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Preface

Understanding the PeopleSoft Online Help and PeopleBooks

The PeopleSoft Online Help is a website that enables you to view all help content for PeopleSoft
applications and PeopleTools. The help provides standard navigation and full-text searching, as well as
context-sensitive online help for PeopleSoft users.

Hosted PeopleSoft Online Help

You can access the hosted PeopleSoft Online Help on the Oracle Help Center. The hosted PeopleSoft
Online Help is updated on a regular schedule, ensuring that you have access to the most current
documentation. This reduces the need to view separate documentation posts for application maintenance
on My Oracle Support. The hosted PeopleSoft Online Help is available in English only.

To configure the context-sensitive help for your PeopleSoft applications to use the Oracle Help Center,
see Configuring Context-Sensitive Help Using the Hosted Online Help Website.

Locally Installed Help

If you’re setting up an on-premise PeopleSoft environment, and your organization has firewall restrictions
that prevent you from using the hosted PeopleSoft Online Help, you can install the online help locally.
See Configuring Context-Sensitive Help Using a Locally Installed Online Help Website.

Downloadable PeopleBook PDF Files

You can access downloadable PDF versions of the help content in the traditional PeopleBook format on
the Oracle Help Center. The content in the PeopleBook PDFs is the same as the content in the PeopleSoft
Online Help, but it has a different structure and it does not include the interactive navigation features that
are available in the online help.

Common Help Documentation

Common help documentation contains information that applies to multiple applications. The two main
types of common help are:

*  Application Fundamentals
» Using PeopleSoft Applications

Most product families provide a set of application fundamentals help topics that discuss essential
information about the setup and design of your system. This information applies to many or all
applications in the PeopleSoft product family. Whether you are implementing a single application, some
combination of applications within the product family, or the entire product family, you should be familiar
with the contents of the appropriate application fundamentals help. They provide the starting points for
fundamental implementation tasks.
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In addition, the PeopleTools: Applications User's Guide introduces you to the various elements of the
PeopleSoft Pure Internet Architecture. It also explains how to use the navigational hierarchy, components,
and pages to perform basic functions as you navigate through the system. While your application or
implementation may differ, the topics in this user’s guide provide general information about using
PeopleSoft applications.

Field and Control Definitions

PeopleSoft documentation includes definitions for most fields and controls that appear on application
pages. These definitions describe how to use a field or control, where populated values come from, the
effects of selecting certain values, and so on. If a field or control is not defined, then it either requires
no additional explanation or is documented in a common elements section earlier in the documentation.
For example, the Date field rarely requires additional explanation and may not be defined in the
documentation for some pages.

Typographical Conventions

The following table describes the typographical conventions that are used in the online help.

Typographical Convention Description

Key+Key Indicates a key combination action. For example, a plus sign
(+) between keys means that you must hold down the first key
while you press the second key. For Alt+W, hold down the Alt
key while you press the W key.

... (ellipses) Indicate that the preceding item or series can be repeated any
number of times in PeopleCode syntax.

{ } (curly braces) Indicate a choice between two options in PeopleCode syntax.
Options are separated by a pipe (| ).

[ ] (square brackets) Indicate optional items in PeopleCode syntax.

& (ampersand) When placed before a parameter in PeopleCode syntax,
an ampersand indicates that the parameter is an already
instantiated object.

Ampersands also precede all PeopleCode variables.

> This continuation character has been inserted at the end of a
line of code that has been wrapped at the page margin. The
code should be viewed or entered as a single, continuous line
of code without the continuation character.

ISO Country and Currency Codes

PeopleSoft Online Help topics use International Organization for Standardization (ISO) country and
currency codes to identify country-specific information and monetary amounts.
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ISO country codes may appear as country identifiers, and ISO currency codes may appear as currency
identifiers in your PeopleSoft documentation. Reference to an ISO country code in your documentation
does not imply that your application includes every ISO country code. The following example is a
country-specific heading: "(FRA) Hiring an Employee."

The PeopleSoft Currency Code table (CURRENCY CD TBL) contains sample currency code data. The
Currency Code table is based on ISO Standard 4217, "Codes for the representation of currencies," and
also relies on ISO country codes in the Country table (COUNTRY TBL). The navigation to the pages
where you maintain currency code and country information depends on which PeopleSoft applications
you are using. To access the pages for maintaining the Currency Code and Country tables, consult the
online help for your applications for more information.

Region and Industry Identifiers

Information that applies only to a specific region or industry is preceded by a standard identifier in
parentheses. This identifier typically appears at the beginning of a section heading, but it may also appear
at the beginning of a note or other text.

Example of a region-specific heading: "(Latin America) Setting Up Depreciation"

Region Identifiers

Regions are identified by the region name. The following region identifiers may appear in the PeopleSoft
Online Help:

¢ Asia Pacific
*  Europe
e Latin America

¢ North America

Industry Identifiers

Industries are identified by the industry name or by an abbreviation for that industry. The following
industry identifiers may appear in the PeopleSoft Online Help:

e USF (U.S. Federal)

¢ E&G (Education and Government)

Translations and Embedded Help

PeopleSoft 9.2 software applications include translated embedded help. With the 9.2 release, PeopleSoft
aligns with the other Oracle applications by focusing our translation efforts on embedded help. We

are not planning to translate our traditional online help and PeopleBooks documentation. Instead we
offer very direct translated help at crucial spots within our application through our embedded help
widgets. Additionally, we have a one-to-one mapping of application and help translations, meaning that
the software and embedded help translation footprint is identical—something we were never able to
accomplish in the past.
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Using and Managing the PeopleSoft Online Help

Select About This Help in the left navigation panel on any page in the PeopleSoft Online Help to see
information on the following topics:

» Using the PeopleSoft Online Help
* Managing Hosted online help

* Managing locally installed PeopleSoft Online Help

PeopleSoft CS Related Links

Hosted Online Help Home

PeopleSoft Information Portal

My Oracle Support

Contact Us

Send your suggestions to psoft-infodev_us@oracle.com.

Please include the applications update image or PeopleTools release that you’re using.

Follow Us

Field or Control Description

YouTube

Twitter@PeopleSoft Info.

PeopleSoft Blogs

LinkedIn

SR
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Chapter 1

Getting Started with Financial Aid

Financial Aid Overview

Important! Financial Aid Notification (FAN) letter is a deprecated product. Support will be maintained
for this product, but no new development will be produced for FAN. It is strongly recommended that you
use Communication Generation (Comm Gen) instead. For more information on Comm Gen, see "Using
the Communication Generation Process" (Campus Community Fundamentals)

Financial Aid automates federal and institutional financial aid processing for a more efficient operation. It
provides flexibility and helps you manage financial aid activity for applicants and students.

With this application, you can:

* Receive and track financial aid applications.

* Design cost of attendance assessment by defining budget categories, items, and formulas.
* Manage need analysis, packaging, disbursement, and loan processing.

* Process origination and disbursement for FFELP, Direct Loan, and Pell Grant programs.
* Calculate federal Pell awards.

* Use award plans to automatically package students.

*  Match financial aid sources to eligible students.

* Modify financial aid notification letters.

* Maintain federal compliance with annual regulatory updates for ISIR, Pell, Direct Loan, FISAP, and
other federal updates.

¢ Post financial aid to student accounts.
* Provide students with self-service access to view, accept, and decline awards.

* Manage student work-study programs.

Financial Aid Business Processes

Financial Aid supports local management and awarding of federal aid, state aid, institutional aid,
departmental aid, and scholarship funds. After you set up the system based on your institution's rules

and practices, you can begin to receive and track financial aid applications. The awarding practice takes
place when your institution receives the ISIR, PROFILE, or institutional application. After you load need
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analysis data, the system activates the student for the aid year. Activation of the aid year is the first step in

updating student data for financial aid processing.

You can manually award a student or use award plans to automatically package a student. The Packaging
process finds the best combination of aid to meet a student's financial need. Disbursing aid to students
involves authorizing each disbursement. The system checks the disbursement rules that you have defined
and determines whether a particular award can be disbursed. For the aid cycle to be successful, you must
verify selected students, handle ISIR corrections, process budgets, track requested documents and loan
applications, and monitor spending and reconciliation of funds.

The following process flow illustrates the Financial Aid business process:

Financial Aid Business Process

Receive and
Evaluate Financial
Aid Application

!

Asses Financial
Aid Need

!

Award and
Package
Financial Aid

:

Motify Student of
Award

!

Indentify Work
Study

Process Pell
Grants

Process Loans

:

Disburse Aid
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Financial Aid Integrations

Financial Aid integrates with the following applications within PeopleSoft Campus Solutions:

Financial Aid Integrations

PeoplaSoft
Sml?ﬂ';e:;:.I ;:I ;Sﬂﬂrr:i P > FE— Recruiting &
& ecords Administration
FeopleSoft
Financial Aid
PeopleSaft PeapleSoft
Campus - - ] Student
Community Financials

PeopleSoft Campus Community

Financial Aid integrates with Campus Community to receive personal, demographic, and relationship
data.

PeopleSoft Student Records

Financial Aid integrates with Student Records to create financial aid term data to determine financial aid
eligibility.

PeopleSoft Recruiting and Admissions

Financial Aid integrates with Recruiting and Admissions to create prospect data and provide early
financial aid offers.

PeopleSoft Student Financials

Financial Aid integrates with Student Financials to manage financial aid and track student disbursements,
charges, and payments.

Financial Aid Implementation

Financial Aid enables you to generate a list of setup tasks for your organization based on the features
that you are implementing. The setup tasks include the components that you must set up, listed in the
order in which you must enter data into the component tables, and links to the corresponding PeopleSoft
documentation.

Financial Aid also provides component interfaces to help you load data from your existing system into
Financial Aid tables. Use the Excel to Component Interface utility with the component interfaces to
populate the tables.

This table lists all of the components that have setup component interfaces:
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Component

Component Interface

References

AGGR_AID TBL

SFAA AGGR_AID TBL

See Setting Up Aggregate Aid.

AID_YEAR_CAR_TERM

SFAG_AID_YR_CAR_TERM

See Defining Valid Terms for Careers.

AWARD MESSAGES

SFAA_ AWARD MESSAGES

See Setting Up Award Messages.

BUDGET_GROUP_TABLE

SFAB_BUDGET GROUP_TABLE

See Creating Budget Groups.

BUDGET ITEM TABLE

SFAB BUDGET ITEM TABLE

See Defining Budget Items.

FINANCIAL_AID_ITEM

SFAG_FINANCIAL AID ITEM

See Defining Financial Aid Item Types.

TIV_SCHOOL _CODE_TBL

SFA_TIV_SCHOOL CODE

See Defining Your School Code.

The following is a list of tasks that you should complete as part of setting up your financial aid system:

* Design your financial aid awarding cycle. Decide how you want to implement your operational
structure, awarding practices, and institutional procedures to work with your system.

* Associate the financial aid year with your school code and identify all possible careers for each aid

year and school code.

* Specify which academic careers qualify for financial aid and set up the terms for each financial aid

career.

» Establish general financial aid processing defaults on the Financial Aid Defaults page. Default values
can remain the same for many aid years and apply to students regardless of their career.

* Assign the appropriate rule sets for need analysis calculations and financial aid processing.

* Set up level/load rules with the student records staff. Set up and build financial aid terms.

» Set up student budgets. Create budget categories and budget items within each category. Use budget
formulas and budget trees to set eligibility criteria for each budget item.

* Set up global application processing options.

e Set up financial aid item types and define packaging and awarding rules.

»  Set up processing options for all loans awarded to your students by your institution.

* Define Pell installation defaults, Pell institution identification, and payment information.

¢ Establish disbursement rules.

* Define which financial aid item types are used for Return of Title IV Fund calculations.

*  Set up self-service options.
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Other Sources of Information

In the planning phase of your implementation, take advantage of all PeopleSoft resources of information,
including the installation documentation, data models, business process maps, and troubleshooting
guidelines.

See PeopleTools: Setup Manager

Additional Information for Getting Started with Financial Aid

Additional, essential information describing the setup and design of your system appears in two
companion volumes of documentation: Campus Solutions Application Fundamentals documentation and
Campus Community Fundamentals documentation.

See "Campus Solutions Overview" (Campus Solutions Application Fundamentals).
See "Campus Community Overview" (Campus Community Fundamentals).

For information about deferred processing, see "Additional Information for Getting Started with Campus
Solutions" (Campus Solutions Application Fundamentals).

Common Elements Used in Financial Aid

Term Definition

Academic Career Designates all course work undertaken by a student at your
academic institution that you group together in a single student
record. For example, a university that has an undergraduate
school, a graduate school, and several professional schools can
define an undergraduate career, graduate career, and a separate
career for each professional school.

Academic Institution A separate entity, such as a university or college, that runs
independently from other like entities and has its own set

of rules and business processes. Throughout your student
administration system you use Academic Institution as a key
value to group data into tables and search against those tables
to extract data.

Academic Plan An area or areas of study that a student declares after the
student is admitted to an academic program. Academic plans
are linked to academic careers or academic programs.

Academic Program The entity to which a student applies, is admitted, and
ultimately graduates. Rules such as academic standing, honors/
awards, and repeats are attached at the academic program
level.
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Term Definition

Academic Sub-plan Academic subplans can be defined as minors, concentrations,
or specializations. They are directly linked to an academic
plan.

Academic Year The period of time you define as one school year.

Aid Year Used in Financial Aid to designate a year of accounting for

financial aid awarding.

Career See Academic Career.
Institution See Academic Institution.
Item Type Identifier that classifies an item on a customer's account. Item

types enable schools to uniquely categorize a customer's bill.
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Setting Up Your Financial Aid Awarding
Cycle

Understanding the Financial Aid Awarding Cycle

The financial aid awarding cycle is a set of recurrent operations used by institutions when they process
and manage student data to evaluate, award, and disburse federal, state, institutional, and private funding.
The typical financial aid processing cycle may encompass multiple academic years. Institutions process
continuing students for the current aid year and, at the same time, process applications for the upcoming
aid year.

One of the first steps in setting up your awarding cycle is to define the boundaries of each financial aid
year to maintain separate and unique financial aid years throughout a student's educational career. In
addition to setting up the aid year, your institution must associate the financial aid year with your school
code or codes and identify all possible careers for each aid year and school code. School codes are defined
by the U.S. Department of Education and are used to track a student's aggregate aid history. An institution
might have separate school codes for a medical school and a law school. Because school codes do not
share careers, you must link each school code and academic career separately.

You must specify which academic careers qualify for financial aid and set up valid terms for each
financial aid career. Doing so provides the general guidelines to award and process aid within the award
year. For example, your institution might have an evening degree program that does not award financial
aid or offer financial aid for all of its academic terms.

The actual Awarding process takes place when your institution receives the first Institutional Student
Information Records (ISIRs), PROFILE, or institutional application. The ISIR is the need analysis

from the Department of Education to establish a student's need for financial aid. PROFILE is the need
analysis form the College Board. Institutional applications are institution-specific need analysis forms.
For new students, awards are made and notifications are sent on an ongoing basis up to the beginning and
sometimes well into the award year for which the students are admitted. For continuing students, the goal
is to mail notifications before the close of the academic year. The financial aid process of awarding entails
need analysis and, for continuing students, checking academic progress.

In addition to the awarding cycle, the following processes must occur in the financial aid office for each
aid cycle:

* Loading ISIRs and PROFILE applicant data.
* Entering institutional application information.
* Verifying selected students.

* Handling ISIR corrections.

* Processing budgets for the current and upcoming award years.
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Tracking requested documents and loan applications.

Monitoring all spending and reconciliation of funds.

Managing origination and disbursement of Title [IV/Campus Based programs.
Providing ongoing loan entrance and exit counseling.

Defining aid year rollover.

Prerequisites

Before implementing the Financial Aid system, examine how your financial aid office and your institution
function. To take advantage of the flexibility of the PeopleSoft Campus Solutions system, decide how you
want to implement your operational structure, awarding practices, and institutional procedures within the
Financial Aid system.

When you prepare to set up the Financial Aid system:

46

Decide what data elements you want converted for use in your new system if you are moving from a
legacy system.

Identify and decide which academic careers are valid for awarding and processing of financial aid
after you establish your institution's academic structure.

The creation and design of academic careers is carried out primarily by the staff that operates
PeopleSoft Student Records.

See Creating Aid Processing Rule Sets.

Identify which terms and sessions are valid for awarding and processing of financial aid after you
establish your institution's academic structure.

The design and creation of terms and sessions is carried out primarily by the staff that operates
Student Records.

See "Defining Term Values" (Campus Solutions Application Fundamentals)
See "Setting Up Time Periods" (Campus Solutions Application Fundamentals)
See "Defining Enrollment Action Reasons" (Campus Solutions Application Fundamentals)

See "Defining Terms, Sessions, and Session Time Periods" (Campus Solutions Application
Fundamentals)

Determine all aspects that need to be considered for the setup process.

Consider your institutional and financial aid office needs in broad terms. This plan should include
such items as your term structure, the Title IV school codes for your institution, your packaging
policies, your disbursement patterns, financial aid fund information, and any business practices that
are unique to your institution.
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Establishing Aid Years

To set up aid years, use the Define Federal Aid Years (FED_AID YR TBL) and Define Financial Aid

Years (AID_YEAR TABLE) components.
This section discusses how to:
* Define federal aid years.

* Associate federal aid years with academic years.

Pages Used to Establish Aid Years

Page Name Definition Name Navigation

Usage

Federal Aid Year Setup FED_AID YR TBL Set Up SACR > Product
Related > Financial Aid >
Aid Year > Define Federal
Aid Year > Federal Aid

Year Setup

Set up the Federal Aid Year
table.

Financial Aid Year AID YEAR TABLE Set Up SACR > Product
Related > Financial Aid >
Aid Year > Define Financial
Aid Years > Financial Aid

Year

Associate a valid federal aid
year with the academic year
of your institution.

Defining Federal Aid Years

Access the Federal Aid Year Setup page (Set Up SACR > Product Related > Financial Aid > Aid

Year > Define Federal Aid Year > Federal Aid Year Setup).

This example illustrates the fields and controls on the Federal Aid Year Setup page. You can find

definitions for the fields and controls later on this page.

Federal Aid Year Setup

Aid Year 2010

Aid Year Information

‘Description Federal Aid vear 20058 - 2010 Short Description

‘Start Date: 02111/2008 [ *End Date: 06262010 [31

2009- 2010

This table defines the aid year according to the standards set by the U.S. Department of Education. You

must define all aid years that you are processing in this table.

Enter the days that the aid year begins and ends.
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Associating Federal Aid Years with Academic Years
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Access the Financial Aid Year page (Set Up SACR > Product Related > Financial Aid > Aid Year >
Define Financial Aid Years > Financial Aid Year).

This example illustrates the fields and controls on the Financial Aid Year page. You can find definitions

for the fields and controls later on this page.

Academic Institution:  PSLINY

Financial Aid Year

FeopleSoft University

First E 1-8 of 14 u Last
Academic Year
*Ald Year Description Short Desc Start Date End Date
2010 L, |Financial Aid Year 2008 - 2010 2009-2010 08¢ 152008 [=) 06262010 [=] [+ [=]
2008, |Financial Aid Year 2008 - 2008 2008-2009 081142008 [=1) 06i26/2009 [=1) [+ [=]
2008 S, |Financial Aid Year 2007 - 2008 2007-2008 08M 22007 [ 06272008 (3 [+ [=]
2007 ', |Financial Aid Year 2006 - 2007 2006-2007 08M1 42006 [=) 062902007 [=) [+ [=]
2006 C  |Financial Aid Year 2005- 2006 2005-2006 08122005 (5 |0G/30/2006 [ [+ [=]
2006 L |Financial Aid Year 2004-2005 2004-20045 0aM 52004 [ | 06E02005 (3 [+ [=]
2004 C,  |Financial Aid Year 2003-2004 2003-2004 07/01/2003 [=) 063002004 [=1) & [=
2003 S, |Financial Aid Year 2002-2003 2002-2003 08M 52002 [ 053052003 3 [+ [=]
Field or Control Description

Aid Year

Select the federal aid year to be associated with your academic
year start and end dates.

Academic Year Start Date and Academic Year End Date

Enter the dates that your institution's academic year begins
and ends. Academic year start and end dates are reported
on the origination record to the Common Origination and
Disbursement (COD) system.

Setting Up Your School Codes

48

To set up school codes, use the School Code Table (TIV_SCHOOL CODE), Campus OPEID
(SFA_COD_CAMP_OPEID), and School Codes for Institutions (INST_SCHOOL_ CDS1) components.

A school code is assigned to each institution participating with the Department of Education and is
used as an identification code during Electronic Data Exchange (EDE). In addition to its use in EDE
processing, the Title IV school code is used to track a student's aggregate aid history.

This section discusses how to:

*  Define your school code.
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* Associate federal aid years with an aid year.

Pages Used to Set Up School Codes

Setting Up Your Financial Aid Awarding Cycle

Page Name

Definition Name

Navigation

Usage

TIV School Code
Information (Title IV school
code information)

TIV_SCHOOL TABLE

Set Up SACR > Product
Related > Financial Aid >
Aid Year > School Code
Table > TIV School Code
Information

Review the Title IV School
Code Table and enter a
description and address
information for your school
code.

Campus OPEID

SFA_COD CAMP_OPEID

Set Up SACR > Product
Related > Financial Aid >
Aid Year > Campus OPEID
Codes > COD Campus
OPEID > Campus OPEID

Use this page to setup campus
OPEID codes and defaults.

School Codes for Institution

INST_SCHOOL_CDS

Set Up SACR > Product
Related > Financial Aid >
Aid Year > School Codes
for Institution > School
Codes for Institution

Link an aid year with the
Department of Education
Title IV school codes for your
institution.

Defining Your School Code

Access the TIV School Code Information page (Set Up SACR > Product Related > Financial Aid >
Aid Year > School Code Table > TIV School Code Information).
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This example illustrates the fields and controls on the TIV School Code Information page. You can find

definitions for the fields and controls later on this page.

TIV School Code Information

School Code:
School Information

no1004 Al Year: 20049

Federal Aid Year 2008 - 2004

‘Description |Uf\1|‘w’EHSIT‘rr OF MOMNTEWALLD

Short Description  |UNNMERSITY

Address: PALMER CIRCLE

City: IMONTEYALLO

StProv: % IE CL Country: lﬁ Q,
Postal: W

[TV Inst Code DL Participant

You can add or correct information on this page if the U.S. Department of Education has made an error or

omission in the description or address information for your institution.

Field or Control Description

Title IV Inst Code DL Participant (Title IV institution code
direct loan participant)

Select if your institution participates in the federal Direct
Lending Program. No processing is associated with this field.

Defining Your Campus OPEID Codes

Access the OPEID Codes page (Set Up SACR > Product Related > Financial Aid > Aid Year >

Campus OPEID Codes > COD Campus OPEID > Campus OPEID).

This example illustrates the fields and controls on the Campus OPEID page.

Campus OPEID

Institution  PSUNY PeopleS