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Preface

Preface

This document contains information about the how to use the advance features of the
Financial Aid module in 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
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Introduction

Introduction to Financial Aid in CampusVue

CampusVue offers features for packaging students, monitoring FA funds coming into
your institution, and controlling the disbursement of funds to the students. The funds
packaged in the Financial Aid module are credited to student ledgers in the Student
Accounts module.

ﬂ Campus¥Yue - Campus Management

File  Find ‘“iew Lists | Daily Reports ‘Window Tools Setup Help
# 0O~ | = | #% - Contact Manager » | E%E | Fecent Students |
Admissions 3
Contact Manager - — :
el ens Document Tracking
Firanial A Student Accounks approve Packaged aid
fcademic Records  # Approve Disbursements to Pay
(£ Student Diskance Education  * Batch Processing L
(] Packaging Career Services 3 Post otk Study Disbursements
] Loan Management  # ccep p
([ Academic Year Student Services  F roness
([ Awards Huowsing F  Print ISIRs (Bakch)
(I FAFSA ReviewPrint Multiple Batches
sk Export Data 3
Impark Data 4
Summar
— ¥ ISIR. Makching
[Z Schoal Fields
] Print Queued Award Letters
(0 Audit Enter Financial Aid G/L Transackion
Eztimates
QO Clear Estimated Awards
(1 Documents 0D Exceptions
<Detachz>

This user guide focuses on procedures and processes involved in import and export of
Financial Aid files to the Department of Education.
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Exporting Application Data

Exporting Application Data

In this topic, you will learn how to prepare files to be exported to the Department of
Education's (ED) Central Processing System (CPS). The files prepared here are related to
Free Applications for Federal Student Aid (FAFSAs) and to Institutional Student
Information Records (ISIRs). In CampusVue, files are created in a directory that is
available to EDConnect (a program provided by the ED for transmitting and receiving
files from the CPS). You can export FAFSAs, ISIR Corrections, or Requests for
Duplicate ISIRs.

To export application data:

1 Select Daily > Financial Aid > Export Data > Application Data to open the
Financial Aid Export wizard.

i"‘:’ LT T T
I
File Tross & I:l

121 st 0 v FAF T piroed Bk st
(29 Smlwct FAFEAz broanm 1anga of dadar Fromn Elrpl H
2 Aetasld E spuoxi bown presvices boadoh, Bstoh 1D

[ Concd | | cfck || Hesto | [ [wash |

2 Select the FA Award Year, School ID, and File Type. The file types are FAFSAs,
ISIR Corrections, and Request for Duplicate ISIRs. The bottom portion of the
form will change depending on the file type you select.

CampusVue will display the configured defaults for Export file Drive and Export
file Folder. Changes are permitted but not recommended. If the directory as defined
in the CampusVue setup does not exist, an error message will say that the directory
does not exist on the specified drive.

3 Continue according to the File Type you selected in Step 2. See the descriptions
below for the three file types.

Exporting FAFSAs

To export FAFSAs:
1-3 Complete steps 1 through 3 above (Exporting Application Data). Select FAFSAs in
step 2.

1 Select either Select all ready FAFSAs since last export, Select FAFSAs from a
range of dates, or Rebuild Export from previous batch.

CampusVue User Guide: Managing Financial Aid Advanced Topics 7



Exporting Application Data

2 Click Next to go to the next page of the wizard. The wizard will show a list of all the
FAFSAs gathered for export. The listed records will have a check in the Ready box.

3 Select any record on the list and uncheck Select to prevent it from being exported
with the others. You can also uncheck Ready to prevent the record from being
gathered in subsequent batches.

B -:.|
| e ] T

4 Click Select All to export all records listed. If you want to exclude a few records out
of a long list, click Select All, then hold down the Ctrl key and deselect the records
you do not want to export.

5 Click Create Export File to process the selected records for export. When the export
file has been created, CampusVue will display a confirmation message with the
location and name of the export file.

-
N_]:) Application Export file; CiliarmlEAPSOSIN, 003 created,

The program will increment the file name extension each time you run the procedure.
After this example, the next time you run the program, the file name will be
EAPSO06IN.004.

6 Click OK to close the message box and the wizard. Do not click Finish. Clicking
Finish before clicking Create Export File will close the wizard without exporting
any data.

The FAFSA Export Report will open automatically.

CampusVue User Guide: Managing Financial Aid Advanced Topics 8



Exporting Application Data

Export ISIR Corrections
To export ISIR Corrections (Create New Batch):
1-3 Complete steps 1 through 3 above (Exporting Application Data). Select ISIR

Corrections in step 2.

1 Select Create New Batch.

TR0 A Cormciors: B
[=]

& Crastm Mawn Bsich
¥ Fraganmade badch
[goreet | [otoor J[ teoi> | [ oo |

2 Click Next to go to the next page of the wizard.

3 The wizard will display a message containing the number of records that will be
extracted for export. Click Yes to continue or No to abort the extract procedure.

1 T — ]
T Firdklle: b - o

Beh I I e o oo Use

ol

4 The program will display a message containing the directory path and name of the
file containing the ISIR corrections. Click OK to acknowledge the message.
The program will increment the file name extension each time you run the procedure.
Note that files for ISIR corrections and requests for duplicate ISIRs have the same
name structure, so their extensions are incremented in the same series.
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Exporting Application Data

ﬁ Financial Aid Export

Batch D

| Type

|ﬁ of Records |User

X|

-
\}2 Export File created in: C:liambCORRO4IN, 001

LCancel I ¢ Back I Mest » I

Einish |

5 The program will display the ISIR Corrections Sent report. Print the report as

necessary.

To export ISIR Corrections (Regenerate Batch):
1-3 Complete steps 1 through 3 above (Exporting Application Data). Select ISIR

Corrections in step 2.

4 Click Regenerate Batch to regenerate a batch of ISIR corrections that was
previously created. This may be necessary in the unlikely event that something has
rendered the previously created file unusable.

5 Click Next to see the list of available batches.

6 Select the batch to be regenerated by clicking it once to highlight it.

ﬁ Financial Aid Export

Batch [D

Type

# of Records

Usger

HCAG1 2345200505107 40351

APPLICPROC

jry

SYSTEM

RCAG1 2345200505251 65250

APPLICPROC |1

SYSTEM

LCancel I < Back I

st » I

7  Click Finish. The program will display a message indicating how many records will

be extracted.

CampusVue User Guide: Managing Financial Aid Advanced Topics
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Exporting Application Data

E Financial Aid Export

| Batch D | Type | # of Records | U ger |
HCAG123452005051 0140551

APPLICPROC STSTEM
HC4G1234520050525165250

2 Correction record(s) will be extracted, Continue?

es Mo |

LCancel I < Back I Tt » I Firnizh I

Click Yes to continue. The program will display the ISIR Corrections Sent report.
Print the report if necessary.

Export Request for Duplicate ISIRs

To export Request(s) for Duplicate ISIRs:

1-3 Complete steps 1 through 3 above (Exporting Application Data). Select Request
Duplicate ISIRs in step 2.

1 Click Next to go to the next page of the wizard.

m Financial Aid Export

X
— Selection Critenia
Fé Awward ear |2003-04 B Schoal ID IG'I 2345 :I
Fie Typo F. - “rliceto ISIR H
Export file Drive | = e LI
Export file Folder |25y
L Archive
[1DATA

LCancel I < Back I Mest » | FEirizh I

Enter one or more ISIR ID Numbers in the list on the second page of the wizard. Do
not type spaces; apostrophes are allowed for names such as O'Toole. The ISIR ID can
be found on the student's printed SAR or on a printed ISIR. If an ISIR has been

imported into CampusVue, the ISIR ID number can be viewed by selecting the
student and going to View > Financial Aid > ISIR.
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Exporting Application Data

m Financial Aid Export : ll

151R 10 Mumber

* |

HOTE: Pregzing the Enter key will cause the curent record to be cleared. Pressing the
Tab key will move the curzor to the nest record,

Lancel | < Back | Hest> | Fireh I

3 Click Finish. CampusVue will display a message with the directory path and name of
the file created for export. Click OK to acknowledge the message.
The program will increment the file name extension each time you run the procedure.
Note that files for ISIR corrections and requests for duplicate ISIRs have the same
name structure so their extensions are incremented in the same series.

ﬁ Financial Aid Export " il

ISIR 1D Murnber
(75209824401

* |-

L]
‘__v Export File: Cihiar\CORRO4IM. 002 For duplicate ISIRs created

MOTE: Prezzsing the Enter key will cause the current record to be cleared. Prezsing the
Tab key will move the cursor to the next record.

LCancel | < Back | Hewt = I Finizh

4 Click OK to acknowledge the message and complete the procedure.

Note: The next step after any of the three procedures described above is to use the
EDConnect software provided by the Department of Education to transmit the
export files to the CPS. Please refer to your EDConnect procedure manuals
for help with this part of the process.
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Importing Application Data

In this topic, you will learn how to import Institutional Student Information Records
(ISIRs) into the CampusVue database.

Importing ISIR Files
To import ISIRs:

1 Select Daily > Financial Aid > Import Data > Application Data to open the
Import ISIRs wizard.

ﬁ' Import ISIRs m

File Selection

Fi& Award Year |E

File Type [ISIRs -]

Click 'Mext' to selectfile(s) to import

LCancel | | et » |

2 Select the FA Award Year to be processed.

3 Select the File Type: ISIRs or Error Report File.
You will select the ISIR file to import on the next page of the wizard. The file name
to look for is EAPS##OP.nnn or IDSA##OP.nnn where “##” is the award year and

“nnn” is a sequential number.

4 Click Next to go to the FA Award Year form. A warning message will indicate a
file that has already been imported; otherwise the FA Award Year form opens.

CampusVue User Guide: Managing Financial Aid Advanced Topics 13



Working with ISIRS

Note:

7

Select path for ISR file(z):

Files Available: |\msansop 002 a| v Update Now

- Bemove

Frocess | Cancel | Cloze |

The FA Award Year form displays the path selected for ISIRs, if the path has already
been set. If not, click the Search tool to the right of the Select path for ISIR file(s)
field to select the path the system will use to import the files.

The Files Available field lists all files available in the selected folder. To prevent the
system from importing a file, select the file and click Remove. If you remove files
from the current batch, they will be displayed the next time this form is opened.

B 2005-06 X

Select path far ISR file[z]:
[t

Files Awailable: [|Dsans0P 002 a| v Update Mow

ﬂ Remove |

Process | Cancel | Cloge |

Select the Update Now check box if you wish to process the selected files
immediately. If this check box is not selected, the default setting processing will
occur during school-defined off hours, typically at night.

It is recommended that you do not click Update Now unless you need to
work with the student(s) today, or you are updating at the end of your
shift. Update Now will tie up your workstation until the processing ends.

Click Process to begin processing. Click Print to generate an ISIR Import report.
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Working with ISIRS

Importing Error Report Files

The procedure described above for Importing ISIR Files can also be used to import the
Error Report File. The file name to look for is FDRE##OP.nnn where “##” is the award
year and “nnn” is a sequential number.

Review/Print Multiple Batches

To review/print an imported/exported batch file:

1 Click Daily > Financial Aid > Review/Print (Multiple Batches) to open the
Financial Aid Review wizard.

BB Financial Aid Review i x|

" Selection Criteria

|

2 Select the Electronic Data Type that you want to review. The data types available are
Application Processing, Clearinghouse, Direct Loan, Pell/RFMS, CommonLine V4,
COD, ACG Grants, SMART Grants, and SSCR.

3 Specify a Data range in the Date Processed field for retrieving the batches to review.
If no date range is specified, all records are pulled.

4 Click Next to continue. The above example shows the Electronic Data Type for the
SSCR records form. The resulting page shows a list of imported batches for the
selected file types.
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Working with ISIRS

Note:

'E Electronic Data for SSCR Import Records EI

0602010242321 41004

200E0301023639505578 | 01157400
2006040303543621 2610 | 03044500 [F—
—

|
2006050101211 20468657 | 03095800 || 9/13/2006 |SSCROGOFPZ® F |
20050306012112088867 (00749100, (676 | 10/20/2006 EEASSCRAD (F |
|

|

20060907012112048857 00749100, [676 | | 10720/2008 EGBA\SSCRAAD_|F
20070402042403067085 | 02083600 |56 | G/A4/2007 |sscooop 001 |F

Cancel I tiﬁi’. I et I Fairmh J

Select the batch file that you want to review.

Click Print to print a report of the batch you selected. The report appears in the
Preview window. Browse or print as necessary.

You cannot review a batch that has been regenerated. You can, however,
examine the file resulting from the regeneration.

Click Close to close the report.

Click Finish to close the Batch Review form or select and review another batch.
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Working with ISIRS

Working with ISIRs

This topic focuses on printing, viewing, and matching ISIRs.

Printing ISIRs

As batches of ISIRs are returned to the school from the CPS, you can print all the ISIRs
in any given batch at the same time, rather than one at a time. After an ISIR has been
imported from the CPS, you can print it individually by selecting the student and clicking
View > Financial Aid > ISIR.

To print ISIRs:

1 Select Daily > Financial Aid > Print ISIRs (Batch) to open the Print ISIR Batch
selection form. The form defaults to the ISIR Batches tab.

B Print ISIR Batch

_ X
ISIR Batches I iew [SIR s
PellID 5 uward ‘Year |2DDE-DB :|
Date Received I |;| ta I |;| ﬂl
I Selectl ISIR Batch 1D | Cate Heceivedl Recard Countl Aumard Year I
Selact &l Clearll | W Piint Signature Page
- - I Campus Filter
Print Selected [SIRz in Batch Select Al |
Clear &l |
Cancel |
e | Frint 151 |

2 Use the optional criteria to filter the list of batches:

Pell ID: Select the Pell ID of the batches you want to review. The field defaults to the
Pell ID of your session default campus.

Award Year: Select the award year of the batches you want to review.

Date Received: Select the beginning and ending dates of the batches received.
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Working with ISIRS

3 Click Refresh to display the filtered list of ISIR batches. The grid will show the ISIR
Batch ID, the Date Received, the Record Count, and the Award Year for each of

the imported batches. Click on a column header to sort the batch list in the order of

that column.

4 Select the batch of ISIRs that you want to print.

5 Click Print Selected ISIRs in Batch. Check the box if you wish to print a signature
page.

B Print ISIR Batch

x|

Wiew |SIRs

ISIR Batches I
7 Award Year |2DDE-DB :I

Date Feceived I |L| ta I |L| Refiesh |
Select | I5IR Batch 1D Date Received Record Count | Award Year -
W | #AR3I2344202091 7R0RE1 25901 0 34772005 5| 200506
¥ | BARI2344202091 750RE1 2590000 A7/2005 4| 200506
¥ | BARI2344202091 750RG1 2505959 A7/2005 8| 200506
v | HARI2344202091 750RG1 2505050 A7/2005 23| 2008-05
¥ | BARI2344202091 750RE1 2505757 A7/2005 15| 2008-05 J
¥ | BARIZ2344202091 750661 2505656 72005 18| 2005-05
V] | HAR32344202091 750661 2505555 3742005 11| 2005-05
V| #A532344202091 750661 2505454 372005 £ | 2005-06
¥ | #A632344202091 750661 2505353 372005 £ | 2005-06
v | #A532344202091 750661 2505252 372005 £ | 2005-06 i

Selectall | Clearal | I Print Signature Page

Campuz Filter,
Frint Selected 151z in Batch |

Cloze I

Select Al |
Clear Al |
Cancel |

Primt 151 H s |

CampusVue will start the Report Selection procedure and display a preview of all the
ISIRs in the batch. You can browse through the list just as you would with any other
report. You can search for a particular ISIR in a large batch by searching for the

student's name or other recognizable data.

Print all or selected ISIR report files as required. Below is a sample selection of the first

page of an ISIR to be printed.

E005-2006 Ins=titutional Student

* IMPORT ANT: Read ALL infaormation €o find eut mhat ta
AMANDZ & MANCHA
17258

ALETQUERQUE .,

SUNEHINE TER GZE

-5 57106

047

There are issues mith your application information thatw

resolved before your =1igibility can be

detezmined . Fead this letter carefully and zeview any

Information Record

B R R R R

do mith thi= Report .

March

need to be

items mazrked

E

o

Fr

& .

B R R R R

OME
20058

Close the report when you are finished printing.

6 Click Close to close the Print ISIR Batch form.

CampusVue User Guide: Managing Financial Aid Advanced Topics
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Viewing ISIRs

To view ISIRSs:

1 Go to Daily > Financial Aid > Print ISIRs (Batch) to open the Print ISIR Batch
selection form.

2 Click the View ISIRs tab.

B Print ISIR Batch X
I5IR Batches I View ISIRs
Campus Filker
Pell 1D IG1 2345 :I
[[1 Campus Institute of At Select All I
Award Year |2DD1 02 :I Campus Management Institute
. [ Mo campus associated Clear Al I
D ate Received
[1/1/2004 || to [12/31/2005 | ¢|
I Select I Student Name I Campuis ISIR 1D I EFC I Reject
L | o
Select All | Clear all | Fiint Selected | v Piint Signature Page LCloze |

3 Select a Pell ID.

4 Select an Award Year (optional).

5 Enter the Date Received range (optional).

6 Click Refresh to display the list of ISIRs that match your criteria.

7 Select the ISIRs you want to view or print. Click Select All to select all of the listed
ISIRs. This is the default setting. Click Clear All to clear all selections.

Select | Student Mame Campus I1SIR 1D EFC Reject
p| ¥ |NEWLEADOMISIF, IMPORTI 0oz S11111111HEDT 47428
¥ | WEWLEADONISIR, IMPORT2 0oz 1111111 2MED 47428
K| i
Select All | Clear &l | Print Selected | [+ Prirt Signature Page Claze |
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Working with ISIRS

If you wish to print a signature page, select the Print Signature Page check box.
Click Print Selected to view or print the selected ISIRs.

8 Click Clese to close the form.

ISIR Matching

To perform ISIR matching:

1 Select Daily > Financial Aid > ISIR Matching to open the ISIR Matching form.
2 Select the School Code for which ISIRs are to be matched.

3 Select an FA Award Year.

4 Ifrequired, enable the Include Previously Matched ISIRs check box.

Databases that allow duplicate social security numbers need the ability to move an
ISIR from one student record to another. To enable this functionality, check the
Include Previously Matched ISIRs box.

B 1SR Matching x|
School Code  [EIEU)IS [<] Folwadear [200506 :I | List I5IRs | 55N Searchl
I Include Previously Matched 1SIRs
Matches |Soc:ia| S ecurity Mumber |Drig. Social Security Mumber |Transaction [n] |Last Mame
o | 2l
St i ateh I Search | Select | Wrmatch | Save | Cancel | LCloze |

5 Click List ISIRs to display all unmatched ISIRs for the selected award year. The first
column indicates the number of matches found when CampusVue compared (1) the
current Social Security Number, (2) the Original Social Security Number, (3) the
Last Name and Date of Birth, and (4) the student Phone Number from the ISIR to the
data in the student master file. The first column of the row displays the number of
Matches found. For each student record examined, the program stops the process
when it finds a direct match for any of the criteria.
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Working with ISIRS

B 1SR Matching x|
School Code  [007451 | Fapwadves  [0050 o] _Litisis | 55N Search|
¥ | Include Freviously Matched [51Rs
Matches | Social Security Mumber | Orig. Social Security Mumber | Transaction 1D Last Mame B
1 015-66-2364 015-66-2364 0156623640401 CaBa
1 030-68-7349 030-68-7349 030687 349CA01 CABRAL
1 025-72-5579 025-72-5579 0257 25573CA01 CalLaHaM
1 025-58-5350 028-58-5380 028585980CA01 CAMPBELL
1 072-74-6017 072-74-8017 07274801 7CA0 CASTRO
1 093-60-3853 095-60-3853 099603853CHM CHEMN
a 120401-0028 120-01-0028 120010028ED02 EDIT _I
a 120401-0029 120-01-0029 120010023ED02 EDIT
a 120-01-0030 120-01-0030 120010030ED02 EDIT
a 885-85-8881 955-85-0891 S55898581FAM FARFAM
1 028-64-1396 028-64-13596 028641 396FEM FELDER
1 025-80-3291 025-80-3291 025803291FEM FERMAMDES
1 011-70-6915 011-70-6915 011706915F101 FITZPATRICK.
1 2B0-21-7728 2B0-21-7728 2E0217728FLM FLYMNT
1 026-68-2398 026-68-2398 026682335F001 FORD -
KV :
Auta Match I Search | Select | Wrmatch | Save | Cancel | LCloze |

6 Click Auto Match. CampusVue will populate the "Match IDs" column of the grid.
For rows that have a count greater than 1, double-click the row to select from a list of
possible matches. Double-clicking the row opens the ISIR Matching Selection form,
which displays the last name, first name, school status, start date, social security
number, campus, date of birth, and phone number for each potential student match.
Select the student that matches the ISIR. The list is updated by setting the first
column to 1.

B ISIR Matching x|
S chool Code IDD?481 :I F& fward Year I2DDE-DB :I ListISIEs | 55N Search |
¥ | |nelude Previously Matched 151 Fs
Matchez | Social Security Mumber | Orig. Social Security Number | Tranzaction 1D Last Name ‘|
1 015-66-2364 015-66-2364 015662364CA01 CaB&
1 030-68-7349 030-68-7349 030657345CA01 CABRAL
1 025-72-5579 025-72-6579 025725573CA01 CaLLAHAN
1 0z CaMPRELL
1 07 X| CASTRO
1 0s CHEM
i 1] . EDIT
0 T ._\_l) Auko Matching Complete, 16 new ISIR matches found. EDIT _I
a 1z EDIT
1 8 T FARFAN
1 0z - FELDER
1 Qoo eI T TT O FERMAMDES
1 011-70-6515 01-70-6915 011706915F101 FITZPATRICK
1 260-21-7728 260-21-7728 260217728FLO1 FLYMT
1 026-69-2398 026-69-2338 02BE52338F001 FORD -|
] o]
Auto Match I Search | Select | Wrmatzh | Save | Cancel | LClose |

7 Click Search to open the Search form. You can manually locate the student master
that matches the current row of the list. This button will only be available when the
match count is zero for the current row of the list. When you select a student,
CampusVue updates the grid by setting the first column to 1.

8 Double-click a row on the Search form to select the student as a match for the ISIR.

The program will return to the ISIR Matching form and set the number of matches to
one on the row for which you selected a student from the search form.
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9 Click Unmatch to detach an ISIR from a student and attach it to another student.

|— 5
1 [ri 5882584 H5EE-23M (5833340 H CaEh,
1 [0E-THE HE T T CABFRL
1 57155 I5-Te5M ESFESMOWH CALL&HRH
1 [ERHR-EE [TXLFILFEI T GAMPBELL
1 e PAEr T | [PIP4EH AolH CAETRO
1 THIEFCHM CHEH
1] 12N -LEH NNH OTME D [ T
0 1M -R T TZEDZ EAT
0 12HH -LiED | XMHOMED & DT
1 a1 55 2884 33FE FELDER
1 iragitrrs] XHIEAIFEN FEFRHDES
1 [rl1-A0ESS H1-FoaHs H1MEHSAN FITZFATRCE
1 HHE-TTCR 2T HETTEALT FLTHT
1 i ] (IM-ER-139 EME93RTH FORD

10 Click Yes on the Unmatch the selected ISIR? Prompt.

11 If more than one student master record matches the ISIR, select the row on the ISIR

Matching form with multiple matches and click Select to open the ISIR Matching

Selection form. From this form, you can select the student master record that matches

the ISIR

12 Select a student on the ISIR Matching Selection form and click Select to assign the

ISIR to the selected student

I Match I Last Name I First Marne I S5H

I School Status I StartD ate I Campus

o

| T |Bartlent | &nita | 888-82-8881 | Cancel [10/9/2000 025

13 Click Save to update the ISIR table with the selected student IDs

14 Click Close to close the ISIR Matching Selection form

CampusVue User Guide: Managing Financial Aid Advanced Topics

22



Working with ISIRS

ISIR Verification

An ISIR selected for verification will display a “Y” in the Verification column. An ISIR
with a value of “N” is still available for other uses.

If you have already performed verification and receive another ISIR for the same award
year, a “Y” will appear in the Verification column and an “X” in the Verification
Complete column.

To perform ISIR verification for the current student:
1 Select View > Financial Aid > ISIR to open the ISIRs Received form.

2 Select an Award Year.

3 Select an ISIR to highlight it. The bottom half of the form displays the ISIR code
types associated with the selected ISIR. When you click the ellipsis button in the
Comments column, a box appears with more information.

4 Click Verification.

_rl:n;m

| Aepeod Codae:

[ |ComentCoder | 146, 00F

[ | Fawal Codaw: Midis

I v [HEm [ I ! | | |

5 Enter your verification data in the column provided on the ISIR Verification form.
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6 Click Finish to save your changes. After this point, no changes can be made using
this form; you must use the ISIR Correction form to make further changes.

H THTR. Ferilicaltion B

E G

coer. . [FoRREST [ |'_ R ——.

L [HTH T | il I
Y [ edaaien [
1. Fiens Tom FAotamn Find?

2 Tk Tppe ol TR0 Taa Farm Usedd? b |

o Tau Aahus B greed amdl Dusnd?
d et it G om0 | O
L Pk LT Inoems Tom Pall
0 Wkt | e Eamed From Wk U =
B ‘Tpowas | neomn Eamad From Wl

7. Faients Total Amount e 'warcahost 2o [
[

B Eamad InDaas Ll
b Aeicitierad Tl Tl Lol
o 'wisliam Barife ol TAMF

o Untaaesl Bl Taowiy
B Faients Tolal Amoerd bam 'warkanet B |
o Papumly 0 tas-tefomed saving plos
b FASKENGH s WG Moms 1
0. Child Tappod RECEIVED
o Tan oeempt mirmast
B FOmen IO Enuien
I. Ihairmad Partiena of I dvalimtiena
n 0l Pralirms nl =

7  On the ISIR Verification Results form, click Accept as Verified to accept the ISIR as
verified. Click Cancel to abort the verification process.

ISIR ¥erification Results

The ISIR is Accurate. - Inputz Differ By: ]
'ou may Accept the 151 az Verified. ISIR's EFC: | 33.433
Mew EFCwould Be: | 35 439
Accurate

Fell Paid EFC will not be updated.

............................................

Cancel Aocept az Verified

............................................

8 You are returned to the ISIR Verification form. Click Close to close the form and
update the ISIRs Received form to show that verification is complete.

Note: The ISIR Corrections functionality works in a similar manner as the
Verification functionality. If you need to edit/update ISIR information for a
student, follow steps 1 through 4 above, then click Corrections to open
the ISIR Corrections form (similar to the ISIR Verification form).
When you have made all of your corrections, click Save and Close.
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COD Processing Import/Export

CampusVue COD Processing automates the export/import of student records and
disbursements.

Disbursement Schedules

Disbursements are portions of awards that can be scheduled for a specific fund source or
academic year sequence. Pre-defined disbursement schedules support consistent business
practices. Disbursement schedules that can be tied to academic years are important to
schools which operate with non-term academic calendars and tie their financial aid
disbursements to payment periods rather than terms.

The Disbursement Schedules list allows you to specify, by campus group and fund
source, the disbursement dates and term codes for expected disbursements. Duplicate
disbursement schedule codes are allowed in the database but not in the same campus.

Another advantage of pre-defined disbursement schedules is that they will contain dates
configured by an authorized user, avoiding the confusion caused by a user’s just entering
a date that they feel is correct, and eliminating typographical errors. Your user
permissions will determine whether you can edit disbursement schedules during the
packaging process.

To enhance the speed and efficiency of packaging students, you can tie the disbursement
schedules to a specific academic year sequence in addition to a fund source.

You can perform the following tasks to configure disbursement schedules:

e Individual users can be given or denied permission to edit disbursements in the
Awards form. See your system administrator for more Information. You can force
the selection of a disbursement schedule when adding a new fund source. Go to
Lists > Financial Aid > Fund Sources and select a fund source to edit. Check the
box labeled Require Disb. Sched. When Awarding New Aid?
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Fund Source Code Setup
Code I!ﬂ«EG ¥ Active [[] Campus Institute of Ak

D escription IAEG e Campus Management Institute

Type lQEG Grant u

[ Title ¥? | OtherNon Federal Resowree. [ [nstitutional |

Cancel/Drop Days I Grace Days I
) o 0 Selectal | Cleardll |
Third Party Code I
Owerpayments IADD|}' to Last ,I

I~ | SE0G Grant?

v Allow Posting Directly to Ledger Card

W Zlways Post to next payment due?

[~ Allow Editing of Payes for Refunds?

[ Allow E diting of Payes for Stipends?

™| Zppl Over Fapmetits to interest before prinipal
= Associate Courses To Papments

[ Customize Refunds/Stipends D escription

¥ | Iz the Student the Borower?

¥ | Fequire scheduled disbursement?.

[~ Expect Dishurzements within 30 dayz of LDA an Drop?
¥ Include Fund Source in 1098-T Calculations

[ Round all Disbursements to whale dollars?
| lv Require Disb. Sched when Awarding New Aid? |

Interest Charges I u r E‘rﬁ:ﬂc;;:q:::nlt?ﬁ::é:t
Fa GAL Fund IN ot a Financial &id G/L Fund -
Camment ;I
Receipt Comments ;I
« | 3|
Fefund Payable To ;I
[
Edit Receipt Notification | GL Accounts / Refunds I Dish Approval Eliterial Save I Cancel | LCloze |

You can associate a specific academic year sequence with each disbursement
schedule.

Disbursement Schedules Code Setup

. Campus Institute of Art
[ )
Code I PELL W Active Campusz M anagement [nstitute

Desciiption | Pell Credit Hour Schedule

Beain &y Start D ate I?K1!2DD2 :I AT Sequence I
End Ay Start Date |5;15,'2|303 :I

Schedule Detail
Description &dd |

Fel Delete I
Edit |

Cancel |  Close | Selectal | Clear &l |

In the New Source of Aid form, the disbursement schedule drop-down list will
contain only the disbursement schedules for the academic year that is being
packaged. The list will also contain the disbursement schedules that are not mapped
to any academic year sequence.
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x

Type of fid
’7 f+ Grant € Loan § Student Papment/Other  “whork Study

Source I.t’-'«CG lEII&EG Grant
Academic v'ear I'I - 9/5/2006 to 4/3,/2007 |;I
Award ear IEDDE-D? I;I Status IE&timated I;I

Grozs Amount I 200,00

Disb. Schedl- SRR

| Cantinue I Cancel

e Ifyou are auto-packaging or repackaging aid for a student, CampusVue assigns the
disbursement schedule for the academic year that is being packaged. Disbursement
schedules not associated with any academic year sequence are available if your
school uses non-term scheduling of aid.

e If you are batch-packaging students and selecting the auto-packaging method, the
system assigns the disbursement schedule for the academic year that is being
packaged. Disbursement schedules not associated with any academic year sequence
are also used while packaging financial aid for a student.

e If you are editing a student’s package and reassigning aid from one academic year to
another, the system validates the disbursement schedule for the new academic year. If
validation fails, the option to cancel or select a new disbursement schedule for that
Academic Year can be chosen.

COD Grant Origination Export (Create New Batch)

To export a new batch:

1 Click Daily > Financial Aid > Export Data > COD to open the COD Export

wizard.
x
File T
FotEns 0 (R~ |  CrasnFia 1 Fragarsia Fis

Fa ] Yo m Gt Dptiors '
[ Cintw Pz

Canfims

BTN o e P [Pl AT [ SWAT
I Cirigirasiarn:
™ Carbamrarari
M
r
r
r
¥ iderdfm Changax

Carcal J J Host J

2 Select values for FA Award Year, Rpt Entity ID, Grant Types to Process, and File
Type. Select the Originations check box.
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Note: You can select either Create file or Regenerate file for the File Type.
You can also select Pell, ACG, or SMART as the value for Grant Type to
Process.

3 Click Next.

|-.-_|-|f._,-| I it [mnm.lmruq e I DL [ {4 Dt

o | | R | AN B

[=2] =
= | Bxhl Mt 21 mm -
= | Bamprip LA am -
= | . Dzzing. Lok 18mm am -
= | Hel.lxws L ammo mm -
= | ] G am -
= | A, Dorre L Zamm mm -
= | Pama Thowrea .om am -
= | . Paww. Dot LA am -
= | Reed HH LA am -
= | -
= | -
L= | w
Ak

| | aaze | | IR v |

4 Click Add Student to add a student to the export, Select All to export all records, or
Clear All to deselect all records.

5 Click Next.

6 Click Create File to create the export file.

% cop Export Wizard " x|

137 Record(s) Selected for Pell Origination

0 Record(s) Selected for Pell Disbursement

0 Record(s) Selected for ACG Origination

0 Record(s) Selected for ACG Disbursement

0 Record(s) Selected for SMART Origination

0 Record(s) Selected for SMART Disbursement
0 Record(s) Selected for Direct Loan Origination

0 Record(s) Selected for Direct Loan Disbursement

0 Record(s) Selected for Identifier Change
EDE Paths {wheoe Expor e wil be crested)

Fiom S ecton Camnpus,
Campus EDE Path [RAEDEN I P [I
SystemE DEPaif [\\eampusmnit comihomehemetemg
Concel | <Back | [ deis |

7  Export the file using the EDConnect software.
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COD Grant Export (Regenerate Batch)

To regenerate and export a batch:

1 Click Daily > Financial Aid > Export Data > COD to open the COD Export
wizard.

B coD Export Wizard x|
. File Type
R ERE I88888888 B IV " Create File (= ‘
Fa fuward Year I2DDE-D? :I

Campuses

ahagement |rstib

LCancel | < Back I Mest > |

2 Select values for FA Award Year and Rpt Entity ID, and set File Type to Regenerate
File. Click Next.

3 Highlight the proper batch to regenerate. Click Next.

x

— Select Document to be Regenerated

Daocument 1D Date Created |Created By -
2006-12-01713:26:54.1288888888  [12/1/2006 Systern Adrministrator
2006-12-01713:25:47.1288888888  [12/1/2006 Systern Adrministrator B
2006-12-01713:22.29.1288888888  [12/1/2006 Systern Adrministrator
2006-12-01713:22:11.1288888888  [12/1/2006 Systern Adrministrator
2006-12-01713:21:51.1288888888  [12/1/2006 Systern Adrministrator

Cancel | < Back Mest » |
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4 Click Create File to regenerate the file.

B oD Export Wizard ] x|

Select Create File to regenerate File.

- EDE Paths {where Expeoel fle will be created)
Fiom Session Campus,
Camgus EDE Palhy [RAEDEN

SystenEDEPath [N oampusmgrnt comthomevemcienp

Create File

gancel | <Back | [Hea ]

5 Export the file using the EDConnect software.

COD Grant Disbursements Export (Create New Batch)

To export a new disbursements batch:

1 Select Daily > Financial Aid > Export Data > COD to open the COD Export
wizard.

B cop Export Wizard x|
. File Type
Fipt Entity 10
LY I88888888 IH |7 f+ Create File  Regenerate File ‘
Fi fumard 'ear I2DDE-EI? :I — Grant O ption:

[~ Data Request

Campuses

Grant Types to Frocess: [ Pell [~ ACG I~ SMART
[~ Originatiors
v Disbursemerts

= Direct Loan Option:
I~ | Waster Prom Hote

I~ | Originations
I™ | Originatior Changes

[~ Dishursements

¥ Identifier Changes

LCancel < Back Mest >
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2 Select values for FA Award Year and Rpt Entity ID, and set File Type to Create
File. Select Pell for the Grant Types to Process, select the Disbursements check box,
and select All Records from the Disbursements drop-down list.

3 Click Next.

4 Click OK on the notifications box to continue.

CIECEEE— |

L Tha Frdessrg Cabrrinrants Wil Ba Salckeed
L/ 11 Citursenarts Wk Vet P bt ke s pprisedtn be P aned Hsig an Expediad Dabe Wehinths bk 30 Dess
2] Disbrromrarin Hrask Hesvw Bean Faid bt Mot Vel Asporied,
1 Maeidl [et o that, Hares B ] Sins this Lk, Tinds e Enpant Cedapeandnis Gpdion ‘Wi Aun

5 Click Select All to export all records or Clear All to deselect all records.
A |

N

DNl | B, St LN L

11—

1

El .
‘DNl B, dukm 1R ELn q ]
‘DNl B, dukm 1SR 1,000 q ]
Nl [ 10H4HEE 1 D q [
Nl Buckl, B 10HHEE 1 S q [
Nl Buckl, B 10M4HEE 1 A q [
Nl Srath, ek 10HHEE 1 W q [
NI Srath, e 10HHEE 1 Hem q [
NI Srath, e 10HHEE 1 W q [
Nl Surlars, Jarm 10H44H3E T F| [
Nl Surlars, Jurm 10H44H3E T 1 [
Nl Bron, S AN 1 IEa o C]
Nl bkl By FRE ] o C]
Nl Erth, e LTION 1 e o ]
Nl Erth, Jedn N 1MW o ]
Nl Erith, e AN 1m o ]

6 Click Create File to create the new export file.

ECE— 5

0 Record(s) Selected for Pell Origi

137 Record(s) Selected for Pell Disbursement

0 Record(s) Selected for ACG Origination

0 Record(s) Selected for ACG Disbursement

0 Record(s) Selected for SMART Origination

0 Record(s) Selected for SMART Disbursement

0 Record(s) Selected for Direct Loan Origination

0 Record(s) Selected for Direct Loan Disbursement

0 Record(s) Selected for Identifier Change

- EDE Palfw (whess Export fle will be cresled] —
From Session Campus,

Campus EDE Paih [RAEDEY | R I
SystemEDERath [\\campustmgmi com\homehemelamgh

Concel | <ok | [ mE ]

7 Export the file using the EDConnect software.
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COD Grant Acknowledgement/Disbursements Import

To import acknowledgements/disbursements:

1 Select Daily > Financial Aid > Import Data > COD to open the COD Import.

x

= Al i ACG " DirectLoan " Pell ~ SMART

File Tupe FHII -DataF eql

Fa dwward Year I2DD?-DS :I

Mests> Cancel Cloze

2 Click Next.

x

— Selection Criteria

Fa, Award Year |2DD?-DB El

File: Type |Data Request Acknowledgement Ill

File Mame |H:\PGHQUEIN.DD'I

Lancel | < Back Import itk

3 Select the value for FA Award Year.

4 Select one of the following values for File Type: Electronic Statement of Account,
Data Request Acknowledgment, Multiple Reporting Records, Year to Date Records,
Reconciliation File Report, SSN/Name/DOB change, POP/Pell Verification Status
Report, Pending Disbursement list, ACG — Electronic Statement of Account,
SMART - Electronic Statement of Account, and Funded Disbursement List.

5 Select a File Name.

6 Click Import.
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7 Click Yes to proceed with the import process.

Campus¥ue X |
\‘;:J Ok ko Process Filer
Yes Mo |

CampusVue will import the file and display a confirmation message. The program
will also prepare a report listing the data that has been imported.

8 Click OK to acknowledge the message.

Campus¥ue il

.
~\I_!) Impart Process Complete, Please Print Reparks,

9  Click Print on the COD Import wizard form to print the report related to your file.

x

— Selection Critena

Fit Award Year |2nn4-05 E|

File Type lDrigination Acknowledaement H

File Name  |H:\PGOA0S0P 001 ]

Lancel | s Back | it Einizh

10 Click Finish to close the import wizard.
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CommonlLine Loan Processing

The CommonLine Version 4 Disbursement Roster file will automate the process of
gathering and posting the receipt of FFEL loan disbursements.

CommonlLine Application Export

To process CommonLine V4 export data:

1 Select Daily > Financial Aid > Export Data > CommonLine V4 to open the
CommonLine V4 Import form.

2 Select the CL Recipient, the Source School ID, the Source Name, the FA Award
Year, and the File Type (either Application Send File or Refund Transactions Send).

3 For File Type, select either Create New Batch or Regenerate Batch.

4 Select the Campus(es).

m Commonline Application/Refund Transaction 3end Xl
— Selection Criteria
Campuses
CL Recipient IBank of America u [ Campus Institute of Art
Campusz Management [nstitute
Source School ID 512345 o1 -]

Source Mame I Campus Management Institute

Fi Avvard Year |2uns-ns E'

File Type [pplication Send File u

File Options

Process I Cancel | LCloze |

5 Click Process. The following message will appear stating the number of records for
export. Click OK to continue.

Campus¥ue il

L]
ﬁ‘l‘) 1 Loan records were selected to extrack,

(0] 4 Cancel

After processing all detail records in the import file, the system displays the
processing results. A message box directs you to “Click Yes or No” to send an email
copy of the Application Send File.
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6 Click Reject Report to see rejected records or Extract Report to see students who
were part of the extract.

File Type |&pplication Send File

[ 4

File Dptions [Create Mew Batch

[ 4

| Reject Bepart ||

CommonlLine Disbursement Roster Import

To process CommonLine V4 import data:

1 Select Daily > Financial Aid > Import Data > CommonLine V4 to open the
CommonLine V4 Import form.

Select the File Type to be imported, either Response File or Disbursement Roster.
Click the ellipsis button _I to locate the file to be imported.

E CommonLine ¥4 Import X
File Type IH esponze File I:I
Select the file to impart;

Cancel | Cloze I

4 Click Process. If you are importing disbursement records, the detail records in the
import file will be matched to scheduled disbursement records in CampusVue.
After processing all detail records in the import file, CampusVue will display the
results in a message box as follows:

File name imported: XXXXXXXXXXXXXXXXXXXXXXXX
Total number of detail records in file: #####
Number of records not processed: #####
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Number of records processed: #####

The message box has three options — Continue, Cancel, and Print Error Report.

If the number of records not processed is greater than zero, the “Continue” button
will be disabled and the Cancel and Print Error Report buttons will be enabled. If
you click Print Error Report, when control returns to this form, the “Continue”
button will be enabled only if the number of records processed is greater than zero.

If the number of records not processed is zero, the “Print Error Report” button will
be disabled.

If the number of records processed is zero, the “Continue” button will be disabled.

5 Click Print Error Report to generate a report showing all detail records in the
import file that were not processed.
6 Click Print Batch to print a report.

7 Click Delete Batch to delete this batch.

8 Click Approve Batch to approve this batch.

9 Click Save Batch to save this batch.

Import File Validation

When the file to import is selected, validation is performed on the file to verify that it is a
valid CommonLine file. The following items will be verified:

The program checks to see if a valid header record exists. The first two characters of the
first record in the file must be “@H”. If this test fails, the program suspends processing
and displays the following message: “The header record in the selected file is invalid.
Cannot process this file.”

Next, the program checks to see if the selected file has been previously imported. If a
duplicate file is found, the program displays the following message: “It appears that this
file has already been imported. Import cancelled.” Click OK to close the message box.

Finally, the program checks to see if a valid trailer record exists. The first two characters
of the last record in the file must be ‘@T” and the file creation date and time in the trailer
record must match the file creation date and time specified in the header record. If either
of these conditions is not true, the program displays the following message: “The trailer
record in the selected file is invalid. Cannot process this file.”

Error Report

The report layout will be as follows:
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Report Header

The report title will be CommonLine Version 4 Disbursement Roster Import Error
Report. The report header will include the following information:

File name imported: XXXXXXXXXXXXXXXXXX

File Creation Date/Time: lists the file creation date and file creation time from the
header record

Source Name: lists the Source Name from the header record
Source ID: lists the Source ID from the header record

Total number of detail records: lists the Disbursement detail record count (field 2)
in trailer record

Total net disbursement amount: lists the Total net disbursement amt in (field 3) in
trailer record

Number of records not processed: lists the number of records that will be listed on
this report

Report Detail

For each record listed on this report, the program lists the following information:
Borrower SSN — field 8 in detail record
Borrower Name — fields 5, 6 and 7 in detail record
Student SSN — field 21 in detail record
Student Name — fields 18, 19, and 20 in detail record
CommonLine Loan ID/Seq Num - fields 3 and 4 in detail record
Loan Period Begin Date — field 25 in detail record
Loan Period End Date — field 26 in detail record
Loan Type Code — fields 27 and 28 in detail record
Lender ID — field 29 in detail record
Disbursement # - field 35 in detail record

Net Disb Amount — field 44 in detail record
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COD Processing

This section discusses how to import and export COD (Common Origination and
Disbursement) files.

Importing COD Files

To import COD files:

1 Select Daily > Financial Aid > Import Data > COD to open the COD Import form.

File Type |I:DD - Common Record Responze Files El

COD Common Fecord Rezponze Files

Files &vailable: -

Select the file ko import:

Process | Cancel |

2 The File Type field defaults to COD — Common Record Response Files.

3 Select a Receipt file or Response file to import. In the list box titled Files Available,
the system displays files named COMRECOP from the current directory.

4 Click Process.

The system can import a response file only once, but can import a receipt file
multiple times. For the chosen file, the reporting entity ID in the file must match a
campus to which you have access.

T ETEY

Lwlhl..l:nﬂa j = 0

Sl o W50

£
:
Lo Lo

Rstarips  [CODFW

T
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ﬁ COD Import :: il

Files Awvailable:

Select the file to import:

[C:uamM DAT AN comrecop. 399

Process | Cancel | Cloze |

The system searches the database and updates loans or disbursements as required.
When the process is completed a message indicates that the file has been imported.

ﬁ COD Import il

Files Available

|

|_[»

i:) File Imparted,
T
hd

Select the fil
[CanDe, [
Process I Cancel | Cloze |

Click OK to acknowledge the file import and review the COD Import Notification
report, which summarizes the imported records.

The COD Import Reject report summarizes the records that were not imported. If
the system determines that there is no student corresponding to the information in the
document, the student information is presented on the COD Import Reject report
labeled “No Student Found.” If the system determines that there is no existing loan
corresponding to the information for the student contained in the document, the loan
and disbursement information is presented on the COD Import Reject report
labeled: “No Loan Found for Student.”

Three reports are available to help manage Master Promissory Notes: MPN
Discharge Report, Expired MPN Report, and MPN’s Due to Expire report.

In addition you may run the COD Response Import report found under Reports >
Financial Aid. This report displays information on the import of response files.

Exporting COD

To export COD files:

Select Daily > Financial Aid > Export Data > COD to open the COD Export
wizard.
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Rpt Entity 01§

m COD Export Wizard

Fa& Award Year I2DDE-DB :I

Campuses

Campus Management [nstitute

File Type
" Create File

= Regenerate File

— Pell Options

[~ Data Request

[~ Originations
[~ Disburseme

it

r— Direct Loan Opl

tiar:

I~ taster From Niote

[ Driginaticns

I~ Origination Changes

[~ Disburseme

ribs

¥ Identifier Changes

Cancel |

< Back |

MNext » I

2 On the first screen of the COD Export wizard, select the Rpt Entity ID, FA Award
Year, Campuses, and File Type (Create File or Regenerate File).

3 Select the Pell Options or Direct Loan Options.

The Direct Loan Options functionality will appear based on system configuration of

your school’s Rpt Entity ID at Setup > Campus Locations > Financial Aid tab.

4 Click Next.

5 The next step is a panel with enabled tabs for the selected extract options. Select Pell

Origination to display a list of students meeting the selection criteria for Pell.

Students with valid data to extract display “Yes” in the Validated column and their
Select check box is enabled; students not validated display a “Not” in the Validated
column and will not allow you to check the Select checkbox.

H COO | -p

i i [ | [ [ [F A R |7
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A list of any validation problems appears in the Validation box at lower left. If you
select to validate the student, click Validate to display that student’s Awards form.
Only students with the Select check box enabled are extracted. To add a student to
the list, select Add Student and enter the student’s SSN. Clear All disables the
Select check box for all students on the grid. Select All enables the Select check box
for all validated students on the grid.

6 Click Next to display a summary page of the record types selected for extract.

E COD Export Wizard il

37 Record(s) Selected for Pell Origination

0 Record(s) Selected for Pell Disbursement
0 Record(s) Selected for Direct Loan Origination

0 Record(s) Selected for Direct Loan Disbursement

LCreate File |

LCancel I { Back I Fest > I

0 Record(s) Selected for Identifier Change

7 Click Create File to create the COD file and save one copy each in the Campus and
System EDE Folders.

8 Click OK to close the confirmation message.

Campus¥ue

L]
\_12 R CRAADLIN, 001 File created.,

Upon successful file creation the COD Extract Report opens, containing the
information on the extracted students.

Origination Changes

Loan origination changes are captured if the origination status of the loan being edited is
Accepted, Batched to Send, or Pending Credit Decision. In these cases, an
Origination Changes button will be added to the Direct Loan form.
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To view/edit origination changes:

1 Select View > Financial Aid > Awards to open the student’s package containing the

direct loan fund source.

2 Double-click the direct loan fund source line to open the detail form

irect Loan - Aguilar, Sandy Fund Source: DLUN

Aaward Year |2DD4-05 Lender IDE H |;IDEE RE HARVESTER Loan Period Start I 9/30/2004 : l

Bank Fees I 12800 Guarantor I J

Gross Amount I 4.321.00 Servicer ICUSTE JCUSTEP Loan Period End I 8/12/2005 : I
- Orig. Extract Sent I 441/2005 2 D‘I:5a : I
Net Amaurit 4.257.00 Status IA IL Approved Orig. Ack. Date I : I

Bebate Amt 54.00 Grade Lvl I‘I | Origin Status IBatched to send to COD ILI
Loan |D|552899484UDEG2DS1 7001 Orig Fee % I 300 |t Rebate % 1.50
Origination Batch 1D |2005-D4-‘I 1T15:01:57 0481 268448 Reject Codes I

Disbursements T Rovd RefundiStipend T Barrawer!Stud. Info T Prom Mote Info T Comments
Disbdt | Date Acadvear | Term Met Amount | Dish 2 Fee| Rebate | Status
1]49/30/2004 1 2.129.00] 50 E4.00 32.00 | Scheduled
» 2 3/7/2005 1 2.128.00) 50 E4.00 32.00 | Scheduled
Ll | [
Ldd Dishursement | Delete Disbursement |
Origination Changes | Cancel Dizbursement | Fecalculate Dish Amounts |
Save | Cancel | LCloze |

recorded.

i_* orly, alon b

Click Origination Changes to open the Origination Changes form. It contains an
audit of all origination changes pending and not sent, as well as previous changes
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4 Click Enter/Edit Origination Changes to open the Origination Changes form.

m Origination Changes il
Field D escription Current Yalue Mew Yalue Send -
Change
Record?
B | Academic Year End Date BM242005
Academic Year Start Date 9/30/2004

Addtional Unsub Eligibility for Dep Stud
Addtional Unsub Eligibility up to HEAL 0
Borrower's Alien Registration Mumber

Borrower's Citizenship 1

Borrower's First Name SaMDY

Borrower's Loan Default/Grant Owerpmt M

Borrower's Middle [nitial J
Borrower's Permanent Address 624 SOUTH EVANS 52" SOUTH EVANS
Borrower's Permanent Address City SaM DIEGO

Borrower's Parmanent Address State Ca

Borrower's Permanent Zip Code 92113

Barrawer's Telephone Nurber [E19] 2315826

Dependency Status 1

Dizclozure Staternent Print Indicator ki

Eight Disbursement Anticipated D ate
Eight Disbursement Anticipated Gross Amt
Eighteenth Disb Aniticipated D ate
Eighteenth Disb Anticipated Gross Amt
Elewenth Disb Anticipated Gross Amt
Eleventh Disbursement Anticipated Date
Fifteenth Dish Anticipated D ate

Fifteenth Dish Anticipated Gross Amt

0 0 0 0 0 0 o e s o o o e o )

Enter/Edit Drigination Changes I

Cancel | LCloze |

The form lists all rows that exist in the Loan Changes table for the loan being edited.
The list is alphabetized by field description. Select and edit rows as required.

5 Click Save to update the form and Cloese to close the form.

Approve Disbursements to Pay

The Financial Aid Office approves disbursements for payment based on factors such as
the disbursement schedules of individual students, satisfactory academic progress (SAP),
and the receipt of funds from various fund sources. CampusVue provides an Approve
Disbursements wizard to aid in the approval process. After the disbursements are
approved, the wizard prepares a Disbursement Batch File for processing in the Student
Accounts module. In Student Accounts, the Approved Disbursements are posted to the
students' ledger cards.

The Approve Disbursements wizard gathers the disbursement information from the
disbursement schedules for your review and approval. The system will process only the
disbursements you approve. This section discusses how to approve a batch of students for
payment of student financial aid.

To perform the approve disbursements process:

1 Select Daily > Financial Aid > Approve Disbursements to Pay to open the
Financial Aid - Approve Disbursements wizard.
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Miza Ha:zh s elcez o= Luzcnd

T

.- [Danct Subwiead Loan 1=

=]

2 Select the Campus for which disbursements are to be approved.

3 Click Start New Batch to display a ‘New Batch Selection Criteria’ or Select a Batch
In Progress to display a list of existing batches.

4 Select Award Year, Fund Type, Fund Source, Disbursement Dates, and Lender
(if applicable).

5 Click Continue to go to Page 2 of the wizard, which displays a list of students that
are scheduled for a disbursement according to the criteria you selected on page 1.
Click a disbursement row in the grid and details about the selected student will
appear on the two tabs at the bottom of the form.

e[| | e | Be | b (e | e B e )

A0 B

Enable the Approved check box for each disbursement that is approved for posting.

6 Click Clear Disbursements to remove one or more unapproved disbursements from
the batch. A notification will appear in your work area.
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E Clear Disbursement(s) ll

Select Disbursement(s] to clear

[allen, &lan
Fund Source: APLAM : Scholarship & plan
Amaunt: 2,500.00

Al Unapproved disbursements in the batch

Ok | Cancel |

7 Select either Single Disbursement to clear the disbursement in the text box, or select
All Unapproved disbursements in the batch.

8 Click OK to continue clearing the disbursement(s), or Cancel if you change your
mind about removing the disbursement.

FERREREREER.

. | Rewviewed =l

T

9 Click Print Batch to print the FA Disbursements Batch Tracking report.
Click Yes if you want to save the batch before printing the report.

10 Click Save Batch to save the batch of disbursements for further review.
Click Cancel if you wish to abandon the disbursement approval process. The batch
will be discarded, making the disbursements available to gather at a later date.

11 Click Approve Batch to complete the processing of the current batch.

12 Click Yes to complete the approval process.

Approve for Posting

\?/ Ok to approve this batch For posting?

Yes Mo |

The wizard returns to Page 1, where you can change campus, start a new batch of
approvals, select another batch from the list, or close the form.
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Financial Aid Batch Processes

This topic will illustrate the ability to process in batch. Included are Direct Loan batch
processing, batch packaging, and review of the batch processing files.

Direct Loan Batch Processing

To process Direct Loan batches:

1 Select Daily > Financial Aid > Batch Processing > Direct Loan to open the Direct

Loan Changes Batch Processing wizard.

I | 1T TR TS VLN RS

2 Select the Student Selection Criteria as required to define the students for
processing. Click Next.

3 Select the Loan Selection Criteria as required.

[Bom- o P
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4 Click Next.

5 Select the Origination Changes as required. The system displays all fields available
for batch changes.

s _E'r » _E-
r [ - I
r .-

E £

F |
it £

E 4

= - _E'

F: =

T

N—— : S == o

6 Click Next.

7 Select the Students/Loans Selected. The system displays all students/loans meeting
the new criteria. Command buttons enable the user to remove individual records and
print the Direct Loan Changes Batch Process report.

m Direct Loan Changes Batch Processing ll
— Step 4 Students/Loans Selected
Student Mame S5 Frogram *erzion A | Award Year | Fund Source
P | Abakar, Dumar 047-38-9391 4245C).06 1 2004-05 DLSU
Abak.ar, Oumar 047-38-9391 4245C).06 1 2004-05 DLUN
Abbag, Rami 225-79-4187 | 42BSCL.0B 1 2004-05 DLUN
Abbatemarco, Chiistine [|151-70-4305 | 4245C).06 1 2004-05 DLSU
Abbatemarco, Chiistine [|151-70-4305 | 4245C).06 1 2004-05 DLUN
Abrahamgen, Frank BE4-17-2116 | 4245C).06 1 2004-05 DLSU
Abrahamgen, Frank BE4-17-2116 | 4245C).06 1 2004-05 DLUN
Adamz, Cherie 226-29-9551 4245C).06 1 2004-05 DLSU
Adamz, Cherie 226-29-9551 4245C).06 1 2004-05 DLUN
Adams, Degtiney 521-23-8891 42B5C).06 1 2004-05 DLSU
Adams, Degtiney 521-23-8891 42B5C).06 1 2004-05 DLUN
Adamg, Scott 074-74-5388 | 42B5CL.0B 1 2004-05 DLSU
Adamg, Scott 074-74-5388 | 42B5CL.0B 1 2004-05 DLUN
Adamzon, Jacqueline 579-50-9067 | 4245C).06 1 2004-05 DLSU
Adamzon, Jacqueline 579-50-9067 | 4245C).06 1 2004-05 DLUN
Adeen, usuf 580-08-3210 | 42B5CL.06 1 2004-05 DLSU
Adeen, usuf 580-08-3210 | 42B5CL.06 1 2004-05 DLUN
Agron, Marisol 394-82-8663 | 4245C).06 1 2004-05 DLsU '!
1 r
3062 Records. Remaove | Erint |
Lancel << Back | Hert s |

8 Click Finish.
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Financial Aid Batch Packaging

To package students in batch:

1 Select Daily > Financial Aid > Batch Processing > Packaging > Packaging to
open the FA Batch Packaging wizard.

[eawan -
=l
— | = (=]
:lrm:r&um | = L]
_ln-&m:.&qum :—E el =l
B mchak ol Eicires in Ciarmrad Warm
N [ E——" —_— - [ B
:I;h.dﬂ-_-i“l'—'-tguh E ol B I H
:llﬂmum'—hu.h&gu.q e
[ I ) R
| [-]
| [-]
T
e 4 5|
= =T

2 Populate the Student Selection fields as required to define the students for
processing.

3 Click Next.

4 The system displays all students who meet the selection criteria. The user can add
and delete students manually and select Packaging Method (Use Auto-Package or
Create FA Package), Academic Year, Enrollment Status, Package Amount, and

Packaging Method.
Pmmlldh ol
Lt Papoks Tk ot Pl Prak e |
Ealact Airarre o la Packag
|- [TH = [T O et e o B |
EtrFack agn
-
bt
Packagng Mathed [} dragm rmibexd on e | &
[ Zadsnmens | | Dol e |
IE‘—'l 13 S afaci! I Canoel | I o Bk || [ I
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5 Click Next.

6 Click Yes to continue processing the selected students.

\'?/ Are wou ready to continue?

Yes

Mo

7 Select the Exception Listing. The system displays students, exceptions associated
with these students and a Resolve function.

8 Click Print to generate an Exceptions report.

FA Batch Packaging

r~ Exception Listing

Student Mane Enraliment Exception Ao T | Besolve «

b | Abhott, Victoria GEMEA Mo FAFSA has been calulated and no 151R s are on file. A1 Resaolve
Abbatt, Wictona GEMNEA Mo FAF5S4 has been calulated and no 151R s are on file. 2|1 Resaolve
Abel-tcHann, Jacg | GENEA Fackaging Methad nat specified for the Academic 'ear 1 Regalve
AbelMcHann, Jacq | GEMBA Packaging Method not specified for the Academic ear 1 Fesalve
Aberdoon, Craig ASFIN Mo FAFSA has been calulated and no 151R s are on file. A1 Resolve
Aberle, Vincent GEMNEA Mo FAF5S4 has been calulated and no 151R s are on file. 2|1 Resaolve
Abraham, Pedro CRIME Mo FAFSA has been calulated and no 1S1Rs are on file, A |1 Resolve
Acker, Bil GEMO1 Mo Balance to Schedule, 1 Resolve
Ackerman, Ryan CFAC Mo FAFSA has been calulated and no 151R s are on file. A1 Resolve
Ackerman, Ryan GEMOT Mo FAFSA has been calulated and no 151R s are on file. A |1 Rezolve
Ackerman, Ryan GEMO1 Mo Balance to Schedule, 1 Fesalve
Ackerman, Ryan PITCH Mo Balance to Schedule, 1 Fesalve
Ackerman, Ryan FITCH Mo Balance to Schedule. 1 Resaolve
Adair, Kim ASFIN Student &5 record not found 1 Resolve
Adamsz, Jodi ASFIN Mo FAFSA has been calulated and no 1S1Rs are on file, A |1 Resolve
Adams, Fent CREDIT Student &4 record nat found 1 Resolve
Adams, Kent CREDIT Mo FAFSA has been calulated and no 151R s are on file. A |1 Resaolve
Adcock, Jeff ASFIN Student &5 record not found 1 Regalve
Agnews, Jill ASFIN Mo FAFSA has been calulated and no 1S1Rs are on file, A |1 Fesalve
Agoston, John GEMBA Mo Balance to Schedule, 1 Fesalve
Alfano, Debbie GEMNEA Mo Balance to Schedule. 1 Resolve
Allen, Alan GEMNEA Mo FAFSA hasg been calulated and no 151R s are on file. A1 Regolve ™

4 »
Erint | 105 Exceptions listed Cancel << Back |

9 Click Next.

10 Click Yes to continue processing the selected students.
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:gl’) Are wou ready to continue?

Yes Mo

11 Select FA Batch Packaging to display the contents of the batch in a grid. You can
edit aid amounts or exclude selected aid. The auto-packaging function uses the pre-

defined disbursement schedules; where no disbursement schedule exists, the program
calculates disbursements. All aid will be added on estimated status. The system posts
to the students’ Ledger Cards and displays a confirmation message.

12 Click OK.

Review Batch Package

To review a batch package:

1 Select Daily > Financial Aid > Batch Processing > Packaging > Review Batch

Packaging to open the Review Batch Packaging wizard.

ﬁ Review Batch Package Xl
Batch Pack 1D I 1 Beview Delete |
Student M ame E rirallmernt Fund Source | Arnount Status Aumard Tear
P | Toolitle, Tammy GEMBA PELL 2300 A 2001-02
Toolittle, Tommy GEMBA SUB 2800 A 2001-02
Toolitte, Tormmmy GEMBA PERKIMS 5000 A 200102
Print | Campus Management [rstitute Close

2 Select a Batch Pack ID.

3 Click Review to display, for the students in the batch, the Direct Loan batch
processing information for loans being changed.

4 Click a line item to edit or delete the information as required.

5 Click Print to print the batch information.

6 Click Close to close the form.
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Student Status Confirmation Report (SSCR)

Since the passage of the Higher Education Act of 1965, schools have been required to
confirm and report the enrollment status of attending students who receive federal loans.
This reporting process is called the Student Status Confirmation Report (SSCR). Because
a student's enrollment status determines any applicable deferment privileges and grace
periods, as well as the government's payment of interest subsidies, SSCR is critical for
effective administration of Title [V loans. It is the primary means of verifying students'
loan privileges and the federal government's monetary obligations. In 1994, the U.S.
Department of Education (ED) began using the National Student Loan Data System
(NSLDS) to track and monitor all student loan borrowers and grant overpayments. The
ED has incorporated SSCR into the NSLDS to centralize and fully automate the
enrollment verification system.

SSCR Processing

To process SSCR roster file:

1 Select Daily > Financial Aid > SSCR Process to open the SSCR Processing wizard.

1I

— Process SSCH Flle

% Pracess 55CF Eoster Fils

" Process 5SCR Emor Motification

LCancel I < Hack | Meut » | Eitizhy I

2 Select Process SSCR Roster File and click Next to advance the wizard.

x

— Create Roster File

1. Find Roster Fie |

File Marne:

2. Watch Hester File I

LCancel < Back st |
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3 Click 1. Find Roster File. The Select a File to Import form will open with the
default folder for import and export files selected.

Select a File to Import ? | Xl
j = cF B2~

\="1Program Files
| WINDOMYS
sscrcoop. 04

by Documents

™

tdy Computer
File name: Isscmmp j Open |
Files of type: |SSEF| Roster Files LI Cancel |

[~ Open as read-only

x|

— Create Hoster File

| 1. Find Foster File I

File Nam_ee
H:ASSCR==0P.04

2. Match Roster File |

Cancel ¢Back | Mews | Firish

5 Click 2. Match Roster File to start the matching process. CampusVue will examine
the SSCR records from the NSLDS, comparing each one to the existing student
records.

Campus¥ue il

53R Roster file processed and saved to file: Hi\sscrxIn. 04
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6 Click OK to acknowledge the message and complete the process.
CampusVue will display the SSCR Import File Process Report. The report will show
any anomalies detected in the processing of the file.

Irpoid Flis Hivaroramcp. 04

rpi_fafECAFrannns
Adninl i 14k o

aar Tl ddog

Lacgi Manmm Flret Wmrma L} 1L} o d o d Gt 31 ua Ol d Grad

Haw Lzai Hara Haw Flred Haw Haw GEH Haw Haw Haw Gt a3l ua Haw @rad

APIODTT LLL=L1-E ] AI0- pp-mAFD aar4 41874 Fall-Time12r044 20049 LETRE TR0
Hit O garrrizooe

AREOTT IA. ERHERT [} ddG- Th- dd6% A7¢f 0% 4d7% Fal l- TimaddrdS)dand ddri:ladog
Hat O aar Tl ddog

ADDI W WUHAL W 120. PZ- AA4Q0 nar0ad 1879 Fall- TimeAAr41442004 1maripd Z00N0
Hit O garrrizooe

ARDI RAHMAN ALUDI FATA 47T- SE- 710G d4if D1 4d78 Fal |- TIimad4fODF)da04 1df14) 3004

7 Use EDConnect to export the correction file (SSCRxxIN) to the NSLDS. The xx

represents the year code.

To process SSCR error notification:

1 Select Daily > Financial Aid > SSCR Process to open the SSCR Processing wizard.

2 Select Process SSCR Error Notification and click Next to advance the wizard.

-~ Process 55CRH Flle

E S5CR Processing

X|

" Process SSCR Roster File

* Process SSCR Enor Motification:

LCancel < Back

Hest >

Ertizh

3 Click 1. Find Roster File. The Select a File to Import form will open with the

default folder for import and export files selected.

4 Select the file to be processed from the directory and click Open.

5 Select 2. Match Error File. CampusVue will process the error records and display a

confirmation message upon completion.

6 Click OK to acknowledge the message and close the wizard.
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Financial Aid General Ledger

In this topic, you will learn how create journal entries for the CampusVue Financial Aid
General Ledger (FAGL) system.

Entering FA G/L Transactions

To create FAGL journal entries:

1

Select Daily > Financial Aid > Enter FA G/L Transaction > Journal Entry to
display the Financial Aid G/L Transaction Entry form.

ﬁ Financial Aid G/L Transaction Entry

Bward Year IEEIEIE-EIE :I

" Transaction Type

! B

School D | -
Amount | Date |5/27/2005 | «]

Fieferenn:el

Descripti-:nnl

Del:nit.-’-‘-.n:n:cnuntl H Eredit.i'-.n:n:-:nuntl ILI

Save | Cancel | Cloze I

Select the Award Year and Fund.

Select the Transaction Type. The list of transaction types will vary depending on the

fund you select.

Select the School ID of the fund to which the transaction applies. The label on the ID

field will vary according to the fund you select.
Enter the Amount and Date of the transaction.
Enter a Reference code and Description.

Select the Debit Account and Credit Account. CampusVue setup will display the
default account numbers for the selected funds, but you may edit as required.

Click Save to save your journal entry. The program will save the transaction and
clear the form for another entry.

Click Close to close the form.
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Award Year Settings

CampusVue permits selection of a maximum award amount per fund source in a given
award year. The fund sources will be presented in a multi-select list. (Pell is not user-
configurable, therefore the Pell fund source is excluded from this list.)

Maximum Award Amount per Fund Source

To enter/edit award year settings:

1 Select Daily > Financial Aid > Award Year Settings to open the Award Year
Settings form.

ﬁ fward Year Settings il

— Auward Selection Criteria

faward Tear b

Fund Source | Federal Supplemental Educ. Opp. Gral
Georgia Education Fund

Federal Perking Loan

Public: Law Schaolarzhip

[] Student Payments

[ Grant One

[ Mon-Meed-Bazed Loan

[] Other Resources

[[] Schalarghip & plan

[[] Federal ‘Work, Study

Select Al | Clearsl |

LCancel ¢ Back | Hest = | Einizh

2 Select an Award Year and the Fund Source(s) to be updated. Click Next.
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ﬁ Award Year Settings il
—Awward Limnitz
Bumard *r'ear
Fund Source Award Limits
Fund Source Ore .&war_d Per ‘vear | b arimum Amaunt
B | Federal Supplemental Educ. v 1000
Georgia Education Fund ol 1500
Federal Perking Loan v B000
Public: Law S cholarship [vl 500

[~ Keep Mew Input Walues to pdate Subsequent “ears Save |

Cancel | < Back | st | Einish |

3 Enable the check box to signify that only one award is allowed for the fund source
for the selected Award Year.

4 Specify a maximum limit for the fund source, as required. Limits entered here will
prevent users from adding additional awards for the fund source in the student
Awards folder, and will supersede maximum fund limits defined in packaging
method setup. Validation is at the student level rather than the enrollment level.

You can copy these settings from one award year to another, making configuration of
subsequent award years easier. In addition, the logic will validate the maximum
award amounts for each fund source during Auto-Packaging to prevent an award
from being packaged for an amount greater than the limit entered on the fund source,
as well as validate the maximum award amounts for each fund source during
Estimate Packaging to prevent an award from being packaged for an amount greater
than the limit entered on the fund source.

5 Click Save to save your changes.

6 Click Finish to close the form.
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Title IV Credit Balances

In this topic, you will learn how to review Title IV Credit Balances in CampusVue.

Calculating Title IV Credit Balances

To gather information on Title IV Credit Balances:

1

Select Reports > Student Accounts > Title IV Credit Balance Report to display
the Title IV Credit Balance Report form.

|
i

Select the Campus Group, Program Version, School Status, Status Category and
Terms of the students for which you would like to calculate a Title IV Credit
Balance. The default for each of these selections is All. You must make a selection
for each filter in order to proceed.

Select the Academic Year date range. The report is typically run for a 12-month
period, ending with the current month’s end date in the “to” field.

Select whether to Include Students with or without waiver, Include Only
Students without waiver, or Include Only Students with waiver.

Check the Only Students with Credit Balance box, if applicable. S
Select or deselect the box for Print selection criteria.

Click Preview. The report will display as follows:

Student Hame Student 10
Enroll Status

Description

Start Date Grad Date Waiver on File
Title IV Payments

Program Version
Title IV Charges

TermCode Balance

Campus Manageme:
Adsock, Jeff 805-58-5555
Attending Assosiate in Financial Management

a2:2002

0/4/2000  10/20/2002

1 oa2001
Federal Pell GrantPayment
Federal Pell GrantPayment
Federal Pertkins Loan Payment

Academicrear
$0.00
$0.00
$0.00
$0.00

$23.00

$23.00

$1,000 00
$1,000 00
$2.375.00
$2.375.00

$0.00
$6.750.00

=z z= =

Federal Pertkins Loan Payment
Food Service 20028
Total Academic Year 1

$(6,727.00)

Total Enroliment §23.00 $6.750.00 F(6,727.00)
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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.

-_ Reparts

Executive Information  »

Conkack Manager 3
Admissions »
2003-2004 Signature Hold

Sktudent Accounts » ACG Data Repart
#cademic Records 3 COD Extract Report
Diskance Education » 0D Grant Disbursement Analysis
Career Services 3 COD Grant Origination Status Repark

3 0D Grank Tracking Repork

3 COD Response Impark

3 CommonLine Dishursement Bakch Tracking
Direct Loan Analysis Report
Direct Loan Disbursement Batch Ackivity
Open Report Selectar Direct: Loan Origination Batch Ackivity
Direct Loan Origination Change Bakch Ackivity
Expected Cash Flow Detail Repart
Expected Cash Flow Sunimary
Ff Bakch Posting Work, Study
F Disbursement Batch Tracking
F& Export/Import Bakch Tracking
F#& Skatus Repoart
FAFSA Export 2006-07
FAFSA Export 2007-03
FAFSA Export 2003-09
FAFSA Skatus

| FAGL Chart of Accounts Repaort

Loan Managermnent
Student Services
Housing

Cuskom Reparts 4

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.

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

Accessing Reports

The Financial Aid module contains multiple preformatted reports to serve the
department’s standard reporting requirements. You can run reports only if your user
profile has been granted the proper permissions. Selecting Reports > Open Report
Selector displays 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.

On the Report Selection form that opens, select those filters and selection parameters that
satisfy your reporting requirements (you may need only a few).

The following screen displays the Report Selection form for the FA Status report.

=
T (o Digscdo |—_| <o A [ - [esees 2
E— <o fanam [ - [12ensae IJJ
|nmm o hanam [ - [1zensoe IJJ
Padiagng civbn Sisha || =
N | i
[Erobrari Hurkm 1] ot || |

Click Preview to open the Report Viewer window and view your report.

Report Viewer

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.

Repart  Mail Merge Excel

| % & &[0 =] || 4 <] L J81 > oM o= | dh

Preview |

[+ Camp

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: You can 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: This option calls 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.

The following screen displays the Save New Group dialog:

T Save New Group |E|

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

CampusVue User Guide: Managing Financial Aid Advanced Topics 61



Financial Aid Reports

also choose manual for the default group definition). You can also open the 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| lil (5

Print Setup

Save Student Group

Export Crystal Reports Export Formats
a Excel
ose
Comma Separaked (C5Y)

»ML Format

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.

Export g|
Farmat:
=X Crvstal Repors (7P ~|
Destination: Cancel
|= Disk file |

Close: You can select this option to close the Report Viewer form. You can do this
before or after you print the report. The program will return to the Report Selection form.

Mail Merge

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

1. Your school has letter activities related to students.
2. The path to the letter is correctly designated in Setup > System.

3. The report being previewed lists students.
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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.

Select Letter for Mail Merge

Admizzions Labels

Ak Mew lead label

Akd-Mew Lead Label

azd

Ernployer Letter Mew

Graduate [nterdiew weEmploger
Send Catalog to Lead

Student Letter

Wwelcome Letter

Select Cancel

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, then 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 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.

| % & = =] || 0 <] s >N 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 ('E') 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 ( ooz =] ) 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.

Cancel

X
Find what: || | Find Mexk I

Report Printing

Report Printing is performed from the Report Viewer window after you have selected the
various filtering criteria and clicked Preview in the Report Selection window.
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To print a report in CampusVue:

1 From the Report Viewer, click the Print icon (@) 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.

2 Click OK to send the report to the printer.
Alternatively,

1 Select Print from the Report menu at the top of the Preview window. The report will
be sent to your designated printer.

2 [fyou want to change the destination printer, select a printer from the Print Setup
dialog.

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.

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.

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
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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.

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:

ﬁ Receipts By Source
(i 5| B8 @ shon Totae

Clé, |CMI |Total
APLEN 10,000.00 10,000.00
CaSH E000.00 1907697 25076.97
DIRFLUS 77200 77200
DIRSUE 2209493 22,094.93
DIRUNSUE -25.00 -25.00
FSEOG 254500  2545.00
GEORGIA | 1.000.00 1,000.00
GRANTI 100000 1,000.00
L/ 123400 1.234.00
OTHER 920000 10880 10,308.90
PELL 37.252.27) 37,252.27
PERKINS 1524350 1524350
SUEB 16,939.00 16,939.00
Student -2)097.00 150,045.01 147,948.01
UNSLE 475000 4,750.00
Total 14,103.00 282,036.63 295,139.63

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

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

Graph: B Tokes you to the graph design feature. 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: H Saves the cube report to the Web server.

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

[+ Showe Totals . )
® 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.

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.

StudentMame [z [S5k
CJabbott, Kare
Caberle, incent
[&braham, Pedia

[ acker, Bill |
C<ackeman, Fyan &
CJadams, Jodi

[adams, Kameko M
C<Jadams, Kent

[<&dams, 5 amuel
[Jadoock, Jeff
[&goston, Jakn

[<]&lfana, Debbie
C<atmann, Karen
[<]BARAKA, AMIRI L

B Tok, Seni -

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 Mormal
% of Riow
% of Cal

Mumber Format. ..

v Armounk
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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.

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
EODO 19

DIRFLUS
DIRSUE
DIRUNSUE

GEORGIA 1000

GRANT

=il

PERKING

14103

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

u | BEm
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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 | ¢ | D | E | F
1 |Source ClA CMI Total
| 2 |APLAN 0 10000 10000
| 3 |CASH BOOO 19076.97 2607697
| 4 |DIRPLUS 0 772 772
| 5 |DIRSUB 0 2209498 2209498
| 6 |DIRUNSUB 0 -26 -5
| 7 |FSEOG 0 2R4A 2644
| 8 |GEORGIA 1000 0 1000
| 9 |GRANT1 0 1000 1000
|10 | LAW 0 1234 1234
| 11 |OTHER 9200 11089 102089
| 12 |PELL 0 3720227 728227
| 13 |PERKINS 0 152435 152435
| 14 |SUB 0 165939 16939
| 15 | Student -2007 0 150045 147048
| 16 |UNSUB 0 4750 4750
|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

ER A ETRI R

Rece P BySonmce
CETIFIISES:
CETIFIIS I.Ialageme ithzthe
Soid e MR e Tol
ARLEH OOm| _ 0anm
CasH EOOM|  BoeS|  EOE
DIRPLUS I TEm
DIR=UE TEE| D
DIRUN=UE = =m
FEEDD TEE TEEM
GEORGE, TADm 10m
GRANT] T AN
L TZm TZhm
OTHER SANm TiB@| AR
RELL e e e
RERFING (] T
S8 Eomm| 4Bl
St ZTIGm|  EOpEO|  1RaEn
UNSUE [N LA
Towl ] T

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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