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Abstract

This document discusses how awards are assigned, packaged, and maintained in student records. Work Study setup
and maintenance are also discussed in detail. Topics covered include the following:

e Assigning Financial Aid Status

e Executing Automated Financial Aid Processes including Auto Packaging, Auto PELL Processing, and Loading
Award Sequences

e Importing EDE ISIR data into CAMS

e Importing awards from EDExpress or PowerFAIDS

e  Exporting student information to PowerFAIDS

e Assigning and maintaining single awards

e Packaging multiple students simultaneously

e Creating and assigning Prioritized Packages

e Transferring awards to Billing

e Adjusting awards in Financial Aid and in Billing

e  Maintaining Workstudy student records and timesheets

e Check release
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The Financial Aid Maintenance window provides the following forms used to
maintain students' financial aid records:

Financial Status

Holds Financial Aid Status information including package status, budgeted cost of
attendance, EFC data, etc. Automated processes such as auto packaging,
automated Pell processing, and loading award sequences can also be accessed
from Financial Status. It is crucial that the Status information be complete to use
the automatic processes.

Financial ISIR

The ISIR tab provides a location to store Institutional Student Information

Records that include information on income, allowances, contributions, etc. This
information can be entered manually or through the EDE ISIR import process.| t & s
important to accurately populate as many fields as possible, so that you can build
informative financial aid reports. CAMS extracts much of the information found in

the BYOR from this tab.

.':"h. Note:Custom | SI'R Fields that are i mported are
e screen, ISIR tab, in the lower data grid.

Financial Awards

The Financial Awards tab is where awards are maintained. Awards imported
through EDE or PowerFAIDS, and awards assigned through one of the
automated processes are stored in this location. Awards can also be manually
assigned from this tab.

Financial Documents

Used to track documents (applications, financial records, etc.) needed by your
department. To access the Documents tab, first select the appropriate academic
year and financial aid year on the Financial Status tab, and then click the
Documents tab. For more detailed information on document tracking, please refer
to the Getting Started document.

More tab

Provides links to view a student's academic progress, demographic, billing, and
address information without having to exit the Financial Aid Student Maintenance
window. You can also generate reports and email from this tab. From the
Financial Aid Student Maintenance window, click the More tab to view the
following options:

e Academic Progress i Displays Credits, Term GPA, Cumulative Earned
GPA, Cumulative Earned Hours, Cumulative Attempted hours, Term, and
also the following statuses: Academic, Enrolliment, and Registration.
View only.

e Billing i Displays Term, Transdoc, Financial Aid (Yes or No), Debits,
Credits, and Balance. View only.

e Report i Allows you to generate the following reports: Award Letter,
Award Ledger, and Academic Progress.

e Address i Displays Home, Local, and Billing addresses.

Page6 of 102
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e Email i Opens a blank email form.

e User Defined Fields i In addition to the data fields already available,
CAMS provides these fields to capture other data about students. The
labels to these fields are configured according to your institution within
the CAMS Manager module.

The More tab displays information important to Satisfactory Academic Progress
(SAP).

Assigning Financial Aid Status

A student is assigned a financial aid status for each financial aid year. Status can
change from one financial aid year to another. Multiple financial aid years may be
applied to each academic year.

\rj Step-By-Step: Assign Financial Aid Status
-

1. From CAMS Enterprise Home page, click Financial Aid
>Maintenance. The Status list window opens.

2. Select the appropriate Academic Year from the drop-down list. Statuses
for each financial aid year display.

}f}-} Note: If no Financial Aid has yet been awarded to this particular student, the Academic
k . Year default AAI1T O is the only possible choice.

Academic Year: |All o I

DirectCostType

|PackagedforLoad
Full Time

PackageStatus

wal | $10,000.00 |

|Fasspisu 03

Figure : Status List window

3. Right-click to add a new status, or double left-click to open an existing
status. The Financial Aid Status Detail form appears.

Financial Aid Status

Academic Year: | 2002-2003 ¥ Financial Aid Year: | FA/SPISU 03
Package Status: IW Direct Cost Type: lm
Primary EFC: |_3000 Secondary EFC: [—_0-
Dependent Status: IDepTent:] Auto Zero EFC: [Yes ¥
Verification Code: I— Documents Complete: m
Prev Bachelors Degree: m Enrolled Grad/Prof: m

Initial Package Dt: |2/1 82002 _v_l Last Package Date: |2r1 812002 :J
FISAP Total Income: | $0.00 Packaged for Load: | Full Time 'I

Cost of Attendance
Total: 310,000
CostLabel CostAmount InsertUseriD InsertTime UpdateUserlC  |UpdateTime
1 0 g Al
2 Tuition $8,000.00 [NULL) [MNULL) El
3 Books $300.00 [NULL] [NULL]

Fees $100.00 [NULL] [NULL] =
Al ﬂ—]

Figure : Financial Aid Status Detail window
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4. The Academic Year and Financial Ai
selected. In this case you will need to select the appropriate Academic
Year and Financial Aid Year from the drop-down list. Select the Package
Status from the drop-down list.

5. Select the Direct Cost Type. The budgeted Cost of Attendance (COA) for
this direct cost type appears in the data grid. The total COA is calculated
from the itemized list and displays in the Total field.

Note: Direct Cost Type must be populated in order to apply automated Pell processing
and to load award sequences. Direct Cost Types must first be created in CAMS Manager
> Lookup Table Options >Table Maintenance > FINAID DIRECT COSTS glossary table.

6. Enter the Primary EFC (Effective Family Contribution).

Note: Primary EFC must be populated in order to apply automated Pell processing.

Financial Aid Status Detail

Financial Aid Status
Academic Year: Financial Aid Year:
Package Status: | Completed Process Direct Cost Type: | Resident | »
Primary EFC: ’m Secondary EFC: ’W
% Primary EFC for Remaining Need | 100
Dependent Status: | Dependent Auto Zero EFC: | Yes
Verification Code: l— Documents Complete: | No  w
Prev Bachelors Degree: | No  » Enrolled Grad/Prof: | No  »
Initial Package Dt: ’M E| Last Package Date: ’7 E|
FISAP Total Income: lw Packaged for Load: v
Cost of Attendance
Total: li
CostLabel Costamount InsertUseriD InzertTime UpdateUserll |UpdateTime
1 Books $300.00 [MULL] [MULL] =
2 Fees $100.00 [MULL] [MULL] =
3 IHu’usig | 51,500.00] [nuLy | [nuLL | |L
l Update l Q Delete l g Cancel

Figure : Financial Aid Status window

Enter the Secondary EFC.

8. If necessary, change the default (100%) % for Primary EFC for
Remaining Need field which allows you to enter a percentage of the
student's primary EFC contribution for remaining need calculations, so
that remaining need can be adjusted based on this amount. For example,
if a student has a total cost of attendance for $5000, and the primary EFC
contribution = $1000, remaining need would be $4000 before any awards
were added. If the % for Primary EFC for Remaining Need field is
populated with 50%, then the remaining need prior to adding awards
would equal $4500.

9. Select the Dependent (or Independent) financial status.
10. Select Yes or No to indicate whether the Auto Zero EFC is effective.
11. Key the verification code (V=Valid, W=Without Documentation, or blank).

12. Select Yes or No to indicate whether the student has all Documents
Complete.

Page8 of 102
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13.

14.

15.
16.
17.

18.

CAMS Enterprisé Financial Aid Processes

Select Yes or No to indicate whether the student has a previous (Prev)
Bachel or6s Degree.

Select Yes or No to indicate whether the student has enrolled in a
graduate or professional degree program (Grad/Prof).

Enter the Initial Package Date, or select from the calendar.
Enter the Last Package Date (most recent), or select from the calendar.

Enter the FISAP (Fiscal Operations Report and Application to Participate)
Total Income dollar amount.

Select the appropriate Packaged for Load amount, such as Full-Time,
Part-Time, etc.

Note: Packaged for Load amount must be populated in order to apply automated Pell
processing and to load award sequences.

19.

Click Add to save this information, or Cancel to exit without saving.

Once the status has been assigned, it's now possible to select one of the
automated processes CAMS offers for adding awards to a student's record. You
cannot run an automated process for a student unless that student's financial aid
status is defined first.
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ISIR (Institutional Student Information Record) information can be entered
manually or by importing an electronic file from EDE (Electronic Data Exchange).
The term ISIR refers to all processed student information records sent
electronically to institutions by the CPS (Central Processing System). To access
ISIR information in the student's financial aid maintenance record, the student
must have a financial aid status defined.

Step-By-Step: Add an ISIR manually

1.

3.

From the Financial Aid Student Maintenance window, Financial Status
form, select the appropriate academic year, highlight the appropriate
financial aid year, then click the ISIR tab. The Financial ISIR form
displays. Any records available for this financial aid year display in the list.
If no records display, the student does not have an ISIR for this financial
aid year.

Right-click in the data grid to access a blank ISIR entry form. Enter the
appropriate values from the student's ISIR, and then click Page 2 to
continue entering values. Definitions for these values can be found on the
US Department of Education web site.

Click Add to save this information, or Cancel to exit without saving.

Step-By-Step: Import ISIR from EDE

1.

From the CAMS Enterprise Home page, click Tools >Import
>Financial Aid >EDE ISIR to open the Financial Aid ISIR Import form.
Click Browse to open the Choose File window.

Note: Be sure to locate the file using the appropriate UNC path. If a file with ":" is
selected, an error message displays. CAMS only accepts the file in .TXT format.

2.
3.

Select the appropriate .TXT file and click Open.

Click Initiate. CAMS compares the social security numbers of the
student records being imported to records in the CAMS database. Two
sets of records display: Records that will be imported because the Social
Security numbers match those of the students in CAMS, and records that
will not be imported because Social Security numbers do not match.

Click the Import tab to open the Import Records form.
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‘ w Criteria P JEDEData ~ Import

Import Records EHelp % Close

"EDE ISIR Import

Academic Year: IQDDE-QDDE 'l Financial Aid Year: ISuID1 'I

—Mew Financial Status Records

Package as Load I Full Time 'l
Direct Cost Type I Default 'l
Package Status | Fending Approval 'l

Mark ISIR record as active [v

MOTE: The above selections effect new Financial Status records
Existing Financial Status records {hree fields) will not be effected by the 3 selections above

Ifthe student has a status record for the Academic Year already (but different FinancialfidYear) then that record will be
updated {a new FinancialStatus record will not he created)

Figure : Import ISIR Records

5. Select the Academic Year and the Financial Aid Year.

You may define the Packaged as Load (Student Load glossary table),
Direct Cost Type (FINAID Direct Costs glossary table), and Package
Status (Packaged Status glossary table) for all students for whom a new
Financial Aid Status record is being created during the import process.
Determine if the current imported ISIR Record will be the Active record.
Students with existing Financial Aid Status records for the Academic Year
and Financial Aid Year selected will not be affected by these selections.
Students with existing Financial Aid Status records for the Academic Year
selected but a different Financial Aid Year will have their records

updated. A new status record is not created in this case.

6. Click Import. Once records have been imported, a confirmation message
displays. Status records can now be viewed by selecting the student
accessing the Financial Aid Maintenance window. Select appropriate
academic and financial aid years, and then click the ISIR tab.

r

A
K Note: To use an ISIR record in a FISAP report it must be marked as Active.
== -\_____
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EDExpress 2005-2006 v1.0 SAR Export Layout
02/25/2005

This report shows you how to create an export file format in EDExprese 2005-2008 1.0 and export to ASCI format.

Follow these steps to create this layout

A Select Tools frarmn the main menu
B. Select File Format from the menu
C. Select App Express and then press the OK button
D. Press the Add button and create a new file Format
Farmat Code: "SR"
Description : "CAMS SAR IMPORT"
E. Select the fields from the list in the order of the list below
F. Save the layout
CAMS SEQ EDE SEQ DESCRIPTION
1 244||Student's Current SSH
2 107 |[Last Name
3 86 ||First Name
4 102 ||Middle Initial
5 7||Application Receipt Date
5] 42||Born Before 01/01/1881
73 249| Student's Marital Status
8 271 ||Weteran of US Armed Forces
9 240| Student's Adjusted Gross Income
10 139||Parents’ Mumber of Family Members
Ah 126 | Parents’ Adjusted Gross Income
12: B3|EFC
19 224|(Secondary EFC
14 261||T: Total Income
15 AD||ATE Allowances Against Total Income
16 260\ ST State Tax Allowance
17 B2||EA: Employment Allowance
18 104|[IPA: Income Protection Allowance
19 4|l Available Income
20 57 |DMYY: Discretionary Met ¥Warth
21 193||SEC APA: Secondary Asset Protection Allowance
el 148||PCA; Parents’ Contributions From Assets
23 1 (|44l Adjusted Awailable Income
24 2B62||TPC: Total Parent Contribution
25 147||PC: Parents’ Contribution
=) 229|3IC: Dependent Student’s Income Contribution
27 189||SCA; Student’s Contribution From Assets
28 252|[Student's Number of Family Members
29 267 || TSC: Total Student Contribution
30 226||Selected For “erification
31 54|[Dependancy Status
32 41| Autarnatic Zero EFC Indicator
3 65|(First Bachelor's Degree by 07/01/2004
34 S7|[FTI: Fisap Total Income
35 272||Working on a Masters or Doctarate Program?

Follow these steps to export SAR from EDExpress 2005-2006 v1.0

Select file fram the main menu

Select Expart from the next menu

Select the APP Express tab.

Select the Export Type External ISAR.

Define the path and name of the export file. “Drive A\CAMS-WINMMPORTAESARIMP . TXT"
Select the Format Code "SR

Select the Selection Criteria button to set criteria on your export

Press the OK button to start the export

IoTmoomp

Revision 1

Figure : EDExpress 2005 - 2006 Layout
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CAMS features some automation within the Financial Aid module. Each process
occurs for a particular academic and financial aid year. Each process is accessed
by clicking the Automation button on the Financial Aid Status window.

Applying Auto Packages

Auto Package allows you to select custom routines, which are user defined stored
procedures. These routines are called from a glossary table within the CAMS
Manager module. By using the glossary values, CAMS will then execute the user
defined stored procedure. This procedure could do anything needed such as
expand on the CAMS Automated Pell Processing by applying additional criteria,
or define a particular order in which to apply awards. These stored procedures
would typically be created by someone in your institution who has advanced
knowledge of business logic programming.

\ j Step-By-Step: Apply Auto Package
=

‘e(',:;/ 1. From the Financial Status form, click the appropriate academic year and
N financial aid year then click Automation. The Automation Options form
appears with the selected academic and financial aid years displayed.

2. Select Auto Package from the drop-down list. The Select a Custom
Routine field appears. Select the appropriate custom routine and then
click Process. CAMS performs the custom routine and displays the
following confirmation message when completed, "Custom Automation
Succeeded.”" Awards added as part of a custom routine will now display
in the Financial Awards list on the Awards tab.

Applying Automated Pell Processing

CAMS uses the Primary EFC, Total Cost of Attendance, and the Packaged as
Load values to determine the Pell award amounts for a student. Using this
information, CAMS selects the proper Pell amount from the user defined Pell
matrix tables, and then either creates a new award or adjusts an existing award
based on the Academic Year and Financial Aid Year calendar. CAMS Financial
Aid Pell Processing (CAMS_FAAPP) stored procedure is used to complete this
process.

|@ Step-By-Step: Apply Automated Pell Processing

<ec:&/ 1. From the Financial Status form, click the appropriate academic year and
financial aid year, then click Automation. The Automation Options form
appears with the selected academic and financial aid years displayed.

2. Select Automated Pell Processing from the drop-down list. The following
options appear:

e Check for Term End - If the current system date is beyond the
end of the term (defined by the Financial Aid Calendar) then the
Pell award(s) for that term will not be adjusted or created.

e Check for Year End - If the current system date is past the end
of the academic year defined in the Yearly setup then none of the
awards will be created/adjusted.
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e Check for Sent to Billing - The system checks each award to
see whether it was sent to a hilling batch. If so, the award will not
be adjusted.

3. Select the appropriate option or options and click Process. CAMS
executes the FAAPP stored procedure. Awards added or adjusted as
part of automatic Pell processing will now display in the Financial Awards
list on the Awards tab. Click "+" next to the award to access additional
award information.

Loading Award Sequences

Load Award Sequence allows you to assign a group of awards for a particular
Financial Aid Year based on Direct Cost Type and Packaged for Load (full-time,
half-time, part-time) status. Award sequences are created in Financial Aid >Setup
>Award Sequences. Sequences are created to eliminate having to add awards
individually that are commonly packaged together. For instance, if your institution
provides the same three awards to in-state students eligible for financial aid, it
would be more efficient to create a group of those three awards and apply the
group to the student, rather than to assign each award separately.

Step-By-Step: Load an Award Sequence

1. From the Financial Status form, click the appropriate academic year and
financial aid year then click Automation. The Automation Options form
appears with the selected academic and financial aid years displayed.

2. Select Load Award Sequence from the drop-down list. Any award
sequences that match the student's financial aid direct cost type and
student load display. If no sequences match the student's direct cost type
and student load, then a message displays that says since there is no
match, all sequences will be displayed. Click "+" next to the sequence to
view a list of all awards in that sequence.

3. Highlight the appropriate sequence, and then click Process. CAMS adds
the award sequence to the student's record. Awards added as part of a
sequence will now display in the Financial Awards list on the Awards tab.
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Financial Aid awards can be packaged for either single students or for multiple
students simultaneously. During the process of awarding these students through
the packaging process, when applying an award sequence a financial aid status
record will be created, if none exists, and predefined award sequences are
assigned. If a student's financial aid awards are packaged for the year (vs. just a
single term) under a single financial aid status record then all the awards for that
package will display in the student portal under their financial aid section. For
example, if a student was packaged and received an award for $2000 dollars split
50/50 over FA-10 and SP-11 then when the student goes to the student portal for
FA-10 they will see both awards for both terms.

Packaging Single Student

2

Prior to applying a package, you must have the following items in place:
e Academic Year
e Financial Aid Year
e Packaged Load
e Direct Cost

o Pell Table (Required only if using the Auto Load Pell option)

Step-By-Step: Apply a Package to a Single Student

1. From CAMS Enterprise Home page, click Financial Aid >Packaging
>Single. The Financial Aid Auto Package window opens.

Required

Academic Year: |2005—2006 'I Financial Aid Year: IFAUSISPDB v] YWiew |
Package Load: | Full Time 'l Direct Cost: I Default v[
Option: |Single Student 'l

Select Student: IQuinn, Donovan K @

Figure : Financial Aid Package window

Note: All fields on this form are required and Academic Year, Financial Aid Year,
Package Load and Direct Cost must match the same
record.

2. Select the appropriate Academic and Financial Aid Years. These are
defined in Financial Aid >Setup >Yearly Setup. If desired, click the View
button to see the distribution calendar for the selected Financial Aid Year.

3. Select the appropriate Packaged Load amount. The monetary amount
awarded to the student varies depending on Packaged Load. For
instance, a student packaged with Full Time may receive $1500, and a
student packaged with Half Time may receive $750. CAMS also
compares the Packaged Load amount with the Student Load field in the
Student Status window which reflects actual number of credits for which
the student is registered. If this amount is not the same, it will display
when you generate the Status Exception Report in Financial Aid
>Reports >BYOR.
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4. Select the appropriate Direct Cost. Direct costs reflect the average
amount that a student in a specified program may be charged. These are
defined in Financial Aid >Setup >Yearly Setup >Budget Costs.

5. Select the Single Student Option. The Select Student field displays.
Click the icon to access the select student form. Once the select student
field is populated, the Auto Load Pell, Auto Load Sequence, and
Distribute Single Award operations display. The Auto Load Pell and Auto
Load Sequence operations may be used in conjunction with one another,
however, if the Distribute Single Award operation is selected, the other
two operations may not be used.

6. Select one or more of the following operations to apply to the selected
student:

e Auto Load Pell if you want CAMS to automatically load Pell awards.
CAMS then displays Have System Check Pell For (click check box
next to desired options).

e Term End 1 System automatically checks for term ending dates
S0 as not to overwrite Pell in a term that has been completed

e Year End i System automatically checks for term ending dates
so as not to overwrite Pell in a year that has been completed

e Sentto Billing T System automatically checks for Pell awards
that have already been transferred to Billing

e Default EFC 1 Input default EFC value for Pell generation when
financial status record is not predefined

-Load Opti
Auto Load Pell: [v Auto Load Sequence: [

-Have System Check Pell For
TermEnd: [V Year End: ¥ Sent To Billing: v Default EFC: IU

Figure : Load Options window

e Auto Load Sequence if you wish to have CAMS automatically
load a selected sequence. CAMS then displays the Defined
Sequence field, which defaults to the sequence predefined
based on the selected Packaged Load and Direct Cost. If no
sequence has been defined, then CAMS displays a list of all
sequences. Select the appropriate Defined Sequence.

Load Opti
Auto Load Pell: v Auto Load Sequence: [V

‘Have System Check Pell For
TermEnd: [V Year End: ¥ Sent To Billing: ¥ Default EFC: |0

Defined Seq es

Defined Sequence: |Fu|| Time - Resident _vJ

Figure : Load Options Defined Sequence window

e Distribute Single Award if you wish to define a specific award
and amount to be distributed according to the distribution
calendar defined in the Financial Aid Year. The Award Type and
Amount are required. User defined Code 1 and Code 2 values
may be applied to the award if desired. The If Award Exists
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option defaults to Add new award, but can be changed to
Adjust existing award if desired. However, if a user adds
multiple awards of the same type to the same FA Year, and
selects the Adjust existing award option, only the latest award
of that type (based upon the greatest InsertTime) will be
adjusted, not all awards of that type.

-Load Options
Auto Load Pell: | Auto Load Sequence: |~ Distribute Single Award: v
Award Type: ISCH—KERN DNF 'I Total Amount: |$1,500.00
Code 1: | User Def. Code i Code 2: | INTERSESSION |

If Award Exists: | Add new award =l

Figure : Distribute Single Award

7. Click Process Option. If a financial status record exists for the student in
the Academic and Financial Years defined in this form, CAMS associates
the awards with the existing financial status record. If no financial status
record exists for the student, CAMS creates a financial status record and
applies the options selected for the Auto Load Pell and Auto Load
Sequence operations only. If no financial status record exists and the
Distribute Single Award operation is selected, CAMS will NOT create a
new financial status record, rather, the awards applied during this
process remain unlinked to any financial status record. The financial
status record may be viewed from Financial Aid >Maintenance
>Status. The awards applied may be viewed from Financial Aid
>Maintenance >Awards.
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Packaging Multiple Students

The process of packaging multiple students includes the following:
e Select Group of Students to Award

e Select Packages/Awards to Assign: PELL Awards, Award Sequences,
and Individual Awards can be selected.

e Process Package

Prior to processing the award packages, it is necessary to have the Academic
and Financial Aid Years, along with the Calendar Years defined in the Yearly
Setup (Financial Aid >Setup >Yearly Setup).

Step-By-Step: Select Students for Packaging

2 1. From the CAMS Enterprise Home page, click Financial Aid
>Packaging >Multiple. The Multiple Student Packaging window
opens.

"‘f' o Criteria 1 /  Criteria 2 w Students /:_ﬁ;;;aﬁw ! Rep
Selection Criteria 1 @ Help _ Reset
~Financial Status Criteria I—
Academic Year: fad I Financial Aid Year: E
Primary EFC Min Primary EFC Max ]
Secondary EFC Min Secondary EFC Max l
Direct Cost Type 'I Remaining Need Min I
-Registration Criteria
Registration Term College Level |Alumni g
Freshman v|
GPA Type 'I GPA Group |1stYear g
Associate j
GPA Min GPA Max
Major |Accounting :' Comp Rate Min
Associate of Science _'_]
Student Load |Audit g
Full Time |

Figure : Selection Criteria window

2. Select desired Financial Status Criteria and the Registration Criteria.

k "\ Note: If criteria are selected from the Financial Status section, the Academic Year and

- Financial Aid Year must be selected. Without this, the student selection cannot be based
on any Financial Aid Status criteria. If criteria are selected from the Registration Criteria
section, the Registered Term must be provided.

3. From the Criteria 2 tab, select the Admission Criteria as desired and

click Initiate. All students matching the criteria selected will be listed on
the Selected Students window.
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Selected students @ Help
Lasth [Fir i Suffix Salutstion StudertUID studentiD
1 Abled

2 Adams Elizabeth Ms 1,382 000-01-87¢
3 Adams Emily K Ms 1,383 A0000089¢
4 Allen Rohin 472 311-33-10¢
Fi Alonso Jan J 788 A0098787¢
[ Alverez Cathy J Ms. 474 311-44-10¢
i Bailey Beetle J. 1,281 A0000089:
g Barco Jim J Mr 1,393 001-10-01(
Bauer Debra F Ms. 507 403-44-11¢

Figure : Selected Students window

The next step is to select the packages/awards to assign to this group of
students.
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Step-By-Step: Select Packages/Awards to Assign

1. Click the Package tab to access the Packaging Criteria page.

Packaging Criteria ClHelp - Reset

i Financial Status Records

Academic Year: = I Financial Aid Year: | ¥ I
Package as Load v] Direct Cost Type vl Package Status ] 'I
rFinancial Cal
o Al
2 a
3 lo -
K] y

Pell Awards
Award Pell © Yes & No

Uses Package Load {(above) and Cost of Attendance setup on the student's Financial Status Record
Award Seq e ‘

Award Students a Sequence ¢ Yes ' No

i~ Individual Award
Award Students a Award ¢ Yes & No

g Get Awards

Figure : Packaging Criteria window

e Financial Status Records:

o The Academic Year, Financial Aid Year, and
Packaged as Load values must be provided. These
values are used to identify the proper Financial Aid
Calendar to be used in the assigning of awards.

o0 (Optional) Select the Direct Cost Type to be used. The
Cost Type value comes from the FINAID Direct Costs
Glossary table. The actual cost or budget setup is
accomplished in Yearly Setup, Defining Budget Costs.

0 (Optional) Select the Package Status. This value comes
from the FINAID Glossary table.

NOTE: The values selected in Financial Status Records section are used to
update/create Financial Aid Student Status records. If Direct Cost Type and Package
Status are left blank during this packaging process, then these two fields will not be
modified in the student's record.

e Financial Aid Calendar i This is populated based on the
Academic Year and Financial Aid Year that was selected in the
previous step. It is for viewing purposes only and cannot be
modified.
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i~ Financial Status Records

Academic Year: |2002—2003 'l Financial Aid Year: | FA/fSP/SU 03 'I
Package as Load |Full Time '] Direct Cost Type | Default 'l Package Status |Pending Approval 'I

-Financial Cal

FA/SP/SU 03 |SP-03

FASPSUD3  |FA-D2

i e

Figure : Financial Status window

e PELL Awards i If you wish to assign PELL Awards, click Yes
and select the proper Award Type from the Award Reference
table. PELL processing uses Package Load defined on this page
and Cost of Attendance recorded on the student's Financial
Status Record.

Pell Awards
AwardPell & ves  No PellnwardType]PELL 'I

Uses Package Load (ahove) and Cost of Attendance setup on the student's Financial Status Record

Figure : Pell Awards

e Award Sequence i To assign a group of awards, click Yes in
this section and select the Award Sequence from the drop down
list. The values are derived from the setup of Award Sequences.

Award Sequence
Award Students a Sequence & Yes ¢ No Group IResident Full Time L]

Figure : Award Sequence window

e Individual Award:

1. Click Yes in this section to assign a single award to multiple
students.

Individual Award
Award Students a Award * ves T No Award Type INURSING 'I

Amount |$500.00

Figure : Individual Award window

2. Select the desired award from the Award Reference table.

3. Enter the award amount.
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(\I_Q:L Step-By-Step: Process Packaging
o After students have been selected and awards defined, the next step is to

process the awards.

1. In the Packaging Criteria window, click Get Awards button at the bottom
of the form. All awards for the students meeting the selection criteria will
be displayed in the Reports/Import tabbed form.

Lasthame Firsthame Middlehame Suffix StudentiD Term AwvardType C
1 Becke ia]
2 Becker Tracy A0011111331  |w1-04 GSL b
3 Becker Tracy A0011111331 |wvW1-04 MOSBY
14 Becker Tracy A0011111331 |SP-05 FPELL i
5 Becker Tracy A0011111331  |SP-05 GSL i
[ Becker Tracy A0011111331  |SP-05 MOSBY Ed
I Mars Russ A0000001239  |vW1-04 FPELL i
unaril Russ A0000001239 | 1-04 GSL iv
4 >

-

& Pre-Process Awards |
=

v

Remove Awards not in the following terms Fji{RIE

& Over Write current award totals

@ Add as new awards

Mote: Only values greater than or equal to zero will be processed

The distributed amount will be placed into the student's award ledger

& Print | % Process Awards

Figure : Reports/Import window

2. If you wish to process awards for specific terms only, select the
appropriate terms from the Remove Awards not in the following terms
field and then click the Pre-Process Awards button. A confirmation
message displays. Click Yes to continue. If awards are not assigned for
the selected terms, they are removed from the data grid and will not be
processed.

3. Select either Over Write current award totals if you wish to overwrite
existing award totals in the students' award ledgers, or click Add as new
awards if you wish to add these awards as new and keep existing award
totals. One of these two options is required.

4. Click Print to view a Student Packaging Report. Use this report as an edit
list to review prior to completing the packaging process.

5. Click Process Awards. A prompt will appear asking you to confirm that
you wish to add these awards to the student financial aid ledgers. Upon
clicking Yes, awards will be placed in the Financial Aid ledgers.

Default Award Amounts

\@—l Step-By-Step: Award Financial Aid Award with Default
=2 Amounts
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Default award amounts are automatically fill/l
registered credits whenth e award i s entered in the studen
maintenance window.
}1,_1,’33
\\_; i Note: This only uses credits that are actually registered for, not transfer or test credits.
1. From the CAMS Enterprise Home page, click Financial Aid
>Maintenance.
2. Select the student. When the Maintenance window opens highlight the
correct Financial Aid Status.
Click the Awards tab then right click in the data grid.
Ensure the Term and Distribution Date are correct. Select the Award
Type. If the award has default award amounts defined it will automatically
fill the Amount and Distribution Amount
registered credits.
Financial Aveard Entry
Packaged in Status: | All v
Term: [FA-04 Distribution Dt: [/152006 =] “;"y;:f e
Award Status: | [N PROGRESS v Amount: |$1,000.00 Amuzinstt: $950.00
Description: |GSL Reference:
Figure : Financial Aid Entry window
}:']_}3-3 Note: If this award has already been given either from the Packaging module or the

k - Automation option then if you add this award again the Default Award Amount will not
e automatically fill in.
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The Financial Aid Prioritized Packaging functionality provides unlimited
packaging options which will nearly eliminate the need to access individual
student Financial Aid Records, because it is rule-based and designed for multiple
students packaging. Once Packages are assigned, awards can be
automatically adjusted accordingtoyourbusi ness rul es if
changes. A configuration option in the CAMS Manager module must be set in
order for this to occur. Before any Prioritized Packages can be built, there are
some setup tasks that must be completed; including defining awards in the
Award Reference table, creating Academic and Financial Aid Years, and
building Budgets for various Direct Cost Types to reflect total cost of attendance.
Prioritized Packages are created and assigned in three (3) easy steps.

Build Queries

This very flexible and easy to use Query Builder window allows you to build
various queries based on unique business rules established by the Academic
and Financial Aid Years. Queries are stored here and applied to Prioritized
Packages, Awards, or Budgets. Itis common to apply a query to packages,
awards, and budgets concurrently. For example, a query built to determine in-
state residents may be used in conjunction with packages, awards and budgets.
Creating a query has three (3) basic steps that need to occur in the following
order:

o Define the query
e Choose the Query Object(s)
e Build and Test the query

Create Award Methodologies

The Award Methodology window designates how awards should be assigned,
and defines how awards will be distributed. This is a two-part process. First,
define the methodology and determine how the amount will be calculated. Next,
build the disbursement based on the method used to determine the amount of the
award. Methodology for each disbursement period must be defined, which
means that two methodologies may be created for the entire two-term cycle. For
example, the state of Missouri gives and institution a grant of $500,000 annually
to be disbursed equally over the two-term Financial Aid year. Two methodologies
will be created, one for Fall, and one for Spring. These will be assigned
simultaneously during the Prioritized Packaging Process.

Define Budgets

The Budgets window is used to assign budgets to students based on rules you
design. Prioritize, add, and process budgets for groups of students identified
from queries defined in the Query Builder window. Prior to that, the Budgets must
be created in Financial Aid>Setup>Yearly Setup. Budgets should reflect the total
cost of attendance for the Financial Aid Year for each type of student attendance.
For example, what is the cost of attendance for a student living on campus for
two terms? Tuition, books, fees, room and board, incidentals, etc., must be
included in cost of attendance.

Process Packages

In the Packaging window, put all the rules together and apply packages to a
variety of students affected by different rules in the order you determine. First,
award methodologies must be associated with packages, then identify which
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packages to process. Next, the students qualifying for the packages will display.
Then the methodology is applied, and the awards for the students display. After
this, print an edit list to verify, and then process the Prioritized Package. Finally,
print an award letter for each student packaged.

Awards can be automatically adjusted according to your business rules if the
studentds | oad changes.

Packaging Query Builder

Use the Packaging Query Builder to create queries based on the Academic and

Financial Aid Years. Queries are stored here and applied to Prioritized

Packages, Awards , or Budget s. Ités common to apply
awards and budgets concurrently. For example, a query built to determine in-

state residents may be used in conjunction with packages, awards and budgets.

Creating a query has three (3) basic steps.

e Define the query
e Choose the Query Objects
e Build and Test the query

;’f]}:' Note: SQL statements cannot be typed in the Query Builder. You must use the method
k described below.

Clearly describe the query so that it is easily identifiable from the Student
Criteria Selection grids accessible in each Prioritized Packaging window.
Determine where the query should be used. For example, a query built to
determine in-state residents may be used in conjunction with all three (3)
Prioritized Packaging windows. If you want the query to be available to use to
determine which budget (an in-state budget could be different from an out-state
budget) to apply to qualifying students, the Budget check box must be selected,
otherwise that query would not be visible from the Budgets window.

Step-By-Step: Define Query

S 1. From CAMS Enterprise Home page, click Financial Aid > Packaging >
= Prioritized > Package Criteria. The Packaging Query Builder window
displays.

4

AUT)

\
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Stored Queries

= = e
FEEEEEEEEEE

Q Delete

Figure 19: Packaging Query Builder

Select the appropriate Academic Year and Financial Aid Year, and then
click Find to display any queries already associated with the selected
Academic and Financial Aid year. You MUST click Find first to add a new

record.

Packaging Query Builder Help % Close

Stored Queries

Academic Year | 2008-2008 | Financial Aid Year | FAODS-S5F08 l gFind H ,!‘:;. Copy l

Figure 20: Packaging Query Builder

Right-click in the data grid to add a query, or double-click an existing query to
modify it. The Query Builder detail window displays.

Student Criteria Guery Builder

GQuery

Pacl

ag Award Budget
Description Query O Query o Query O
Object
Query Object [ cays BillingLedgerStrtRpt_view - [ m*\dd’ﬂemmomw ]
Show [0 Rows
Field Criteria
Quel
Fie?lr ARType “ | Operator | = “ |Value )

[ Undlo ] [ Clear] [ Ordler by ]
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Figure 21: Packaging Query Builder

4. Provide a Query Description. This displays in the Student Criteria Selection
grid accessible from each Prioritized Packaging window.

5. Click the appropriate check boxes to select Package Query, Award Query,
and/or Budget.

Student Criteria Ouery Builder

Query - Package Award Budget
Description \Awardmg BEOG Query Query Cuery

Object

Figure 22: Query Description

6. Select one or more Query Objects to use.

Student Criteria Query Builder

CQuery - Packag Award Budget
Description Awarding SEOG Cuery Cuery Query
Object
Query Object [ cays_FinancialStatus_iew v [ L] Ackifemave Obect ]

CAMS_BillingLedgerStmitRpt view
CAMS_DocTrack_View
4y inancialStatus_View
AMS_FinanciallSAR Wiew
CAMS_FinanciallSARCustom_View
CAMS_Housing_Assignment_Wiew
CAMS_StudenfTestScores_View
CAMS_StudeniTermGPA_View
CAMS_StudentStatus_Wiew
CAMS_Sracademic_View
CAMS_Student_Wiew
CAMS_StudentDemographics_View
CAMS_Studentiddresslist_View

¥ |value | Append

Field Criteria

Query [
Field |15

Figure 23: Query Object

The Query Object is a View which may contain data from one or more database
tables. Several Views are available to use with queries. Use the Add/Remove
Object button to activate the views. Active views display in the color red in the
drop-down list. Click Add/Remove Object to activate the selected Query Object.
Click Yes on the confirmation message that displays.

Note: This is the only way to display the fields associated with that particular View in the
Query Field. Therefore, even if a Query Object has been activated, and then another
Query Object is selected, you will need to re-select the first Query Object and click
Add/Remove Object to use those fields again. Once a Query Object has been activated, it
continues to display in red in the list, even if it is not the current active View.

7. To ensure that the selected View has the data you want to query, click Show
to display a sample set of the data, which defaults to the 100 most recent
data rows. The sample data set can be expanded by increasing the number
of rows to show.
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Student Criteria Query Builder

Query - Package Award Budget
Description |Award|ng SEOG Query Cuery Query
Object
Query OMeCt | capg_FinancialStatus_view v [ [ Acremave object ]
Show 100 Rows

Field Criteria
Que -

Fie?lr Academictear V|0|)erator = + |value | 3 | Append

[ Undo ] [ Clear] [ Order by ]

I
Figure 24: Show Rows

8. The example below indicates that there is data in the
CAMS_FinancialStatus_View.

100 rows of CAMS_FinancialStatus_View

Financialtidyear |PackagedforLoac  |DirectCostType Packagestatus TotalDirectCosts Remaininghle:

1 $0.00 [MULL]

2 YR-99 Half Time Defaut Completed Process |§0.00 -300.00

3 [bg $0.00 -300.00

4 FASPISUD4 Full Time MD4-h Transferred $0.00 0.00

3 FADS-SPOS Residert $26,700.00 [MULL]

[ YR-99 Half Time Defaut Completed Process |§0.00 -300.00

7 by $0.00 -600.00

g 'Fi!SP!SUDél Full Time: MLd-h Transferred $0.00 0.00 -
4 3

Figure 25: CAMS_FinancialStatus_View

9. Click Return to go back to the Query Builder.

Note: The Query Object selected in step 6 determines which Query Fields are available.
The query may be built by selecting the first View, choosing the fields associated with the
" view, applying the conditions to the fields, and then repeating the process by selecting
another Query Object, and so on. For example, to design a query to identify students with
a designated Estimated Family Contribution (EFC), use the CAMS_FinancialStatus_View.

10. After selecting the Query Object, select the appropriate Query Field from
the drop-down.

Field Criteria

Q;Ii:ﬁ PrimanEFC * | Operator | = v \.I’alue| @
[ Undo ] [ Clear] [ Order by ]

[
Figure 26: Field Criteria Query Field
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Use the Query Field, Operators, and Values to build the query. To design a query
to identify students with a designated Estimated Family Contribution (EFC), use
the CAMS_FinanciaStatus_View.

11. Choose the Query Field to add the field to the query. In this example,
Primary EFC is selected.

12. Select the Operator to apply conditions to the value selected in the Query
Field. For example, less than or equal to (<=).

Field Criteria
O;Iig: PrimanEFC “ | Operator | == + Value [20000 13
Undolf= Order by
=
==
= |
=
Like
Mot Like
1M
Mot 1M

Figure 27: Field Criteria Operator

13. Finally, enter the Value of the condition to apply to the Query Field. Either
select the value from the drop-down, or type the value in the field. In this
example, students matching the criteria of having a Primary EFC of less than
or equal to $20,000 will be selected.

Student Criteria Query Builder

Cuery - Package Award Budget
Description Awarding SEOG Query Guery Guery o
Ohject
Query ObJect [ -aps_FinancialStatus_View v [ [ aciRemave Object ]
Field Criteria
Que . Gooon
Fieﬁlr PrimaryEFC ~ | Operator | = + Value |20000 3 | Append
1] S
IUndD][Clearl [ OrdE5 ................................................
28
a0
100
112
140
163
200 hd

T (@]

Figure 28: Field Criteria Value

Note: The list of available values is dynamically populated based on the Query Object
selected. For example, selecting the CAMS_StudentAddressList_View populates the
Value field with the columns available in that view. Those columns hold address related
data.

14. Click Append to add the statement to the query.
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Student Criteria Guery Builder

Ohject

Query Object [ cans FinancialStatus_view v [ @Ad‘memwe Object ]
Show 100 Rows

Field Criteria

O:;Iizllﬁ PrimarEFC “ | Operator | == * [Value "ﬂ}

[anD | [oR] [ Undo | [ Clear Order by

(]

Figure 29: Field Criteria Query Statement

15. Repeat the steps above until all the desired criteria have been added to the
query.

Available operators are as follows:

Operator Definition Operator Button Definition
= Equal To Append Addto Query
= Greater Than { Qpen Pamenthesis
= Lezs Than J] Clozse Parenthesis
== Greater than or Equal to And Add Walue
== Less than or Egual to or Choose Between Values
== Mot Equal To IIndo Undo Last Append
*Like Like Pattem Clear Clear Entire Qiuery
*mot Like | Mot Like Pattern Crder By Sort Gluery By
Sort Query by Descending (only
[I¥] Exact Match Order Desk wisible when Order By is used)
Tt Mot Exact Match

Figure 30: Available Operators

Note: The Like and Not Like Operators should only be used when attempting to query

free form text fields (values that are not contained in a drop-down list). For example, if a

city name has been entered several different ways, e.g., St. Louis, Saint Louis, St Louis,

a wild card character such as the percent sign (%) can be used. Therefore, the query

AS%0 in the City Name field wwultd téaeulretalr &SSO

To include only active address types in the query, select the Query Field A Act i v e
Flag, Operator =, and Value Yes. The following step by stem instructions will

continue to build on this example. Actual steps may vary depending on the query

you build.

16. Select Query Object (Ex. CAMS_StudentAddressList_View).
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Object

Query Object | caps_studentaddressList_ View v [ [ #ciRemave Object ]

Figure 31: Query Object

17. Click And to add the next condition to the query.

Student Criteria Query Builder
Cuery

Description |Awarding BEOG Paf‘.::aﬁ T*mrrﬂ B(l‘.:::gre;
Object
Query Object [ caps_studentaddressList_View v [ [ AcRemove Oject ]
Show 100 Rows
Field Criteria
0;2:: ActiveFlag ¥ | Operator | = ¥ |Value ’— @

(AND] [OR] [Undo | [Clear] [ Orderhy |

Figure 32: Build Query Statement

18. Select the Query Field (Ex. Active Flag) and the Operator (Ex. =)

Field Criteria
O;Iizﬁ ActiveFlag ¥ | Operator | = ¥ |Value ’— m
(AND] [ORJ [Undo | [ Clear] [ Orderby |

Figure 33: Field Criteria Query Field and Operator

19. Select the Value (Ex. Yes).

Field Criteria
0;2:: ActiveFlag | Operator | = ¥ |Value fes @
——
(AND] [OR] [Undo | [ Clear] [ Ordg|,

Figure 34: Field Criteria Value
20. Click Add / Remove Object.

21. Confirm adding the Object by clicking Yes. The Append button will now be
active.
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VBS5cript: Confirm adding

\_:.i/ Confirm adding of ohjeck CAMS_StudentAddressList_Wiew ta the query.,

Yes Mo

Figure 35: Confirm Adding

22. Click Append to add the new statement to the query.

Student Criteria Query Builder

pescpttovaring 5255 Prcove gy Mty e
Object
Query Object | cams_studentaddressList_View v|[ Ea AddRemove Object ]
Show 100 Rows
Field Criteria
el ActiveFlag ~|operator = ~|value [ves L=

Figure 36: Append to Query Statement

23. Repeat the steps above, this time selecting Query Field Address Type,
Operator =, Value MO.

The query is now complete and read as follows.

Field Criteria
Query

Field |ActiveFIag A | Operator | = | value [res &3}
[aND] [0R] (Unda ] [Clear] [ Orderby ]

=0

Figure 37: Completed Query Statement.

24. Click Test. The List of Students Returned from Query grid displays the

first 100 unique values. Click Return to go back to the Query Builder detail
window.
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25. Click Add to save the query or Cancel to exit without saving.

Student Criteria Query Builder

Query . Package Award Builget
Description Awarding SEOG Cuery | Cuery | Cuery O
Object
Query Object [ capis_studentaddressList View v [ EA‘“’RB”‘DVB Rhiec ]
Show 100 Rows
Field Criteria
0;2:: State ~ | Operator | = ¥ Value m
[AND] [oR] [Undo | [Clear] [ Orderby |
Figure 38: Add Query
The Stored Queries data grid displays.
Packaging Query Builder T Help % Close

Stored Queries

Academic Year | 2008-2009  + |Financial Aid Year | FADB-5P09 :;Find EaCOpy

SGLGuerylD GueryDescription PackageCriteria AvvardCriteria Budget
1 a3 T ™ i
All-Stuclants Tt i —
3 Awarding 0 v 4 ]
3 T L e g e e =y i &
g 17 Mizzour Residents Iv Iv
3 23 Man Mizsouri - US Citizan v v
] o[

Ea Delete

Figure 39: Stored Queries data grid

Step-By-Step: Copy Queries

Because queries are attached to a specific Academic and Financial Aid Year, it is
necessary to create them for each Academic and Financial Aid year. This can be
done manually, or to save time, use the Copy button to copy all queries
associated with one particular Academic and Financial Aid year to another
Academic and Financial Aid year. Because queries may not be copied one at a
time, make sure that all necessary queries are completed before copying to
another Academic and Financial Aid Year.

1. Onthe Packaging Query Builder window, select the appropriate Academic
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and Financial Aid year and click Find to display the queries associated with
the selected criteria.

Packaging Query Builder Help 9% Close

Stored Queries

—
Cﬁca(lemic‘r’ear 2007-2008  + |Financial Aid Year | YR-08 « l gFind D »;- Copy l

SELGueryID GueryDescription PackageCriteria AwvardCriteria Budget
1 55 [ [
2 22 All Students v v [
3 35 v v
4
= 14 et v v
g 17 Missouri Residents v v
Fi 23 Maon Miszouri - US Citizan v v
< | A

Figure 40: Packaging Query Builder

Click Copy. The Copy SQL Criteria detail window opens with the Academic
Year From and Financial Aid Year From displayed.

Copy SOL Criteria

Academic Year From Financial Aid Year From

Figure 41: Copy SQL Criteria

Select the Academic Year To and Financial Aid Year To.

Copy SOL Criteria

Academnic Year From Financial Aid Year From

GcademicYearTo 2008-2009  » Financial Aid Year To | FADB-SPO9 v)

Figure 42: Select Academic and Financial Aid Year

Click Copy to copy the queries to the new Academic and Financial Aid years,
or click Cancel to exit without copying.

Copy SOL Criteria

Academic Year From Financial Aid Year From

Academic Year To | 2008-2008  » Financial Aid Year To | FADS-SP08 w

(Gow | [Cgoms

Figure 43: Copy SQL
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Note: Be sure that all queries for the Copy From Academic and Financial Aid years have
been added prior to copying. If the Copy process occurs more than once, duplicate
queries could be created in the Copy To Academic and Financial Aid years. If duplication
occurs, highlight the unwanted query in the data grid and click Delete to remove. Queries
already attached to packages, awards, and budgets cannot be deleted.

Award Methodologies

Use the Award Methodologies window to define how awards will be distributed.
This is a two-part process. First, define the methodology and determine how the
amount will be calculated. Next, build the disbursement based on the method
used to determine the amount to award. Methodology for each disbursement
period must be defined, which means that two methodologies may be created for
the entire two-term cycle. For example, the state of Missouri gives an institution a
grant of $500,000 annually to be disbursed equally over the two-term Financial
Aid year. Two methodologies will be created, one for Fall, and one for Spring.
These will be assigned simultaneously during the Prioritized Package process.

Step-By-Step: Define Award Methodology

5. From the CAMS Enterprise Home page, click Financial
Aid>Packaging>Prioritized>Award Methodology. The Award
Methodology window displays.

6. Select the appropriate Academic Year and Financial Aid Year, then click
Find to display any methodologies already associated.

Award Methodologies Help % Close

Gca(lemic‘r’ear 2008-2009  » | Financial Aid Year | FADS-S5P09 l E;Find u ,;- Copy l

-

o [ [ [ = e [ra[—
FIEEEEEEC

Q Delete

[ = o ra[—
FEEEEC

e

Fg oo

Figure 44: Award Methodologies

7. Right click in the data grid to add a methodology, or double-click and existing
methodology to modify. The Award Methodology detail window displays.
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Award Methodologies Help % Close
Academic Year | 2006-2009 v | Financial Aid Year | Fa0a-6P09 v || [ ) Fin & cony
Description StudentSelectionCriteria TextTerm AnyvardType L
1 S50 ate Reside 3
2 Test International Students FA-09 Quality Grant [T
= Al Students Al Studerts Fa-05 RIY GRANT 1
4 MO State Grant Fall Term - Rem Meed Mon Miszouri - US Citizan FA-05 PLUS £
S MO State Grant Fall - Studlent Load Mon Miszouri - US Citizan FA-05 PLUS £
[} MO State Grant Term - Biling Transdoc  |Mon Missouri - US Citizan F&-05 PLUS C:
i MO State Grant Fall Term - Even Spiit Mon Miszouri - US Citizan FA-05 PLUS £
El Awvard Seog Avwvard Seog F&-05 SUPPLEMEMTAI S
] »
Ea Delete

Figure 45: Add or modify methodology

8. Provide an Award Methodology Description. In this example, MO State
Grant Fall Term.

Award Methodology
Academic Year Financial Aid Year

Award Methodology Description |MO State Grant Fall Terml

Student Selection Criteria 1

Min Amount Max Amount

Term Distribution Date FE Award Type
Total Funds Amount Used Balance

Amount Determined By

® Remaining Need O Student Load O Pell O Billing Transdoc Sum O Even Split
Created By | On: |
Changed By | on: |

l Add l l EaCancel

Figure 46: Award Methodology Description

9. Click the search icon next to the Student Selection Criteria field to open the
Student Selection Criteria window.

Award Methodology
Academic Year Financial Aid Year

Award Methodology Description |MO State Grant Fall Terml

Student Selection Criteria | nﬂ

Figure 47: Award Methodology Student Selection Criteria

10. Double-click the query to associate with this methodology. In this example,
Awarding SEOG is selected.
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Student Selection Criteria

QueryDes cription Awva
1 Interrational Studerts
2 17 &5 Mizzouri Residents v f
3 22 g5 Al Studerts Iv
4 23 it} Mon Mizzouri - US Ctizan v
Asnard Seoy vl
& 45 & Bwvarding SEOG v )
< | [

Figure 48: Select Query

11. Enter the Min Amount and Max Amount of the award to be applied to the
student. For example, if a student could receive an amount for that
disbursement period between $250 and $1000 depending on the amount of
remaining need, student load, Pell, or sum of billing transdocs, that would be
the range entered into these fields. If the Total Funds are to be distributed
using the Even Split option, then the Min Amount and Max Amount fields
would NOT display on the window.

Award Methodology

Academic Year Financial Aid vear

Award Methodology Description |MO State Grant Fall Term

Student Selection Criteria | @
Min Amount 260 Max Amount 1000 )
Term Distribution Date E| Award Type w

Total Funds $0.00 Amount Used Balance

Amount Determined By
ining Need O Student Load O Pell O Billing Transdoc Sum O Even Split

Created By: | on: |

Changed By: | on: |

l Add l l Ea(:ancel

Figure 49: Award Methodology Remaining Need

12. Enter the Term. The term is the period during which the distribution will
occur. A single award can be distributed multiple times during the term if
required. Another methodology would be built using the same term but
different distribution dates if that were the case.

C Term ]FA—DSl _))isn ibution Date E| Award Type v
Total Fun(ls] $0.00 Arnount Used Balance

Figure 50: Term

13. Enter the Distribution Date, required. This may be an approximate date. The
exact date of distribution is typically changed during the Financial Aid
Transfer process.
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Term |FA-08 Distribution Date 1072472007 E| Award Type
? October, 2007
Total Funds $0.00 Amount Used e
« | ¢ Today > | =®
Mon Tue Wed Thu Fri Sab Sun
Amount Determined By 1 2z 3 4 5 & 7
@ RemainingNeed O StudentLoad O Pell O giin| 5 9 18 1112 13 4
15 16 17 18 19 =20 21
) . 22 23| 24 25 26 27 I8
Created By | On: | a9 a9 A1
Changed By: | on: | Select date

l Add l l gCancel

Figure 51: Distribution Date

14. Enter the Award Type by selecting from the drop-down list.

Term |FA-08 Distribution Date |10/24/2007 E@anl Type | SUPPLEMEMNTAL v)
Total Funds $0.00 Amount Used Balance |

Figure 52: Award Type

15. In the Total Funds field, enter the entire amount of the award available to
ALL students for this distribution period. For example, the MO State Grant
award may allow a yearly maximum of $500,000. If the award is split evenly
between Fall and Spring, then the amount should be $250,000. The Amount
Used and the Balance fields are automatically updated by the system as the
funds are disbursed during the packaging process.

Term |FA-08 Distribution Date |10/2472007 E| Award Type | SUPPLEMEMNTAL »
@mlﬁlmls MD Amount Used Balance

Amount Determined By
® Remaining Need O StudentLoad O Pell O Billing Transdoc Sum O Even Split

Figure 53: Total Funds

16. In the Amount Determined By area, choose the method (defined below) by
which the amount will be awarded to individual students. The method chosen
here will determine which fields are available in the lower data grid of the
Award Methodologies window.

17. Click Add to save the Award Methodology, or Cancel to exit without saving.
In this example, steps three (3) through ten (13) would be repeated for the
Spring term.

Amount Determined By
(& Remaining Need O StudentLoad O Pell O Billing Transdoc Sum O Even Split

Created By | On: |

Changed By | on: |
l Add l l m Cancel

Figure 54: Amount Distributed By
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Define Award Methodology Amounts

Once the Award Methodology is defined, the method by which the amount will
be awarded to individual students must be determined. This will complete the
Award Methodology, which will later be used in the Prioritized Packaging process.
All methods described below are available from the Amount Determined By
area of the Award Methodology Detail window.

Award Methodology
Academic Year Financial Aid Year

Award Methodology Description |MO State Grant Fall Term

Student Selection Criteria | =}
Min Amount 280 Max Amount 1000
Term |FA-08 Distribution Date |1 052452007 E| Award Type | SUPPLEMEMNTAL

Total Funds 500000.00 Amount Used Balance

Amount Determined By
& Remaining Need O Load O Pell O Billing Transdoc Sum O Even Spiit

Created By: | on: |

Changed By: | Qi |

l Add l l gCancel

Figure 55: Define Award Amounts Determined By

Remaining Need

If the award should be applied based on the Student's Remaining Need, which is
defined as the student's total cost of attendance less the EFC (Effective Family
Contribution) and any awards credited to the student's account, the remaining
need amount will be defined, along with the award amounts based on the
student's load (credits enrolled), and the minimum and maximum amounts
available to a single student.

—

l@ Step-by-Step: Define Amounts Based on Remaining Need

ce?-':;‘/ 1. Select Remaining Need. The Min Amount and Max Amount fields display

N in the Award Methodology Detail area. These amounts should be the
minimum amount and the maximum amount that would be awarded to a
single student.
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Award Methodology
Academic Year Financial Aid Year

Award Methodology Description |Missouri State Resident Grant

Student Selection Criteria | ﬂﬂ}

@I Amount 240 Max Amount 1 DDD)

Term Distribution Date E| Awvard Type
Total Funds $500,000.00 Amount Used Balance

Amount Determined By

® R ining Need Student Load O Penl O Billing Transdoc Sum O Even Split
Created By: | on: |
Changed By: | o |
l Update l g Cancel

Figure 56: Remaining Need

Click Add or Update to save the methodology and return to the Award
Methodologies window. The lower data grid displays the title Amounts Based
on Remaining Need.

Right-click in the lower data grid to add the remaining need amounts. The
Amount Based on Remaining Need detail window displays.

Award Methodologies @ Help % Close
Academic Year [2008-2008 v | Financial Aid vear |Fang-aP0a v || [ Fina 2 copy
Description StudentSelectionCriteria TextTerm AveardType L
4 MO State Grant Fall Term - Rem Need Mon Mis=ouri - US Citizan Fa&-08 PLUS fa
5 MO State Grant Fall - Studert Load Maon Miszouri - US Citizan FA-05 PLUS ¢
[ MO State Grant Term - Biling Transdoc  |Mon Missouri - US Citizan Fa&.-03 PLUS C:
7 MO State Grant Fall Term - Even Split Mon Missouri - US Citizan Fa.-03 PLUS £
g Aveard Seog Avyvard Seog Fa&.-03 SUPPLEMEMTAI | €
) MO State Grant Fall Term Aavearding SEOG FA-05 SUPPLEMEMTAL| 1
1 ] SUPPLEMEMTA| il
-
v[ ]
Ea Delete
Amounts Based on Remaining Need
Remainingieed FullTimeAmaourit |Three@uartersAmount |HaIfTimeAm0unt PartTimeAmaount L
‘ v

Ea Delete

Figure 57: Remaining Needs Amounts

Populate the Remaining Need dollar amount. For example, if Remaining
Need equals $5000, the amounts to award will be based on that number.

Next, enter the dollar amounts to award for:
e Full Time
e Three Quarters Time

e Part Time
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e Half Time
e Less Part Time

e Audit Amount
i

-
e

Note: If nothing should be awarded for Less Part Time or Audit Amounts, enter zero (0)
in the field.

6. Click Add to save and return to the Award Methodology window. Repeat
steps three (3) through six (6) until all amounts based on remaining need
have been defined for this methodology.

Amount Based on Remaining Need
RemainingNeed [ $5,000.00
Full Time Amount ’W
Three Quarters Time Amount ’w
Half Time Amount ’m
Part Time Amount ’m
Less Part Time Amount lw
Audit Amount ’w

Created By | on: |

Changed By: | on: |

[ Add l l QCance\

Figure 58: Remaining Need Dollar Amounts

Student Load

If the award should be applied based on the Student Load, defined as the number
of credits the student is enrolled for that specific term, then a minimum and
maximum amounts available to a single student will be defined, as well as a

percentage of the maximum amount per student for each number of credits
enrolled.

\@ Step-by-Step: Define Amounts Based on Student Load

4 1. Select Student Load. The Min Amount and Max Amount fields display in the

Award Methodology Detail area. These amounts should be the minimum
amount.
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Award Methodology
Academic Year Financial Aid Year

Award Methodology Description |MO State Grant Fall - Student Load

Student Selection Criteria | @
Min Amount $500.00 Max Amount $2,500.00

Term Distribution Date T8 mward Type
Total Funds $200,000.00 Amount Used Balance

Amount Determined By

O RemainingMeed & StudentLoad O Pell O Billing Transdoc Sum O Even Split
Created By | On: |
Changed By: | on: |

l Update

l Ea Cancel

Figure 59: Student Load

Click Add or Update to save the methodology and return to the Award
Methodologies window. The lower data grid displays the title Amounts
Based on Student Load.

Right click in the lower data grid to add the Student Load amounts. The
Amount Based on Student Load window displays.

Award Methodologies Help % Close
Academic Year | 2003-2009 v | Financial Aid Year |FAQS-5F08 v l [ Fine l & cony l
Description StudentSelectionCriteria TextTerm AvvardType L
4 MO State Grant Fall Term - Rem Need Mon Missouri - LS Citizan Fa-08 PLUS fa
5 MO State Grant Fall - Student Load Mon Mizzouri - US Citizan FA-05 PLUS [
[ MO State Grant Term - Biling Transdoc  |Mon Missouri - US Citizan FA-05 PLUS C:
7 W State Grant Fall Term - Even Split Mon Miszouri - IS Citizan FA&-05 PLUS £
g Avyvardd Seog Aveard Seog FA-05 SUPPLEMEMT A (€
g M State Grart Fall Term Awearding SEOG F&-05 SUPPLEMENTA |1
1 Grant Fall Term 03 SUPPLEMEMTAI =
o[
Ea Delete
Amounts Based on Remaining Need
Remainingeed FullTimeAmourit |Three@uaﬂersAmount |HaIfTimeAmount PartTimeAmount L
4 o[

Ea Delete

Figure 60: Add Student Load Amounts

Populate the Percent of Maximum to be Awarded percentage. For
example, 100.

Enter the credits required for the student to receive the percentage specified.
For example, if the student must be full time to receive 100 percent, and full
time credits equal 12, then enter 12 in the Credits Enrolled field.

Click Add to save and return to the Award Methodology window.
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Amount Based on Student Load

Percent of Maximum to be Awarded 100
Credits 12
Created By: | Qn |
Changed By: | on |

l Add l l gCancel

Figure 61: Student Load Percent of Maximum to be Awarded

7. Repeat steps three (3) through six (6) until all amounts based on remaining
need have been defined for this methodology.

Pell

When creating the award methodology for the Pell Grant, the system will use the
Pell Schedule to determine what amounts will be awarded based on number of
credits enrolled. The Pell Schedule data must be imported into the PellSchedule
database table for this option. The institution is responsible for obtaining this data.

iﬁ Step-by-Step: Amounts Based on Pell Schedule
=

<2 )_5/ 1. Select Pell. The Min Amount and Max Amount fields display in the Award
N Methodology Detail area. These amounts should be the minimum amount
and the maximum amount that would be awarded to a single student.

Award Methodology
Academic Year Financial Aid Year

Award Methodology Description |MO State Grant Fall Term

Student Selection Criteria | @
(Min Amount 500 Max Amount SDDD|>
Term |FA-08 Distribution Date 1072472007 E| Award Type | SUPPLEMENTAL

Total Funds $500,000.00 Amount Used Balance

Amount Determined By
O Remaining Need O Student Load & Pell ' Billing Transdoc Sum O Even Split

Created By | On: |
Changed By | on: |
l Updlate l g Cancel

Figure 62: Pell
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2. Click Add or Update to save the methodology and return to the Award
Methodologies window. The lower data grid displays the title Amounts
Based on Pell Schedule Table.

: ’?3‘:' Note: The data from the Pell Schedule table displays. It may not be edited. No additional
k i steps are necessary.

Billing Transdoc Sum

If the award should be applied based on the sum of specific Transdocs (for
example, award may be applied to Tuition, but not to Books), then those
Transdocs will be defined, as well as a minimum and maximum amount available
to a single student. The amount awarded are determined by the Transdocs
associated with the student's Billing Ledger only (which means batch transactions
would not be included in the sum).

lr—' Step-by-Step: Amounts Based on Transdoc Sum
-

J
‘e(:’;\/ 1. Select Billing Transdoc Sum. The Min Amount and Max Amount fields
- display in the Award Methodology Detail area. These amounts should be the
minimum amount and the maximum amount that would be awarded to a
single student.

2. Click Add or Update to save the methodology and return to the Award
Methodologies window. The lower data grid displays the title Amount Based
on Sum of Billing Transdocs.

Award Methodology
Academic Year Financial Aid Year

Award Methodology Description |MO State Grant Fall Term

Student Selection Criteria | @
@Anwum $500.00 Max Amount $5,DDD.DD>
Term |FA-08 Distribution Date 1072472007 E| Award Type | SUPPLEMENTAL

Total Funds $500,000.00 Amount Used Balance

Amount Determined By
O RemainingMeed O StudentLoad O Pelll @& Billing Transdoc Sum ) Even Split

Created By | On: |

Changed By: | on: |
l Update l g Cancel

Figure 63: Billing Transdoc Sum

3. Right-click in the lower data grid to add billing transdocs. The Amount Based
on Transdoc Sum detail window displays.
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Award Methodologies Help % Close
Academic Year | 2008-2009  » | Financial Aid Year | FADS-SP0Y  w» ;Cnpy
Description StudertSelectionCriteria TextTerm DuvardType L
Test Intetnational Students FA-03 Cuality Grant |1 .«
All Students All Students FA&-08 Rl GRAMNT T

Wi State Grant Fall Term - Rem Need Mon hissouri - US Cizan Fa-08 PLUS <
W State Grant Fall - Student Load Mon hisgour - US Cilizan FA&-08 PLUS £
MO State Grant Termn - Biling Transdoc  [Mon Missouri - US Citizan FA-05 PLUS €
c
C

WO State Grant Fall Term - Even Spiit Mon hiizsouri - US Clizan Fa-08 PLUS
SUPPLEMEMTALIE |

Avard Seog
MO State Grant Fall Term

HEREEDEEE

Amounts Based on Sum of Billing Transdocs

Tranzdoc InzertUzeriC InzertTime ‘UpdateUserlE ‘UpdateTime Tranzdocil ArBilingSum H

Figure 64: Add Billing Transdocs

4. Select the Transdoc to Sum from the drop-down list.

Amount Based on Transdoc Sum

Transdoc to Sum | TUITION v

Created By | On: |

Changed By | on: |

l Add l l EaCancel

Figure 65: Transdoc to Sum

5. Click Add or Update to save the methodology and return to the Award
Met hodol ogi es window. The Transdoc ATuit

Amounts Based on Sum of Billing Transdocs
UpdateUszerlC  (Updste Time TranzdociD AMBillingS0m
[NULL] 39 g

Transcoc

InzertlserlD

InzertTime
TERRIS 0

1 04 7

Figure 66: Transdoc Type Added
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6. Repeat steps three (3) through (5) until all Transdocs to Sum have been
added.

The Total Funds amount will be divided evenly among all students qualifying for
the award for this distribution period. For example, if the institution has $10,000 to
split for the Fall term among 50 students, each student would receive a $200
award. Simply select Even Split from the Award Methodology Detail window prior
to adding the methodology. No additional steps are required.

Award Methodology
Academic Year Financial Aid Year

Award Methodology Description |MO State Grant Fall Term

Student Selection Criteria | @

Term |FA-08 Distribution Date |10/24/2007 E| Award Type | SUPPLEMENTAL »

Total Funds $10,000.00 Amaount Used Balance

Amount Determined By
' Remaining Need O Student Load O Pell O Billing Transdoc Sum{ & Even Split

Created By: | on: |

Changed By | on: |

[ Update l m Cancel

Figure 67: Even Split

Financial Aid Process Budgets

Use the Budgets window to prioritize, add, and process budgets for groups of
students. Prior to that, the Budgets must be created in Financial Aid >Setup
>Yearly Setup. The students are identified by attaching the appropriate query
defined in the Packaging Query Builder window.

Step-By-Step: Add a Budget

1. From the CAMS Enterprise Home page click Financial
Aid>Packaging>Prioritized>Budgets. The Budgets window displays.

2. Select the appropriate Academic Year and Financial Aid Year, and then click
Find to display any budgets already associated with the selected Academic
and Financial Aid year. You MUST click Find first to add a new record.

3. Right-click in the data grid to add a budget, or double-click an existing budget
to modify it. The Budget detail window displays.
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Budgets Help % Close
—
Cnca(lemic Year Financial Aid Year l m Fincl D Q Copy
BudgetDescription Priority BudgetSelectionCriteria = DirectCostType
; A:vvardilég- éEOG : 3 Avvarding SEQG Resident ]
‘ v

Q Delete

Figure 68: Budgets

4. Provide a Budget Description.

5. Click the search icon to open the Student Selection Criteria window.

Budget Detail

Budget Description |Awarding SEOQG

Student Selection Criteria | ﬂm
Priority
Direct Cost Type

FinancialY'eal  |Financialid'

2 Tuttion

Created By: | On: |

Changed By | on: |

l Add l l g(}ancel

Figure 69: Budget Detall

6. Double-click to select the query to associate with this budget. In this
example, Awarding SEOG is selected.
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Academic Year | 2008-2009  + | Financial Aid Year | FADS-5P09  w l mFind

I=Ea

BudgetDescription |Pri0rity |EludgetSeIec1ionCr'rteria |DiredC031Type

Mon Miszouri - Citizen Mon Miszouri - US Citizan D-|

Ay 1 SEQG A, ing SEOG Resident

< | o[

Figure 70: Select Query

7. Enter the Priority (zero (0) is the highest). This indicates the order in which
the budget will be applied if students qualify for multiple budgets. The highest
priority budget will be applied.

Budget Detail

Budget Description |Awarding SEOQG

Student Selection Criteria | @
Priority B
Direct Cost Type

Figure 71: Budget Detail Priority

Note: A specific Priority can only be assigned once. An attempt to enter a Priority that
has already been assigned to a Budget may result in an error message when saving the
new or updated Budget.

8. Select the Direct Cost Type from the drop-down list. The Cost Items
associated with that Direct Cost Type display in the data grid.

Buidget Detail

Budget Description |Awarding SEOQG

Student Selection Criteria | @
Priority 3
Direct Cost Type | Resident |«
Commuter - — -
CostAmo Default Financial&idy |DirectCostTy) |Cos
; F $DDD il 464
EES |
5l Housing $5,000.0 :g:_hm g8 464
4 Supplies $300.00 MD4-rn g8 464
2 Tuiti 20,000 B g8 464
uition F20, ND4-H
MD-1
AOM-UG-m
AOM-UG-|
4 »
AOM-UG-h |—
MDa-|
Created By | on: |
Changed By | on: |

l Add l l Eacance\

Figure 72: Direct cost Type

9. Click Add to add the Budget, or Cancel to exit without saving.
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Budget Detail
Budget Description |Awarding SEOG
Student Selection Criteria |Awarding SEOQG @
Priority I 3
Direct Cost Type |{FEEGES
Coztitemn CostAmourt FinancialYea |Financialfidy |DirectCostTy) |Cos
il 00 s
2 Fees $400.00 116 g8 464 1 ,25J
3 Housing $:5,000.00 118 g8 464 957
4 Supplies $300.00 117 g8 464 1,28
5 Tuition $20,000.00 114 55 464 955
-
< | »
Created By | on: |
Changed By: | on: |

[ et l [ Q Cancel

Figure 73: Add Budget

‘h’j’ Step-By-Step: Process a Budget
e
‘1({'9/ 1. After the budget has been added, click the Initiate tab.

2. Right-click in the Selected Budgets to Run data grid. The Available
Budgets list displays.

< Budgets

Selected Budgets to Run
BudgetDescription IPrior'rty |EludgetSelectionCr'rteria

Q Delzte

Only Show Students Without Budgets

Q Initigte

Figure 74: Select Budgets to Run grid

3. Double-click to select a single Budget, or click Select All to add all available
Budgets to the Selected Budgets to Run data grid. In this example,
Awaiting SEOG is selected.
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Available Budgets

Priority BudgetSelectionCriteria |Direc‘tCostTy|
i - LIS Citizan

m Select &l

Figure 75: Select Budget to Run

“)@ Note: If you wish to remove a Budget from the list of those that are to be run, highlight
= -._ that budget and then click Delete.
e
4. Click Only Show Students Without Budgets check box if you do not wish
to display students that already have budgets defined, otherwise students that
already have budgets assigned will display. In this case, budgets are applied
according to a Priority of 3.

5. Click Initiate to display a list of students who should have the budgets
applied. The Effected Students tab opens. By default, the student are listed
by Last Names From "A"to Last N\ame ToAiM6. Thi s def ault exi s
the window renders the list quickly.

Selected Budgets to Run
BudgetDescription Budget=SelectionCriteria

Ayvarding SECQG

1 | [

Q Delete

Only Show Students Without Budgets

G Initiate:

Figure 76: Initiate Budgets to Run

6. To see all students that qualify for this budget, change the Last Name To "Z"
and then click Find. If there are any students that should not receive the
budget, highlight that record and then click Delete.
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Effected Students Help % Close

Academic Year Financial Aid Year

Last Name From |a Last Name To |m

Students Effected by Budget Assignment From atom

BudgetDescription Miclcllehdzime StudentiD HazStatu

il Awarding SEOG | R s

2 Awvarding SEOG Aaron Julie B 20011111260 —

El Awvarding SEOG Abbott Jennifer A0011111197

4 Awvarding SEQOG Aherdinet Sharon 20011111255

5 Suwvarding SEOG Abramst Liza |Mary A0011111170

g Awvarding SEOG Adams Elizaheth A0011111:564

7 Awvarding SEQG Adams Etil K AQD00039605

g Swvarding SEOG Adams Karen E 20011111554

£l Awvarding SEOG Adams elincia A0000001249

10 Awvarding SEQG Alverez Cath J AOD11111286

11 Swvarding SEOG Aukatmp |Sandy L A0011111417

10 Mupzveline TEO Raird Dactia | ANM 1191 RS hd
1 v

Figure 77: View Effected Students

7. Click the Process tab. If the Only Show Students Without Budgets check
box was NOT checked, you can click the Overwrite Existing Budgets check
box to ensure that this budget will take precedence.

‘ 2 Budgets /- Initiate  Students

Effected Students Help 3 Close

Academic Year Financial Aid Year

Last Name From |a Last Name To |m

Students Effected by Budget Assignment From ato m

BudgetDescription

il %

2 Awvarding SEQG Aaron Julie B A0011111260 —

51 Avarding SECG Abbott Jennifer A0011111197

4 Savarding SECG Aberdinet Sharon A0011111355

5 Awvarding SEQG Abramst Liza |hdary A0011111170

5] Awvarding SECG Adams Elizaheth A0011111564

7 Awvarding SEOG Adams Emmil 8 AD0000S9E06

g Awvarding SEQG Adams Karen E 20011111554

a Awvarding SECG Addams Melincia A0000001 249

10 Awvarding SEOG Alverez Cathr W AD011111286

11 Awvarding SEQG Aukamp |sandy L A0011111417

4 P merlime SEA Frirel Dartia f ANP4A444RE hd
< [

Figure 78: Process Tab

8. Click the Process button. A confirmation message displays.
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Process Help . Close

Overwrite Existing Budgets []

,;. Process

Figure 79: Process

9. Click OK to confirm.

VBScript

Budget assignment successful

Figure 80: Confirm

Financial Aid Process Packages

Once queries are built, award methodologies are define, budgets are assigned,
and Prioritized Packages can be applied to students. If desired, awards within
those packages can be automatically updated when students add or drop classes
if appropriate. A configuration option in the CAMS Manager module must be set
in order for this to occur.

|@ Step-By-Step: Associate Award Methodologies to Packages

2 }&/ 1. From the CAMS Enterprise Home page click Financial Aid >Packaging
>Prioritized >Package. The Packaging window displays.

2. Select the appropriate Academic Year and Financial Aid Year, and then click
Find to display any packages already associated with the selected Academic
Year and Financial Year. You must click Find first to add a new record.
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Packaging EHelp % Close

—
G:a(lemic‘r’ear 2008-2009  + |Financial Aid Year | FADS-3P09 l QFind [ ,;- Copy

-

i

FEEEEEE
FIEEEEEE

Ea Delete

Award Methodologies for Package

I

[ Jon [= oo Jra
FIEEEE

Ea Delete

Figure 81: Packaging Prioritized

3. Right-click in the upper data grid to add a package, or double-click an existing
package to modify it. The Package detail window displays.

Packaging EHelp % Close
Academic Year | 2003-2008  +| Financial Aid Year [FADS-5P09 v l L) e l & cony l
PackageDescription PackageSelectionCriteria Priarity SELGwerylD F
il Avearding MO Resident SEOG Avearding SECG a 46 e
2 All Students All Students 1 22 £
3 0 550 3
4 MO Residents Mizzouri Residents 10 17 :
5 Meswy Package Miszouri Residents [12 17 E
4 o[
Ea Delete
Award Methodologies for Package
AveardhethodologyDescription Priority AveardType TextTerm DistributionD: | TotalFun:
1 0 State Gra a de oad
2 MO State Grant Fall Term - Rem Meed 3 PLUS FA-05 9M9i2008 12:00|§200,000
1 A
Ea Delete

Figure 82: Add a Package

4. Enter the Package Description if creating a new package.

Click the search icon next to the Student Selection Criteria field to open the
Student Selection Criteria window.

Package Detail

Package Description |Awarding MO Resident SEOGl

Student Selection Criteria | @

Priority

Figure 83: Package Detail

Pageb3of 102



CAMS Enterprisé Financial Aid Processes

6. Double-click the query to associate with this package.

Student Selection Criteria

SGELAuerylD Financial&idy | GueryDescription PackageCrite | &wa
1 14 it} International Studerts v
2 17 a5 |Miszouri Residents v |
g 22 g5 Al Students v
4 23 a8 Mon Missouri - US Citizan v
5 35 v
5

Figure 84: Select Query

7. Assign the Priority in which the Package should be applied. Students

qualifying for multiple packages will be assigned the package with the highest
priority (zero (0) is the highest).

8. Click Add to save the Package, or Cancel to exit without saving.

Package Detail

Package Description |Awarding MO Resident SEQOG

Student Selection Criteria | @
Priority ]
Created By | On: |
Changed By | on: |

l Add l l Ea(:ancel

Figure 85: Priority

9. Highlight the appropriate Package in the upper date grid. Any Award
Methodologies already associated to the Package display.

10. Right-click in the Award Methodologies for Package data grid to add a
methodology to the package. The Package detail window displays.
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Packaging EIHelp 3% Close
Academic Year | 2008-2008 v | Financial Aid Year | FADS-SP09 v l L) o ] l (&) cony ]

PackageDescription |PackageSeIedionCrﬂeria |Pri0r'rty |SQLQueryID |F

1 Auvarding MO Resident SEOG Avearding SEOG 1] 46 4

2 Awarding MO Reside 0

3 All Students All Students 1 22 £

4 |Mon Missouri - US Citizan [Mon Missouri - US Citizan 2 23 B

=l MO Residents Miszouri Residents 10 17 :

B New Package Miszouri Residents 12 17 £
| W[

Award Methodologies for Package

AwvardhethodologyDescription |Pri0r'rty |AwardType |Te>dTerm DistributionD:s | TotalFune
1 [

Figure 86: Package Detail

11. Click the search icon next to the Award
Award Methodologies window.

Package Detail

Methodology field to open the

Award Methodology |

Priority

Created By: | On: |

Changed By: | on: |

| Aol l

l g Cancel

Figure 87: Package Detail Award Methodologies

12. Double click the methodology to assign to the package.

Award methodologies

|
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Description StudertSelectionCriteria
1 Miszouri Stete Resident Grant Miszouri Residerts
2 Test International Students
3 All Studerts All Studerts
4 MO State Grant Fall Term - Rem heed Maon Mizzour - US Citizan
3 MO State Grant Fall - Studert Load Mon Missouri - US Citizan
3 MO State Grant Term - Biling Transdoc Mon Missouri - US Citizan
7 MO State Grart Fall Term - Even Split Mon Mizzouri - US Citizan
g Ayvvard Seog Ayvvard Seog
9 M State Grant Fall Term Arpearding SEQOG
10 O State Grant Fall Te
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Figure 88: Assign Methodology to Package

13. Assign the Priority and click Add to associate the methodology to the
Package. The Award Methodologies for Package displays.

Package Detail

Award Methodology | @
Priority
Created By. | On: |
Changed By | on: |

l Add l l EaCancel

Figure 89: Assign Priority and Add

I=Ea

Academic Year | 2008-2009  » | Financial Aid Year | FADB-S5P03 l mFind

PackageDescription PackageSelectionCriteria Priority SELoweryID
il Awarding MO Resident SEOG lin a £
2 Awvarding MO Resident SEOG 1] 46 (e
3 Al Students All Students 1 22 £
4 Mon Mizzouri - US Citizan Mon Miszouri - US Ctizan 2 23 i
=l MO Residents Mizzouri Residents 10 17
B Mewy Package |Eissouri Residerts 12 17

1 | A

Ea Delete
Award Methodologies for Package

AwvardhethodologyDescription Priority AvvardType TextTerm DistributionD: | TotalFun:
1 0 £

4 [

Ea Delete

Figure 90: Award Methodologies for Package

Step-By-Step: Initiate the Prioritized Packing Process

1. With the desired Package highlighted, click the Initiate tab. The Initiate Run
tab displays.
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Packaging Help % Close
Academic Year | 2008-2009  + | Financial Aid Year | FADB-5P09  w aCnpy
PackageDescription PackageSelectionCriteria Priority SELGuerylD  [F
1 Awarding MO Reside 0 e
2 Awarding MO Residert SEQG Awvarding SEQG 1] 46
51 Il Students Al Students 1 22 £
4 Mon Missouri - US Citizan Mon Missouri - US Citizan 2 23 G
MO Residents hizsouri Residents 10 17
53 Meww Package |Eissouri Residents 12 17
-
Ao ] :
Q Delete
Award Methodologies for Package
AwvardiethodologyDescription Friority AwardType | TextTerm DistributionD: || TotalFune
1 O State Grant Fall Te ||
-
0 I C
Q Delete

Figure 91: Initiate Packaging

2. Right-click in the Selected Packages to Run data grid to view a list of
available packages.

Selected Packages to Run
PackageDescription IPriUr'rly IPackageSelediUnCrﬂeria IPackagelD |(

E
< | »

Only Show Students Without Packages

@ Initiste

Figure 92: Selected Packages to Run

3. Double-click a single Package to run, or click Select All to run all packages
associated with this Academic Year and Financial Aid Year.
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Available Packages

PackageDescription PackageSelectionCriteria Priarity Financialfidy  [£
1 Awarding MO Reside 0
2 Al Students All Stucents 1 g8 i
) Mon Missouri - US Citizan |N0n Missouri - US Citizan 2 a8 Z
4 MO Residents IM:issouri Residents 10 o) 1
=] Mewy Package Mizzouri Residerts 12 g 1
4 v

E Select Al

Figure 93: Select Available Package

If you only want to apply packages to students who have not yet had a
package applied, select the check box nest to Only Show Students Without
a Package.

Click Initiate. The Students to Package tab displays. By default, the students
are |isted by Last Names From "A" to Last
to ensure the window renders the list quickly.

Selected Packages to Run

PackageDescription Priarity PackageSelectionCriteria Packagell 4
1 Awarding MO Reside 0

1 | o[

Q Delete

Only Show Students Without Packages

a Initizte

Figure 94: Initiate

To see all students that qualify for this budget, change the Last Name To "Z"
and then click Find. Once the Last Name From and Last Name To fields
are modified, that criterion persists for the remainder of the process.

If there are any students that should not receive the budget, highlight that
record and then click Delete.
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Help % Close

Figure 95: Students to Package

-~
Academic Year Financial Aid Year —
Last Name From |a Last Name to |z
Order in Which Students to Package Last Name Fromato z
PackageTolpply Laztiame Firztiame MidddleMame StucentiD AlreacdyP
1 arding MO Reside 0
2 Awvarding MO Resident SEOG Cwimby Lauren Cooll 23 al
3 Swarding MO Residert SEOG |Sharpe [Teri I |#0000001614 |
o | o]
Exceptions
MiddleRame AlreadyP
1 Awarding MO Resident SEOG % -
2 Svarding MO Residert SEQG Aaron Julig B 40011111260 —
3 Swearding MO Resident SEQG Abbott Jennifer A0011111197
4 Svarding MO Residert SEQG Aberdinet Sharon 40011111255
a3 Swearding MO Resident SEQG Abramst Liza har A0011111170
-1 Asearding MO Resident SECG Adams Elizaketh 20011111564
kil Aaearding MO Resident SECG Adams Emil k. 20000059608 =
z e e 5 = = e
J | o[
l ,!’“ Prirt ] [ et Awvard Methodologies ]
w

The data in the lower grid of the Students to Package window displays the list of
Exceptions. These are students who may meet some of the packaging criteria

but not all of it.

8. Click Print to print a list of exceptions.

Exceptions
LastMame Fi AlreadyP

1 Awarding MO Resident SEOG
2 Avvarding MO Residert SEOG Aaran Julie A0011111260 =
3 Avvarding MO Residert SEOG Abramst Liza 20011111170
4 Avwvarding MO Resident SEOG Adams Elizaketh 20011111564
5 Awarding MO Resident SEOG Adams Emil K A0000035508
B Avvarding MO Residert SEOG Adams Melindza A0000001 249
T Sewvarding WO Resident SEOG Alverer Cathy il A0011111286 =

s 5 e T m— 3 T

o | o[ ]

I 7 Print ] [ et Avrard Methodologies ]

Figure 96: Print Exceptions

The list displays. Below is a sample of the Package Exception Report.

Pageb9 of 102
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Three Rivers QA
Package Exception Report

CAMS Enterprisé Financial Aid Processes

Academic Year: 2008-2009 Financial Aid Year: FA03-SP09

Packsgeto spply: Awsrding MO Resident SEOG

Student

Has packaged awards from
another process

DEAMICEK, KRIETEN ADDODDD 1400 False
Aalbers, Randel R ADD11111129 False
Aaron, Julie B ADOT1111260 False
Abramst, Lica Mary A0011111170 False
Adams, Elizabeth ADDT11115664 Falze
Adams, Emily K ADDODD20G0E False
Adams, Melinda ADDDOOD 1240 False
Alverez, CathyJ ADD11111286 False
Aukamp, Sandy L ADOT1111417 False
Baird, Jackie L ADOT1111165 False
Barco, Jim J ADO1TT111567 Falze
Barton, Roschell R ADDT1111244 False
Bauer, Debra F. ADDTT111218 False

Page i
Record FPackageOnFinAidStatuz Mo Primare EFC MoBudger
True True False
True True False
True True False
True True False
True True False
True True False
True True False
True True False
True True False
True True False
True True False
True True False
True True False

Figure 97: Sample Package Exception Report

The Exception reason could be any of the following:

10.

e Has Packaged Awards from Another Process i Awards exist on the
ntenance

stude

nt s Fi nan

ci

al

using the Prioritized Packaging process.

e Has Status Record i Has a Financial Aid Status record assigned as part

of another process.

Al

d Mai

e Package on FinAid Status i Already has a Prioritized Package.

e No Primary EFC 1 The student does not have the Primary Effective
Family Contribution in existing Financial Aid Status.

e No Budget i The student does not have a Budget assigned.

Click Get Award Methodologies. The Methodologies tab displays the list

of students.

Figure 98: Get Award Methodologies

The Awards tab displays the list of students. If there are any students that
should not receive the awards, highlight that record and click Delete. Click

Get Awards.
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Exceptions

PackageTodpply Firztiame Miclclletatme StudentiD: AlreadyP
1 Awarding MO Resident SEOG Randel R 20011111128
2 Awvarcing MO Resident SEOG Julie B A0011111260
3 Avvarding MO Residert SEOG Abramst Liza Mt A0011111170
4 Avvarding MO Residert SEOG Adams Elizaketh 20011111564
5 Awarding MO Resident SEOG Adams Emil K A0000035508
E Swvarding WO Resident SEOG Adams Melinda A0000001245
7 Avvarding MO Residert SEOG Alverer Cathy J A0011111286

5 - e — L m— 3 P

o |

l 4 Print l [ Get Awvard Methodologies ]
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Academic Year | 2002-2005 Financial Aid Year FA02-5F00

Last Name From Ia Last Name to |z

Award methodologies to Apply Last Name From ato z

PackageTolpgly Aveardiethodolocy LastMame FirstMame 13
1 Awarding MO Reside 0 ;I
2 Syvarding MO Resident SEQG MO State Grart Fall Term Quimbry Lauren
Avarding MO Residert SEOG [0 State Grart Fall Term |Sharpe [Terri |
-
I AJ

Q Delete

Get Awards

Figure 99: Get Awards

11. The Totals data grid displays the total amount of the award being applied to
all students after packaging. Use the scroll bar at the data grid to scroll right
to see the Total Fund Available, the Balance Before Packaging, and the
Balance After Packaging. If removing any award from the Awards to
Apply data grid, be sure to click Refresh Totals to see the true amounts
being awarded.

12. Click Print to print a list of all students, methodologies, awards, and totals
assigned.

Academic Year 2005-2009 Financial Aid Year F~05-5F04
Last Name From Ia Last Name to Iz
Awards to Apply Last Name From ato z
PackageTolpply Sevardhdethodology Term AveardType L
q arding MO Reside 0 -
2 Awvarding MO Resident SEQG MO State Grart Fall Term FA-OF SUPPLEMEMT A 1_‘
3 Avvarding MO Resident SEQG MO State Grart Fall Term FA-OF SUPPLEMENTAL|1
4 warding MO Resident SEQG WO State Grant Fall Term FA-08 SUPPLEMENTAI 1
Kl JJ
Totals
AwvardMethodology AvardType CAMSAmountBeforePackaging CAMSAmount & fter]
il 0 ate Reside 3 -
2 MO State Grant Fall Term SUPPLEMEMTAL $9,999.99 $9,999.93
N I v
[ i print l [ Refresh Totals

Figure 100: Print Awards Report

Below is a sample Packaging Awards Detail report.
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10452007 Three Rivers OA Page 1 of1

Packaging Awards D etail

Academic Year: 2008-2009 Financial Aid Year: FA03-SP09

Packageto wply: Awarding MO Resident SEOG

Hew Existing Adjustment Delete
Student Methodology Term fmard Type Amount fward  Award To Exicting ward
Beckman, Kim A0D11111131 MO $tate Grant Fall FA-08 SUPPLEMENTAL  $3 33353 True Falze False
Term
Quimby, Lauren Cooll23 MO State Grant Fall FA-08 SUPPLEMENTAL  $3 33353 True False False
Term
Sharpe, Temi A ADDDOOD1G 14 MO State Grant Fall FA-08 SUPPLEMENTAL  $3 33333 Tre Falze Falsa
Term
Totals
CAMS amount CAMSE amount Balance Before Balance after
wan Dezorint before after i Total funds Fackaging packaging
MO State Grant Fall Term $0.00 $10.000 00 $10,000.00 $10.,000.00 000

Figure 101: Sample Packaging Award Detail Report

13. Click the Process tab, and then click the Process button (nothing displays on
the Process tab until clicking the Process button).

sPackage 3  UStudents

OCESS

Figure 102: Process

14. A Packaging Successful button displays. Click OK.

VBScript X

Packaging successful.

Figure 103: Package Successful
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15. Select the Address Type from the drop-down to indicate where the Award
Letter will be sent.

Address Type | Billing ~

Figure 104: Select Address Type
16. Click Report. Award letters for each student packaged are generated.

Address Type | Billing R

Figure 105: Report

Below is a sample Awards Letter.

Three Rivers QA

Kim Beckman
Date: 107572007

StudentlD: ADDT1111131

D ear Kim,

Financial 3id is a factof life for most college students. Grants, loans, wark programs, and s cholarships help families affard

the investment of a college education.
Itis a pleasure for us to assistyou with this investment. Listed below are financial aid oppartunities which you qualify for
during the upeomming academic year. These are available through federal, state, andfor institutional sources and are based

on expected FULL fime attendance as wel as submission of eight semester trans cripts for incomming freshman

You MUST initial either "Accept' or "D eny" and return a copy to res erve funds. Award letters are updated on a rolling bas and

may change as awards are added.

Term Federal, State, Institutional Aid Status Acoept Deny Amount

FA-08 SUPPLEMENTAL A ARDED $3.333.33
Total: $2,23233

STATEMENT OF EDUCATIONAL PURPOSE
I declare that | will use the listed aid for expenses connected with attendance at Three Rivers QA

Student Signature Date Director's Signature Date

Figure 106: Sample Awards Letter
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Awards can be imported into CAMS from either EDE (Electronic Data Exchange)
or PowerFAIDS. EDE ISIR (Institutional Student Information Records) can also be
imported into CAMS. Importing awards and ISIR information, if available, will
decrease the amount of time you spend keying this information into the system.

Step-By-Step: Import EDE Awards as a Package

1. From CAMS Enterprise Home page, click Tools > Import > Financial
Aid > EDE Awards. The EDE Awards Import File form opens.

Financial Aid Calendar
Academic Year: | 2004-2005 Financial &id Year: | FA'SP/SU04 »

WTrs-rimpotEDEAW

Figure 107: EDE Awards Import File window

2. Select the appropriate Academic Year and Financial Aid Year.

Note: For students with existing financial aid status records for the Academic Year
selected, the existing status is retained. For those students who do not yet have a status
record for that Academic Year, CAMS creates a status record using the Academic and
Financial Aid year selected.

3. Click Browse to open the Choose File window.

Note: The import file must be located on a share and you must browse through Network
Neighborhood, even if the file is on the local machine, to the file so that a Universal
Naming Convention (UNC) path is listed in the File field. Example:
\\MyComputer\MyFolder. It cannot use a drive:\filename format such as C:\importfile.txt.

4. Select the appropriate file and then click Open. The file name displays in
the File field of the Select Awards Import File form. If this is the correct
file, click OK. The terms in the calendar year display.

5. Click Initiate. CAMS compares the social security numbers, financial aid
year, and fund codes of the student records being imported to records in
the CAMS database. If a student already has a financial aid status
record, CAMS calculates and imports award totals based on the
distribution calendar. If a student does not have an existing financial aid
status record, then the Terms in Calendar data that corresponds to the
Academic and Financial Aid Years selected will be used to calculate the
award totals in CAMS. After calculating the total amount to import into
CAMS, awards will be distributed according to the term calendar. After
CAMS completes these calculations the list of records appears.
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Awards to be Imported

CamsLasthar  |CamsFirstilar  |CamshicdleN | StudendlD StudertSSh StudentUID Lasthlame F
[l Aalbe -
2| Aalbers Randel R A0011111129 |000-00-0000  |303 o g
3] Aslbers Randel R A0011111128 |000-00-0000  |303 o i
41 Aalbers Randel R A0011111129 |000-00-0000  |303 iy £
ol Aalbers Randel R A0011111129 |000-00-0000  |303 o <
Bl Aalbers Randel R A0011111129 |000-00-0000  |303 iy £
7 |Miller Mike Bullnose AG9453 999-99-9993 799 SLEY E
& |hdiller Mike Bullnose A59453 999-99-9993  |799 SLEY E~r
o1 V[
Awards that cannot be imported
CamsLasthar  |CamsFirstilar  |CamshicdleN | StudendlD StudertSSh StudentUID Lasthlame F
1 -
2 [MULL] [MULL] MULL] [MULL] 002-66-3176  |[MULL] CZa g
3 [MULL] [MULL] [MULL] [MULL] 002-66-3176  |[MULL] CZa o
4 [MULL] [MULL] }_[NULL] [MULL] 002-66-3176  |[MULL] CZa £
3 [MULL] [MULL] [MULL] [MULL] 002-66-3176  |[MULL] CZa <
[ [MULL] [MULL] MULL] [MULL] 002-66-3176  |[MULL] CZa £
7 [MULL] [MULL] MULL] [MULL] 002-66-3176  |[MULL] CZa <
g [I\JL|ILL]| [MULL] [MULL) [MULL] 002-74-4579  |[MULL] ERTS L|L
4 3

Figure108: Awards Import List window

The top section of the window displays those awards that have matched all the
criteria listed in item 5 above and can be imported into CAMS Enterprise. The
bottom section of the window displays an exception list of awards that have not
met all the criteria and will not be imported.

Note: Fund codes must be the same in the Financial Aid Award reference table.

Awards to be Imported

Financigl&icy | AwardType AvvardTypell  [Findidyear CAMEZAmoun | Amount to mport
1 i 00 14 ADDDROP-F - 130 FASPISLI0S $2,011.00 $0.00 -
2/[$1,200.00 14 MOSEY a7 FASPISUO04  |§1,200.00 $0.00
31%3,125.00 14 MIZC-M 54 FASSPIZU04  |§3,125.00 $0.00 b
4[$3,125.00 14 PELL 1349 FASPISUOY  |$0.00 §3,125.00
51%3,500.00 14 STAFFORD 94 FASSPIZUO04  |$0.00 $3,500.00

Figure 109: Award Amounts

The EDETotal column displays the amount that EDE lists the award amount to
be. The CAMSAmoun column displays any existing amount that CAMS
Enterprise has listed for the student for this calendar year. The Amount to Import
column displays the amount that CAMS Enterprise will import.

Note: If an award is imported a subsequent time with a different amount CAMS Enterprise
will create an additional transaction with an adjustment amount for the award. If the award
was originally $500 and subsequently it was now importing as $600, a $100 adjustment
transaction will appear for the term and will be imported.

6. Click the Import tab to import awards.
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Figure 110: EDE Import tab

7. You may define the Packaged as Load (Glossary Table: Student Load),
Direct Cost Type (Glossary Table: FINAID Direct Costs), and Package
Status (Glossary Table: Packaged Status) for all students for whom a
new Financial Aid Status record is being created during the import
process. Students with existing Financial Aid Status records will retain
their current information and will not be affected by these selections.

8. You may leave the Import Only Awards with Fund Decision to Accept field
blank to import awards with all fund decisions, or you may highlight the
appropriate choice or to import only the awards corresponding to that
choice. This selection is derived from the Fund Decision field which
displays in the EDE Awards Data tab.

9. For students for whom a new Award Record is being created, you may
apply an Award Status (Glossary Table: FINAID Status), and you must
click Yes or No to indicate whether the award total should Show on Billing
Statements.

10. Click Import. Once awards have been imported, a confirmation message
displays. Awards can now be viewed by selecting the student accessing
the Financial Aid Maintenance window. Select appropriate academic and
financial aid years, then click the Financial Award tab.

If an award is deleted in EDE, CAMS Enterprise will not automatically delete
the award. It must be manually deleted from CAMS Enterprise.
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