each line. Click Calculate
Disbursements to calculate disbursement amounts so they match the net amount.
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8 Select Yes to recalculate disbursements. Click Save and Close.

Recalculate Disbursments

i Disbursement Information {dates and amounts) will be replaced with calculated values.
\\r) Ck to recaloulake,

9 Notice that the new Loan Aid for the student appears in the Fund Source grid on
the Financial Aid Packaging form.

Erslremt hisha [AXEND
|~_" Trrgin |CORRS HESDINE Ml
Furvi caml hosdmml andeml AmEmiEDD el ASiEl 0 AIEN EBBAD oag
Emwey | Y St At ool Vs | Srhee’ | Aacwesd  FefuddMin dxieeTHa
PELL HEAT? EIIN LEL WELID Y 1T 1] 1T 1] [UN]  E stirmierd

| 2% | oo | veeem] | oo ||

LT} 0% £ o 4n Factagminia ki vion |

—

A ] BADLH | G G ook oo
=Pk Furwing. Sk ESH TS Woledm Friw

5
=]
f.\
i

10 Repeat the process for Unsubsidized Loan, PLUS Loans, and any additional
loans to be processed. (PLUS loans require additional information on the Prom
& Other Info tab).
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Student Packaging - Student Payments/Agencies

CampusVue allows packaging of student payments as a Fund Source.

1 Click Add on the Financial Aid Packaging form to open the New Source of Aid

form. Select Student Payment/Other as Type of Aid.

ﬁ' New Source of Aid
Type aof Aid

(" Grant  Loan f Student Papment/Other © work Study

Source |E.-'1'-.5H IZHStudent Fayments
Academic Year | E|

Auward Year [2006-07 IZI Statuz |Estimate-:| EI
Groszs Amount 11856, 25

Dizb. Schedule | E|

2 Select Source, Award Year, Award Status, and enter the Gross Amount. Click
Continue to open the F/A Student Cash Payment/Other form.
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3 If the Fund Source is an “Agency,” select the Agency Payment option. Then

select the Agency and Agency Branch.

4 Enter # of Payments or Payment Amount and click Calculate.
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5 Click Save and Close to close the F/A Student Cash Payment/Other form. The
student cash payment appears as a fund source on the Financial Aid Packaging
form.
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Student Packaging - Work-Study

A work-study award is different from the other packaged awards (Pell grant, loan, and
cash payments) because work-study disbursements are never posted to the student's
ledger card. The disbursements are made directly to the student. In addition, you do not
“schedule” disbursements for work-study; students are paid as the work is performed.

To package a student for work-study aid or record a disbursement:

1 Click Add on the Financial Aid Packaging form to open the New Source of Aid
form. Select Work Study as the Type of Aid.
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ﬁ New Source of Aid
Type of Aid
(" Grant (" Loan  Student Papment/Other (% ‘Wwork Study
Saurce |FWS IZHFederaI wiark, Shudy
Academic Year | El
Award Year [2006-07 Izl Status |E stimated Izl
Gross Amourt 1000, 00
Dish. Schedule E

2 Select Source, Award Year, Status, and enter the Gross Amount. Click
Continue to open the Work Study Payments form.
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3 To enter a disbursement, enter the Date (the start date of the student’s work
tenure), the Period End Date (the end date of the student’s work tenure), Hours
(the total number of hours that the student worked in the stipulated period),
Gross Amount Paid (the amount that is to be paid to the student), and the Term
(the term of the course program). Click Save and Close to close the Work Study
Payments form.
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Note: If you attempt to add a disbursement that exceeds the total amount of

the award, CampusVue will display a message stating that you cannot
save the offending transaction.
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Financial Aid Reports

The Reports drop-down menu is organized by departments. Each department has a list of
reports that are relevant to the work done there. The list of reports is alphabetically sorted
for each module and varies in length as new reports are added and old reports are
replaced with newer versions. An asterisk (*) indicates a customized report designed for
your institution(s). You can click Reports > Financial Aid to access reports associated
with the Financial Aid module.

._ Reports

Executive Information  *
Conktact Manager g
Bdmissions *
2003-2004 Signature Hald
Student Accounts k &i0G Data Repork
Academic Records 3 ZOD Extract Repart
Distance Education 3 C oD Grant Disbursement Analysis
Career Services 3 COD Grank Qrigination Staktus Report
3 0D Grankt Tracking Report
3 0D Response Impork
3 CommanLing Disbursement Batch Tracking
Direct Loan Analysis Repark
Direct Loan Disbursement Batch Ackiviky:

Cpen Repaort Selectar Direct Loan Origination Babch Ackiviky

Loan Management
Student Services
Housing

Zuskom Reporks k

Direct Loan Origination Change Batch Ackivity
Expected Cash Flow Detail Report
Expected Cash Flow Summarsy

F& Bakch Posting Wark Study

Fa Disbursement Batch Tracking
F& ExportfImport Batch Tracking
F& Status Repork

FAFSA Export 2006-07F

FAFSA Export 2007-08

FAFSA Expork 2005-09

FAFSA Stakus

| Faal Chart of Accounts Report

The Reports menu displays the following two menu items for each module:

Custom Reports

Custom Reports are designed especially for your campus. Such reports are developed by
someone at your school who can use Crystal Reports®. These reports are created either
by editing an existing CampusVue generic report or by creating a new report from
scratch. Your System Administrator can use the Setup > Report Maintenance option to
work with custom reports.
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Open Report Selector

You can click this option to display a window in which all reports (for all modules) that
you have permission to run are listed by going to Reports > Open Report Selector
option.

General Features of CampusVue Reports

Once a report has been generated, some features are viewable and are common to all
the department-specific reports in CampusVue. Listed below are common features:

The Title of the report is in the upper-left corner of each page.
The Selection Criteria are listed in the upper-left corner of the first page.
The Sort Order is listed in the upper left corner of the first page.

The Name of the Program that produced the report is listed in the upper-right corner
of the first page.

The Date and Time that the report was printed is listed in the upper right corner of
each page.

Column headers are shown at the top of each page.

Group headers are listed on the left side of the report as required by your sorting
criteria. Note that you can sort by all the available sort variables but group totals are
available only for the high-order three sort variables.

The Total number of records selected will be listed at the end of the report.

The Company name will appear in the lower-left corner of each page. (This is the
company name from the Setup > System menu option.)
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Note: Reports from your system parameter tables can be printed in a similar
manner from the Lists menu.

Some reports display as HTML documents. To print these reports, right-click
on the report and select Print from the context-menu.

Accessing Reports

Reports are accessed from the Reports option on the Menu bar. You can run reports only
if your user profile has been granted the proper permissions. Select Reports > Open
Report Selector to open a window that lists by department all the reports that you are
permitted to run.

To access a specific Financial Aid report:
1 Select Reports > Financial Aid > specific report.

2 In the Report Selection form that opens, select the parameters that will satisfy your
reporting requirements.

The following screen displays the Report Selection form for the COD Grant
Disbursement Analysis.
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Report Preview

After selecting the appropriate parameters from the Report Selection form, click Preview
to open the Report Viewer form and view your completed report.
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The following screen displays the Report Viewer form for the FA Status report.

Repork  Mail Merge Excel

| % & #[=[ox =] || 1 <] I jal b o= || de

Presvigmw |

[#- CamE

FA Status Report

Report Viewer Controls

Report

The Report menu on the Report Viewer form provides for printing the report, printer
setup, exporting the report to other applications such as Excel, and closing the viewer
window. The following options are available on the Reports menu:

® Print: Select this option when you are ready to print the report. A Print icon is also
provided at the top of the Report Viewer form.

® Print Setup: Select this option to call the typical Windows printer setup form from
which you can select a printer, set the number of copies to be printed, and access
other reporting functions.

® Save Student Group: If the internal Campus Id and internal Student Id are
contained in the record set for the report, you can save the students listed on the
report as a group. Select this option and give your group a name.

Select this option to open the Save New Group dialog:

& Save New Group

X

Group Hame ||

Group Type © Manual {+ Static

[~ Make Group Public

Save | Cancel | Cloze

In this example, the default definition for the new student group is a "Static" group,
meaning that the list of names in the group can be refreshed on demand (your school
can also choose manual for the default group definition). You can also open the
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group via View/Student Groups and change the group type to Dynamic, Frozen, or
Manual. For details refer to CampusVue Help.

® Save Employer Group: similar to Save Student Group.

® Export: Select this option to view different export formats. In the example given
below, users can select from the following four export formats: Crystal Reports
Export Formats, Excel, Comma Separated (CSV), and XML Format.

ﬁ' Report ¥Yiewer
Mail Merge  Excel

Print _L| Iil I5

Print Setup

Sawve Student Group

Export Crvstal Reports Export Formats
Excel

Close Comma Separated (C3Y)
#ML Formak

With each report selection you can select the format and destination of your report.
Several options are available for both Format and Destination. Click OK after you make
your selections.

Expork

Farmat:

ztal Reportz [RPT)

Cancel

ti
~
|

Destination:

=
= Disk file |

Close: Select this option to close the Report Viewer form and return to the Report
Selection form.

Mail Merge

The Mail Merge option appears on the Report Viewer Menu Bar if the following three
conditions are met:

e Your school has letter activities related to students.
e The path to the letter is correctly designated in Setup > System.
e The report being previewed lists students.

o When you click the Mail Merge option, all letter activities are listed as options. You
can select the one with which to merge the names from the displayed report.
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Select Letter for Mail Merge

Admizzions Labels

Akd Mew lead label

Akd-Mew Lead Label

azd

Ernployer Letter Mew

Graduate [nkerview wEmploger
Send Catalog to Lead

Student Letter

Weloome Lether

Select LCancel

When you select to use the Mail Merge feature, you will be able to run the selected
report, use the Merge tool to combine and print letters and update the student's activity
record after processing the letter. The system will prompt you with a dialog box asking if
you would like to update the Financial Aid. If you select Yes, the student's Financial Aid
history will be updated after the Mail Merge is completed.

Excel

This option exports the data on the report to an Excel spreadsheet. This feature appears
on every report. The export procedure uses column names for headings. A maximum of
65,000 rows can be exported. However, sub-reports (“drill-downs”) are not exported.

Navigation Tools

At the top of the Report Viewer form, there is a set of navigation tools to help you
maneuver in a multi-page report. By clicking the appropriate tool, you can go to the first
page of the report, the next page, the previous page, and the last page.

| % & #[=[x =] || © «] Wk » M o= | A
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The following tools are available for selection:

Report Views: The report viewer provides a method of narrowing your view of the
previewed report. By double-clicking on a report heading or sub-heading, you can open a
view containing only that heading and the data below it. When you open a view of a
heading, the program creates a view tab at the top of the report. You can alternate
between views until you get the information you require. You can also print only a
selected view of the report.

Close Current View: Click on the view to be closed and then click this control ( = ) to
close it.

Group Tree: On the left side of the Report Viewer is a control known as the Group Tree.
It is used to drill down to specific portions of your report. It is more significant in long
reports and in those that have more than one or two groups. Click on the plus and minus
boxes beside the group names to expand or contract the tree list. Click on a tree item to
go to that portion of the report.

Toggle Group Tree: This tool (ﬁ) is used to show or hide the Group Tree. If you want
to see more of the report page in your viewer window, hide the Group Tree by clicking
this tool. Click it again to bring back the Group Tree.

Report Size: Use this tool ( froox =1 ) to size the image of the report to a convenient
viewing size. Select one of the options from the drop down list or type in your own
percentage value.

Text Search: Use this tool ('M ) to find the text that you need in the report preview by
typing it in the Text Search box after clicking the binoculars. The program will find the
first occurrence of the text in the report. If you click the binoculars again, it will find the
next occurrence, and so on. Your search text entries are saved in a list so that you can go
back to them by clicking the arrow beside the text box. When you close the report, your
search entries are discarded. (The Search function only works forward from your place
in the report. If you wish to search the entire report, return to page 1 of the report.

X|

Find what; I | Find Mexk

[ it |
Cancel |

Report Printing
Report Printing is performed from the Report Viewer window.

To print a report in CampusVue:

1 With the report open in the Report Viewer window, click the Print icon (%I) at
the top of the window to open the Print dialog box. You can choose to print all
of the report or selected pages. Indicate the number of copies of the report to be
printed. Click OK to send the report to the printer.
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2 Alternatively, select Print from the Report menu at the top of the Preview
window. The report will be sent to your designated printer. If you want to change
the destination printer, select a printer from the Print Setup dialog.

3 From the Report menu, select Close to close the Report Viewer window after the
report is printed. You will return to the Report Selection window.

4 In the Report Selection window, you can choose to print another variation of the
report by selecting different parameters. You can also save your previous
selection of parameters by giving them a Preference Name and saving your
preference for a later rerun.

5 Click Close on the Report Selection window to return to the CampusVue main
window.

Cube Reports

The term "Cube Report" refers to a multidimensional, spreadsheet-style report that you
can manipulate for the purpose of extracting data from the CampusVue database. An
ordinary spreadsheet is two-dimensional in nature. As the term implies, a cube report can
accommodate three or more (possibly hundreds of) dimensions in a report presentation.
Each of the CampusVue modules has one or more cube reports associated with it. Data
elements for the various cube reports are provided by the program in a form that you can
readily manipulate to yield a particular view. Flexibility is the key characteristic of cube
reports. You can move data around on the report, adding or removing horizontal and
vertical data elements to achieve the precise combination of rows and columns you need
to present the results in the desired format.

The program gathers data for a cube report each time the report is opened. The data is
stored in a temporary file while the cube is open. For large databases, this data-gathering
effort can take a few minutes.

Output can be generated from cube reports in four forms:

® On-screen displays in which rows and columns can be rearranged to suit your needs
® Printed spreadsheets with optional horizontal and vertical cross footed totals

® Charts and graphs

® Export files to Excel

Cube reports are found below the horizontal line at the bottom of a department reports
menu. The Financial Aid department currently does not include any canned cube reports.

However, The SA cube report Receipts by Source can be used in the Financial Aid
department. An example of this report is shown in the next section.

To view a Cube Report:

1 Select Reports > Student Accounts > Receipts by Source to open the Report
Selection form.
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2 The selection criteria available are Term and Transaction Date. Make your
choices and click Preview on the Report Selection form to start the gathering of
data for the cube report. The program will gather the basic building blocks of
data for the cube. Be patient; this can take a few minutes. There's a lot of work
going on that you can't see.

When the program has assembled the necessary data, a cube similar to the
following screen will open:

: Receipts By Source !E
Options

t'ear [r | Descip [+ [Swardyear [+ IW

|T|:uta|

APLAN HLEEEEE  10,000.00 —
CASH THAE547 1942547 }
DIRPLUS F720n Fr2.an
DIRSUE 208488 2209498
DIRUMSUE <2500 -2h.00
FSEQG ZEHahAE 254500
OTHER 4:8REEE 485890
PELL FhAELEE 36450027
PEREIMS HZEERE  14,268.50
PLUSSTAF HpoEae 1400000
SUB TRE330  16,939.00
Student 00329 05147 129,454 47
IMSUE 4:FERAE 4.750.00
Total 403.00 27413063 274,533.53

kI LLH

Across the top of the cube window are some important controls.

® Preview: &I Shows you a preview of the printed report in spreadsheet format.

® Graph: g Takes you to the graph design feature. You need to select the data
elements you want in the graph before clicking Graph. Ordinarily, you would not
want to graph the totals along with the data cells. To select data cells to be graphed,
click one corner of the range with the left mouse button, hold the button down and
"drag" to the diagonally opposite corner of the range. All selected cells except the
first one will be darkened.

® Excel: = Exports the cube report to an Excel spreadsheet. You can also select the
parts of the report you want to export before clicking Excel. Totals will be exported
unless you take action to do otherwise.
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® Save: = Saves the cube report to the Web server.

-
® Exit: EI—' Closes the report and returns to the CampusVue work area.

¥ Show Tatals . )
® Show Totals: Determines whether totals will show on the report.

The example cube shows a three-dimensional report in a two-dimension format. Each
row represents a student record. Subtotals and totals are shown for each row and column.

Notice the other data elements that have not been used in this particular view of the array.
Any of these other data elements can be "dragged" to the horizontal or vertical axis of the
grid. By doing so, you can change the report to an entirely different result.

SSH [ |Trans_Date [= | Trans_Maonth [ | Trans_Year [+ |Descrip [« |&ward ' ear FIW

Another technique that you can use to tailor the cube is to select only portions of any one
data element. For example, as we have done here, you can select only a few out of many
selection fields. In this example, we have chosen Source:

Click on the arrow beside the data element name. The list of codes,
names, and so on, will be dropped down for your selection. Click the box
beside each desired code or name. Those with X in the box will be used in
your report. Those with blank boxes will not be used. To select all choices
or to deselect all choices hold the Ctrl (Control) key down while
selecting.

Right Click Options: If you right-click anywhere in the data area of the cube report, a
menu appears with some important features listed:

v Bormal
% of Row
% of Col

Murmber Farmat, ..

v Armount

* Normal: Causes the cube data to be displayed in its normal format. In the case of
our example, it is contribution to the activity analysis sorted by student.

* % of Row: Changes the data format to be a percentage of the row total.
* % of Col: Changes the data format to be a percentage of the column total.

*  Number Format: Allows you to change the format of the numbers in the data
cells.
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°  Amount: In this example there is only one option for data to be displayed. In
other cubes, there may be more options listed here.

Graphing Data: For our example, we have chosen to create a three-dimensional bar
graph. The illustrations show the selected data from the cube (totals have been turned off
to facilitate the data selection) and, below it, the resulting graph. To select data cells to be
graphed, click one corner of the range with the left mouse button, hold the button down
and "drag" to the diagonally opposite corner of the range. All selected cells except the
first one will be darkened such as in the example below.

10000

DIRFLUS
DIRSUE
DIRUNSUE

GEORGIA 1000

GRANT

=il

PERKING

Student

After you click the Graph icon, the resulting bar graph appears:

[T Ak
[ - |[+=es =
Pt it By Seovreal
100 Dl
| I
50 - 0 casH
L oirFLLE
| W]
AnlalS B CiFnEE
(==
| nan—- 0 GEORIA
B GRANTI
| g
1 mmn—1 1 oTHER
B PELL
B FERiaI
N
]
0 Guden
o —m u | ! “—— — _|_.J_=_ L B msie
Cis (" | Totad ' Tatal
s an-L
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To change the type of graph, click the graph style list in the upper left corner of the graph
screen. Select any of the listed styles. Maximize the graph screen to see the labels clearly
when you are working with many elements.

Export to Excel: The same data can be exported to Excel. These column headers were
formatted manually after the import to improve the look of the example.

A B | ¢ | o | E [ F
1 |Source ClA CMI Total
| 2 [APLAN 0 10000 10000
| 3 [CASH B000| 1907697 25076 97
| 4 [DIRPLUS 0 T2 72
| 5 [DIRSUB 0] 22094 93 22094 95
| & |DIRUNSUB 0 -25 -25
| 7 |FSEOG 0 2h45 2545
| B [GEORGIA 1000 0 1000
| 9 [GRANT1 0 1000 1000
|10 [LAW 0 1234 1234
| 11 [OTHER G200 11089 10302.9
| 12 |PELL 0| 37262207 3725227
| 13 |PERKINS 0] 152435 192435
| 14 [SUB 0 16939 16929
| 15 | Student -2097 ) 16500450 147948
| 16 |UNSUB 0 A7E0 4740
| 17 |Total 14103 2820366 2961396

Preview: The Preview of the cube report from the cube is shown here with totals

included.

Bl Print Preview 1 /1

&7 8« |aq

Pece |plr BySonice
DETIPI#E#:
CETIFIIS “EIB;EITIE it htine

o P ety

Total
APLAN 00mm 000m
CAasH &Inm 19076 47 =
DIRPLUS 720 T2
DIRSUA 22058 22058
DIRLUNSUA =20 -2%mM
FSEQG 256:mM 2545mM
GEJRGLA 10mm 10nm
GRANT 10nm 10nm
L 124mM 124mM
OTHER 9Anm 1,120 10320
PELL Jr 252 ;22T
PERKINS 15283 152880
SUE 165433 M 16533 M
St =207 M 1000 147 320
UNSUA Lim Lim
Total 14,1030 ol o) 2 1R 3

Preview Controls: There are several controls on the preview form including Print, Print
Setup, Margins and Columns, Page Change, Zoom In and Zoom Out.
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