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Introduction

UNIVERSITY OF SOUTH FLORIDA MyUSF = Directory Q

Office of Financial Aid (OFA) facilitates OFFICE OF FINANCIAL AID i commaureroouR TR
SChOIarShip administration: HOME GET STARTED AID TYPES ~ FORMS KNOW THIS! CONTACT US

’ A p p I ! Cat on COST OF ATTENDANCE
. H Uw TU Tuition, Fees, Housing, etc.
o Awarding |

COMPLETE

. SCHOLARSHIPS —-
o DISbursement YUUR | Dates and Resources e
= Reconciliation processes e
o Renewal DON'T LOSE YOUR AID

Grades Impact Your Aid

APPLY FOR AID 0ASIS CHECKLIST COST CALCULATOR

Complete Your FAFSA Check Your Aid Status Financial Aid Timeline Better Budget = Less Stress
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Additional Updates




Scholarship Processing Definitions and Policy

* Scholarship Support Calendar
* Cost of Attendance

e Stacking Policy
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2020-2021 Scholarship Support Calendar

Student Type Application Deadline Payment Request Deadline
New Freshman February 1 February 14
New Transfer and
Graduate Students February 28 March 13
Continuing Students & May 22 June S

Renewals


https://www.usf.edu/financial-aid/staff-portal/index.aspx

Scholarship Support Calendar Student Benefits

Scholarship leveraging,

recruitment, and retention

Reducing student loan debt

S

Financial aid tuition
deferments and USF
Bookstore Advance Purchase
Program (BAPP)

Reporting tools to facilitate
scholarship administration
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Cost of Attendance (COA) and Financial Aid Award Packages

ﬁ COA - includes average tuition & fees, housing, meals, books & supplies,
transportation and miscellaneous expenses.

@ A package of financial aid includes all aid awarded to a student (e.g. grants,
scholarships, loans, work study, waivers, etc.)

= Financial aid packages are intended to meet the student’s need which is calculated by
' COA-Expected Family Contribution (EFC from the FAFSA)= Gross Need.

The USF packaging guidelines restrict the amount 879 of the COA for on/off campus

2132 of equity funds (gift aid) — only applies to OFA

ol 0, « .
Need Based Grants 65% of the COA for living at home




Cost of Attendance

* Provide estimated expenses for a full-time

2013-20 STUDENTS LIVING ON CAMPUS student based on residency and living

Undergraduate Students arrangements.

Full-Time Housing Books and Other Total

Tuition and Meals Supplies Expenses**

and Fees* * Reflects Tampa Campus rates:
D e GLER S egin undergraduate tuition - 30 credit hours;
esident

graduate tuition - 18 credit hours.
Out-of- $17,324 $11,836 $1,100 $4,100 $34,360
State
Resident
 The amounts are used in awarding financial

Graduate Students ald fU ndS.

Full-Time Housing Books and Other Total

Tuition and Meals Supplies Expenses**

andreest * These are estimates, so if students enroll
i et I i R less than full time, the amounts will be
Out-of- $15,864 $12,858 $900 $4,100 $33,722 reduced to reflect lower costs.
State

Resident



https://www.usf.edu/financial-aid/cost-of-attendance/1920-coa-students-living-with-parents.aspx
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Scholarship Awarding — Merit and Need-Based

e Merit based scholarships are based on some form of academic
achievement

o Test scores
o GPA
o Valedictorians

 Need-based scholarship is based on student need.
= FAFSA is required
= EFC from FAFSA should be used
= Unmet need can change
= Keep list of alternative students



Merit-Based Scholarship Example

i * Scholarship offered amount=$6,000
Merit

) e “Need” is not a limitation

*  What are your options?
Cost of Attendance

(COA) = 523,446 v Award the student eligible amount

v' Stacking policy may require award swap of funds
Expected Family
— Contribution (EFC) = v' Other awards may have some sort of a COA or equity cap
18,446 as part of their terms and conditions (T&C)

e Coming soon...scholarship merit total in case COA is an issue for
the award you are administering.

— Gross Need = $5,000
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Need-Based Scholarship Example

) e  Scholarship offered amount=$6,000
Need Based
. Only able to receive: $5,000 in need-based aid.
v
*  What are your options?
Cost of Attendance
|| v
(COA) = $23,446 Award the student $5,000
v Select another student if you must award full amount.
Expected Family v’ Stacking policy may require award swap of funds.
— Contribution (EFC) =
18,446 v" Other awards may have some sort of a COA or equity cap as
part of their terms and conditions (T&C).
*  Awarding advice: Develop an EFC range for awarding need-based
— Gross Need = $5,000 scholarships. Max Pell eligible EFC is 5711.

** Additional awards will effect unmet need**
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Scholarship Payment via OFA

* Creating/Updating Financial Aid Fund Codes
 Terms and Conditions (T&C) and Thank You Letter (TYL)
* Award Messages

* Payment Request and Cancellation/Reduction Forms
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Scholarship Payment Policy

e To ensure compliance with all federal and state regulations, all scholarship
awards must be disbursed through the student's University account.

e Students must be enrolled for the term of disbursement.

« Scholarship or grant funds will not disburse directly to students or to a 3™
party on behalf of a student.

= See process for Scholarship, Fellowship, Tuition Waiver/Remission and Stipend
Payments.

e Financial Aid Payments begin after drop/add each term.



https://team.usf.edu/OBP/Online%20Business%20Proceses%20Sample%20Library/USF%20Controllers%20Office/Scholarship%20Fellowship%20Stipend%20Payments.docx
https://www.usf.edu/financial-aid/disbursement/
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Scholarship Payment Process

f ™
New/Update Fund Code
e Enrollment requirements
e Establish Terms and Conditions, Thank You Letter
e Awarding and Disbursement Rules
\ |/
r ™
Payment Process
e Awarding via payment request form
e Disbursement
e Cancellation/Reduction
\ |/
r N

Fund Reconciliation using Scholarship Administration Reports

e Awarding
e Disbursement

e Reconciliation
\_ Y,




Scholarships Forms Page

Scholarship Administration

Office of Financial Aid / Scholarship Administration / Scholarship Forms

SCHOLARSHIP DEADLINES
ADMINISTRATIVE GUIDES
AWARDSPRING

SCHOLARSHIP FORMS
REPORTS

SCHOLARSHIP TEAM CONTACTS

SCHOLARSHIP FORMS

Authorized USF staff should submit USFAS Scholarship forms as attachments via the AA USF
ASPFR (usfaspfr@usf.edu) email account.

# Only emails sent from authorized USF staff that include completed USFAS Scholarship forms
and come from a usf.edu email account will be processed by this email box.

» Emails sent directly to USFAS staff will not be processed.

* Awarding units are encouraged to use Qutlook "Options™-> Request a Delivery Receipt
and/or Request a Read Receipt for each email sent.

» Emails w/attached forms will be reviewed for processing at least once a day beginning at
8:00AM.

e There will be no replies to emails sent to the usfaspfr@usf.edu email account other than
the automated Outlook receipts.

e Questions or concerns should continue to be addressed to USFAS staff using the "Contact
Us" infarmation listed below.

s If your unit does not have access to a scanner, please send requests by campus mail or
courier.

The USFAS scholarship request forms CANNOT BE FAXED

e Mew Fund Code Form (2019-20) (2020-21)

+ Update Fund Code Form (2019-20) (2020-21)

s Payment Request Form (FASP) (2019-20) (2020-21)

* Payment Request Form (SU) (2019-20)

s Scholarship Cancellation/Reduction Form (2019-20) (2020-21)
» Renewable Spending Plan


https://www.usf.edu/financial-aid/staff-portal/scholarship-forms.aspx
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Completing the New Fund Code Form

2019-2020 USFAS New Fund Code Form - Scholarships/Grants

Instructions:
. . . INSTRUCTIONS:
* Follow all the instructions that are listed at the top of the form.
1. Fill in all information required in parts A- G. Incomplete forms will be returned.
[ ) Process | ng Ca n ta ke (5_8) b uS| n ess d ays . 2. Ifthis is a USF Foundal:ion fund,pscan and e-mail tz desireevi@usf.edu. If this is 2 non-USF Foundation fund, scan and email to usfaspfri@usf.edu.

3. Please allow 5 business days for processing.

. . . . q A. Program Name - The name of the program as it should appear to students via OASIS web (Program Long Name) and their Financial Aid Award Letter {(Program
Section A: Establishing the scholarship name ShortName).

* Program Long Name will appear via OASIS web. N

*  Program Short Name will appear via the student’s Financial Aid /
Awa rd Letter Program Short Name(30

Character Limit):

q B. Source of Funds
Section B: Source of Funds

1. FAST Chart Field (For non-USF Foundation scholarship/grants only.)

. i . Business Unit: Operating Unit: Department: Fund Code: Account Product: Initiative: Project:
*  FAST Chart Fields are for non-USF Foundation scholarships/grants s1000 ¥
only
. B . ) 2. WE&AG ) Private = Federal L State U Other
*  Foundation Accounts ONLY: Provide the six-character foundation
account number associated with the program/scholarship. O Notional nstute OfHealth
; ISl)( cnaracters:zz:;:n‘;n account number (if applicable):
Section C, D, and E: Accountable Officer, Administrative Name, and
Awarding Unit Information q C. Accountable Officer Name: Employee 1D: E-Mail Mail Point: Phone:
*  Accountable Offer — Authorized signer
*  Administrative Officer — USF contact person T ——— - _ . f— _
. Administrative Officer Name: mployee ID: E-Mail Mail Point: Phone:

*  College/Department/Awarding Unit — Area responsible for
SChO|arSh|p E. College: Department: Awarding Unit:
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Completing the USFAS New Fund Code Form (cont.)

—)

Section F: Awarding and Disbursement Rules

*  Minimum enrollment to be paid

* Maximum amount per year/student

* FAFSA required = Yes, if need-based

* Terms and conditions (non-renewable/renewable)
* Thank You Letter (TYL) Required

Section G: Scholarship and Grants Uncashed Refund Check
Policy >

* Uncashed refund check, what should our office do with those
funds?

e Students should sign up for eDeposit or ensure their personal

information is updated in OASIS.

Section H: Certification

* Signature for Accountable Officer
* Signature for USF Foundation (if applicable)
* Decision provided for who will monitor need

F. Awarding and Disbursement Rules

1. Minimum Enrollment

Fall: © Full Time® 3/4 Time© 1/2 Time© At Least 1 Active USF Credit Hour
Spring: 2 Full Time'~ 3/4 Time'" 1/2 Time' At Least 1 Active USF Credit Hour
Summer: O Full Time® 3/4 Time© 1/2 Time™ At Least 1 Active USF Credit Hour
* Must be actively enrolled in at least one USF credit hour at the time of disbursement.

2. Award Maximum Amount Per Year Per Student:

3. Need based (FAFSA is required): D Yes O No

4. Terms and Conditions Required: D Yes © No
T&C text must be approved by the accountable officer and submitted to Anita Brown (anitabrown@usf.edu) when this form is submitted and prior to
payment requests being submitted.

Select The Type of Terms & Conditions A4

5. Thank You Letter Required: DvYes ONo
Terms and Conditions must be required if Thank You Letter if required.
6. For additional disbursement rules (GPA requirements, setting up fund istance with renewal criteria, etc.), please contact Anita Brown,
Assistant Director, by email anitabrown@usf.edu or by phone-813-974-7228.

ges in OASIS

G. Scholarship/Grant Uncashed Refund Check Policy:
‘When the payment from this fund results in the student receiving a refund check and the student does not cash the refund check, please indicate what our office should do
with the uncashed funds:

® please return any uncashed funds to the scholarship fund. {(Please note: Departments will have to reissue funds using a payment request.)
© Please allow any uncashed funds to be remitted to the State of Florida Abandoned Property. (Please note: Student has up to (5) years to reclaim these
funds from the state. F§ 717.105)

H. Certification
| hereby certify that the above information is true and complete to the best of my knowledge.

For USF Foundation Scholarship Office Use ONLY:
This fund will be menitored for need by:

Accouniable Officer Name (Printed)

UNot Required  WUSF Foundation “USFAS-Financial Aid

Accountable Officer Signature/Date

T — USF Foundation Scholarship Administrator Signature/Date

Print The Form



https://www.usf.edu/business-finance/controller/student-services/student-accounting/edeposit.aspx
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Additional Requirements for Fund Codes

Terms and Conditions (T&C) and Thank

When should a T&C be assigned to What is an award message?
You Letters (TYL): fund?
Posted as a requirement in OASIS for each award Renewable scholarships Available when T&C not required
T&C requires acceptance in OASIS for award to pay Thank you letter is required Provide information related to

enrollment requirements, thank

TYL must be submitted and tracked in order to pay you letter, major requirement, etc

Specific requirements- GPA,
Terms and conditions text must be submitted when majors, earned hours Will not prevent disbursement in
New or Update Fund Code is submitted Il ot preve ISbursement

Banner
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USFAS Update Fund Code Use

O M Od Ify p rog ram 2019-2020 USFAS Update Fund Code Form - Scholarships/Grants

INSTRUCTIONS:

S C h O I a rS h i p/g ra n t n a m e 1. Fillin all information required in parts A - G. Incomplete forms will be returned.

2. i this is a USF Foundation fund, scan and e-mail to desireev1@usf.edu. If this is a non-USF Foundation fund, scan and email to usfaspfr@usf.edu
3. Please allow 5 business days for processing.

A. Program Name - The name of the program as it should appear to students via OASIS web (Program Long Name) and their Financial Aid Award Letter (Program
Short Name).

= Update source or account
information

Current Program Name:

New Program Long Name
(view in OASIS): 4

New Program Short Name

o Add or remove Terms &

Financial Aid Fund Code:

Conditions/Thank You Letters
Re q u i re m e nts 1. FAST Chart Field (For non-USF Foundation scholarship/grants only.)

Current:
Business Unit Operating Unit Department Fund Code Accoun t Product Initiative Project

o C re a te O r a dj u St a Wa rd i n g a n d :::negs Unit: Operating Unit: Department: Fund Code: Account: Product: Initiative: Project:
disbursement rules, if any, per o+
the donor agreement

2. WEAG '~ Private '~ Federal U State '~ Other
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USFAS Payment Request Form and Procedures  wrmunmarm sammpon

Instructions: 1
1. Uze thiz Form ko zubmit scholarshipdgrant awards bo be processed in OAZIE, Allow 10 business dags For proceszing.
2. Zubmit ane request per fund. Each request iz considered authariaation ta disburze additianal Funds.

3 wirikeMype "Unmet Mecd™ if USFAS is te determine the avward amount within the minfmax cstablizhed For khis Fund.

1 . CO m p | ete th e SC h 0 | a rs h i p Pav m e nt Re q U est FO rm 4. Zean and email ta uifaspfr@usf.m.:i}l. I.ncompletelflorms wilII not be prPccsscd.

“Esguired for complation

A ["allegedDepartment:

"ZcholarrhipdGrant Fund Hame:

2. Do not forget the special instructions! oo il betes
*  Enrollment exceptions e i . hnu | ot
1
*  Disbursement requests 2
3
3. Must be signed by an Accountable Officer. :
3
T
g
4. Scan and email the form as an attachment to scholarship email 3
. 1}
inbox-AA USF ASPFR (usfaspfr@usf.edu) i
12
13
14
5. Awards are normally posted within 10 business days of receipt .
of the completed form. .
14
20
$0.00 $0.00
6. Colleges/Departments should monitor awards and payments = [epeoial neructions |
from the OFA reconciliation reports.
“Initiator's Fame [Printed]: “Phone: “Iail Poink: “E-Mail:
Note: If you have a large number of students to award 60+, then please contact sl Reseuti S S T
Anita Brown (anitabrown@usf.edu) before you complete the payment “Accountable Officer E-Maik

reg u est‘ S ) L “Ths Initiatur and Accuuntabls OFficer havs mads thir auard(r) in accur. damcs wi ith ths Fund purpurs and dunmr rerkrictinnr.



https://www.usf.edu/financial-aid/staff-portal/scholarship-forms.aspx
mailto:usfaspfr@usf.edu
mailto:anitabrown@usf.edu
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Cancellation/Reduction Procedures

e Use the Cancellation/Reduction Form to
reduce or cancel a fund by term.

Do not forget the special instructions!

e Scan and email the form as an attachment to
scholarship email inbox-AA USF ASPFR
(usfaspfr@usf.edu).

e Use the reports to monitor/reconcile your
requests for each student.

Instructions:

USFAS CancellationfRBeduction Form - ScholarshipsiGrants

2019-2020

|1 Uze this form to cancellreduce schaolarzhip!grant aw ardz. fllow 10 buziness days for pracessing.
| 2. Usze the web bazed "Fund Reconciliation Report” to monitonreconsile your request for each student.
3. Scan and email usfazpfr@ust. edu. Incomplete farms will not be processed,

-Reguired for completion

A, ["CollegeiDepartment:

“Scholarship Fund Mame:

"Financial Aid Fund Code:

“Foundation Fund Mumber: [if applicable]

B Recipient

UiD#

Amount Cancel
or Reduce - Fall

FTITOUNT - JIreT |
or Reduce -

[FRTITOONT - aneeT |
or Reduce -

¥

¥

¥

o [~ | |on (e |wa|raf=]”

oW

—h
=

-4
-4

—
M2

—A&
ad

—h
.

-4
n

-4
sy}

-
-l

—h
()

—4
w

20

. Special Instructions:

$0.00

$0.00

$0.00

Ic.

“Initiator's Name [Printed):

"Phone:

“Mail Point:

"E-Mail:

"Accountable officer [Printed):

“Acct. Oficer!Authorized Signer:

"Dlate:

"Accountable Officer Email:



https://www.usf.edu/financial-aid/staff-portal/scholarship-forms.aspx
about:blank

Verifying an Accountable Officer (AO)

USF Foundation (Banner ALUM)

'75 Fund Data Form Text FZAFTXT 2008091401 (ALUM) .-

College Unit |USF Tampa Campus Scholarship
Fund Type [operating

=EpEWorkflow und Code | Coas [F
— Fund Data
Submitted By [Connie Mitchell Coas &
. Fund Code
Date Submitted [22-FEB-
ate Submitted [22-FEB-2008 Earnings Fund Code |
Last Updated By [TMARLOWE Last Updated Date [30-JAN-202C

Fund Name [ i

Purpose |To offer full, four-year scholarship for four (4) students at an

Admin Data

Initial Amt [ reement Ind [y~

Desg Type Code [SO Earnings Type Code

Initial Transaction [other Transfer From ate Match Eligible [N

Desg Cfae Code ISTUFN Earnings Cfae Code Desg Group Code |TK
Desg Dept Code [SRO

Fvpp Name [Joel Momberg (L1)(No Authority) Date [01-NOV-2019
Fvpl Name |Rob Fischman (L1) Date [18-JUN-2008
Fvp2 Name |Noreen Segrest (L1) Date [12-AUG-2008
FdO1 Name | Date |

Fd02 Name | Date |

Fd03 Name | Date [
Fdvo Name [Luz Randolph (DO)(No Authority) Date [17-JAN-2020
Fadm Name |Kristi Laribee (FA) Date |18-FEB-2019

FAST (Accountable Officers)

> Search Sig Auth By Chartfield

Project
Imitiative
Fund Code

Operating Unit and Deptid Search Resat Criteria

o
persoualtze | Fid | viw s | B |

Firct K 1011 3 (st

Routing Mams Rols Hama User D Empl ID Hamé Telephons

Mall Crop Emall Addrent

(0 Hew Window  (2) Help
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Payment Request Process for Study Abroad

Encourage students who are studying abroad to visit the financial aid
office prior to departure.

Payments must be made for the term the student is travelling and
enrolled.

Use special instruction portion of the payment request to indicate the
scholarship is for a study abroad trip — facilitate COA adjustments!

We contact students to document travel expenses not already included in
COA (e.g. air fare, passport, program fees, etc.)

Study abroad enrollment requirements:
e OFA Study Abroad Contract is required for exchange and transfer
programs
* Verification of enrollment is required for exchange and transfer
programs.

* Courses must be degree applicable, unless approved by Accountable
Officer.

DIRECT (USF USF EXCHANGE
ENROLLED) PROGRAM PROGRAM

TRANSFER PROGRAM
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Short Term Expense Loan for Study Abroad

e Short term expense loans are available before departure for educational
travel abroad expenses.
* Purchases such as airfare or other related education abroad expenses.

e Available as early as (6) weeks prior to the start of the USF semester.
Refer students to our office for assistance.

e Students must meet with a financial aid advisor to review this option and
eligibility.


https://www.usf.edu/financial-education/our-services/short-term-loans.aspx
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Scholarship Form Reminders

Forms must be Only emails sent

sent to the email from authorized
inbox for staff will be
processing. processed.

Forms sent directly
to OFA staff will
not be processed.

Fund code forms

must be processed NEVER SEND

before payment
requests can be DUPLICATES!!!

submitted.
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Scholarship Administration Reports

e Access to the reports
* Report types
* Troubleshooting via reports

* Reconciling accounts by fund codes
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How Do | Access the Scholarship Administration Reports?

OFFICE OF FINANCIAL AID L conmeure o ouR e 1. Go the USF Office of Financial Aid
HOME GET STARTED AID TYPES FORMS KNOW THIS! CONTACT US Web page.

Scholarship Administration
Office of Financial Aid / Scholarship Administration / Reports 2 i Se I ect ”SC h O I a rs h I pS” O n t h e m e n u i

SCHOLARSHIP DEADLINES REPURTS

ADMINISTRATIVE GUIDES
University Scholarships & Financial Ald Services (USFAS) provides various reports to facilitate o . . . . ]
AWARDSPRING scholarship administration for authorized awarding units and various other administrative 3 . Se I e Ct SC h O I a rs h I p Ad m I n I St ra t I O n
activities. A Banner PROD userid is required to access these reports.
SCHOLARSHIP FORMS

REPORTS Authorized users: Administrative Reports - Lagin O n fro m t h e m e n u .

hWew users will need to do the following to gain access:
SCHOLARSHIP TEAM CONTACTS
» If the user already have 3 Banner PROD userid, an accountable officer with signature
authority to spend scholarship funds only needs to send an email to Anita Brown, Assistant
Director of the USFAS Scholarship Team and include: 4
L]

o A brief reason for request

On the Scholarship Administration
= Ateartana fnanci 1 fund code te ser wi e responsile for moniorn page, select Reports.

+ If the user neads to obtain an OASIS/Banner PROD:
o Take the Family Education Rights & Privacy Act (FERPA) Quiz
o After passing the quiz. print the QASIS/Banner PROD Access form
o Completed forms may be sent directly by email Financial Aid Primary Process Owner



https://www.usf.edu/financial-aid
https://www.usf.edu/financial-aid/staff-portal/index.aspx
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How do | get a reports user ID and password?

e Complete the Family Educational Rights & Privacy Act (FERPA)
tutorial and quiz and submit an OASIS Banner Request form.

* Accountable Officer then sends email to approve your access.

* The email must include:
*  Your Banner PROD ID
 Atleast one financial aid fund code you are responsible for

monitoring
 The brief statement as to why you need access to the reports.


http://www.registrar.usf.edu/presentation/ferpa_quiz/68/
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Reports Overview

e Datais from Banner PROD

. My Reports
¢ By a I d ye a r a n d te r m Click on a report below to run it. Results may be downloaded in MS Excel format.
Change Password |
° StUdent data Report Description
REPORT6E New Student General Scholarship Information via Population Selection
¢ F U n d COd e d ata REPORT? Fund Code Reconciliation by Term

REPORTS ScholarshipTerms & Conditions/Thank You Letters
REPORTS Fund Reconciliation by Fiscal Year (FY)
REPORT10 | Authonzed Tuition & Fee Detaill Codes by Fund Code

H REFPORT11 | Athletic Fund AR Detail Code Counts

¢ LI St Of re po rts Va ry by u Se r REPORT12 | Athletic AR Detail Apporved to Pay
REPORT13 | Athlete Tuition Charge Codes by Term
REPORT14 | FGMG Recipient
REPORT16 | Fund Code Monitor

° I 1 1 d d f h REPORT17 | Fund Code Status by Aid Year

H e p teXt IS p rOVI e O r ea C re po rt REPORT19 | Private Scholarship Fund Code by Aid Year

REPORT20 | Continuing Student Scholarship Renewal Informaiton via Population Selection
REPORTZ21 | Multiple Comment Tags by Aid Year
REPORT22 | USFAS Scholarship Awarding

(]

Data can be exported to Excel S Exce

row(s) 1- 15 of 134 Next (3

e Datais a snapshot in time — it can change!
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REPORT®6 - General Scholarship Information for Scholarship Applications

_ _ e |
e Banner information about

scholarship applicants

This report should be used to list general scholarship information for new students who signed a scholarship application.

Scholarship applications should contain the students permission to use academic records for scholarship processing.

The report expects the population of USF ID's to already exist before it runs under the application, creator id, user id and selection selected.

AwardSpring population selections all have "USFAS" as the application and "SRUNION" as the creator/userid. Theses selections use the following format going forward: "AWARD_SPRING_BANNER_1818".
The information returned is a "snapshot” from Banner Student Production based on the aid year and admit term and data may change

Current student status may not match previous student responses on the scholarship application

This report now includes additional columns intended to assist awarding units in determining the amount a student may be awarded w/o affecting existing awards.

o FAFSA Verification Status (VERIFIED_STATS) - only used if a FAFSA has been selected for verification to indicate if the verification process has been completed or not.

* Helps to select students to
o Scholarship Need (SCHL_NEED) - indicates the amount that may be awarded w/o affecting existing awards.

o Loan Replacement (LOAN_REPLACE) - indicates the amount that will replace student loans which may reduce the students loan debt upon graduation
m e et fu n d u r O S e o Work Replacement (WORK_REPLACE) - indcates the scholarship award amount that may replace work study awards.
. Help text is available for each selection item.

° D e m Og ra p h i CS General Scholarship Information via Population Selection Criteria

Aid Year|% v

e Academics (e.g. GPA, major, o case [

FINAID ¥

CreatorID | v

degree, enrollment, etc.) e
e Scholarship Need

REPORTE

¢ U S e a p p | i C a t i O n p O O I to C re a te a Rer:;:.::i:ould be used to list general scholarship information for new students who signed a scholarship application.
population (popsel) of students

Scholarship applications should contain the students permission to use academic records for scholarship processing

The report expects the population of USF ID's to already exist before it runs under the application, creator id, user id and selection selected.

AwardSpring population selections all have "USFAS" as the application and "SRUNION" as the creator/userid. Theses selections use the following format going forward: "AWARD_SPRING_BANNER_1819".
The information returned is a "snapshot” from Banner Student Production based on the aid year and admit term and data may change

Current student status may not match previous student responses on the scholarship application.

This report now includes additional columns intended to assist awarding units in determining the amount a student may be awarded w/o affecting existing awards

o FAFSA Verification Status (VERIFIED_STATS) - only used if a FAFSA has been selected for verification to indicate if the verification process has been completed or not.
o Scholarship Need (SCHL_NEED) - indicates the amount that may be awarded w/o affecting existing awards.

o Loan Replacement (LOAN_REPLACE) - indicates the amount that will replace student loans which may reduce the students loan debt upon graduation

o Work Replacement (WORK_REPLACE) - indcates the scholarship award amount that may replace work study awards.

Help text is available for each selection item.

e Building a population selection F—
is @ manual process — verifies p——

Term Code | Fall 2020 v
Application | USFAS v
th e U | D ! Creator ID | ANITABROWN hd
User ID | ANITABROWN v
Selection | TESTSTUDENTS v

Run Report
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REPORTG6-Instructions

Banner PROD Banner PROD

Reports

* Go to GLRSLCT:
e Application= USFAS

e Selection ID= Description
you would like

¢ Creator ID=Should match
your Banner ID

e Cntrl+PgDown

e Selection
Description=Description
you would like

e Under Selection
Description: Click on
Manual

® Press F10 to save

J

e Go to GLAEXTR:
* Cntrl+PgDown

* Make sure the application,
selection ID, creator ID, and
user ID match
the information you listed
on GLRSCLT

* Under ID: Type in the U#’s
that you would like to view
via Report 6.

e Select Report 6:
e Aid year

e Term Code
* Application=USFAS

¢ Creator ID and User ID=
your ID

e Selection=Selection ID
from Banner PROD




ﬁ

REPORT6 OUTPUT

REPORTE

0

General Application Information via Population Selection Parameters

TERM AID YEAR APPLICATION ¥
202008 | 2021 USFAS

SELECTION REPORT DATE
TESTSTUDENTS | 08-MAR-2020
1-1

Re-Run Report

General Application Informaiton via Population Selection Report Results

Awarding Tip: Make sure
verification/verified status indicates
Completed or Not Applicable for
need based scholarships.

USF_ID LNAME FNAME DOB FAFSA VERIFIED_STATUS FGIC FATHER_GRADE_LEVEL MOTHER_GRADE_LEVEL SNGL_PAR CITZEN RESD ETHN GENDER BUDGET EFC SCHL_NEED

Y Mon-Verfied Cuollege or Beyond Cuollege or Beyond P R H F 21530 7447 | 14914

Y Mon-Verified College or Beyond High School C F H i} 16760 0 16760
| E . F . G . H [ J | K | L . M . N | O | P | Q | R | S .
FAFSA VERIFIED_STATUS FGIC FATHER_GRADE_LEVEL MOTHER_GRADE_LEVEL SNGL_PAR CITZEN RESD ETHN GENDER BUDGET EFC SCHL_NEED LOAM_REFWORK_RE
Y Completed College or Beyond College or Beyond C F A F 21530 0 21530 0 0
Y Not Applicable High School Other/Unknown C F H F 21530 0 21530 0 0
Y Mot Applicable High School Middle School/Junior High C F A M 21530 0 21530 0 0
Y Not Applicable High School High School C F W F 43194 0 43194 0 0
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REPORT?7- Reconcile Payment Requests

Fund reconciliation:

e Students awarded
* Funds disbursed ResoRT
[ St u d e nt | nfo rm at|0 N (Ca m p u S’ Report Parameters for Fund Reconciliation by Term
. . REPORTDATE ~AID YEAR =TERM CODE | FUND CODE |
class level, majors, email, etc.) e T
Re-Run Report J
. Report Results for Fund Reconciliation by Term
Trou bleShOOtl ng USF_ID | LAST_NAME FIRST_NAME FUND_CODE AWARD_STATUS | OFFER | OFFER_DATE | AUTH_AMT | PAID_AMT | PAID_DATE | STST CAMPUS  LEVL COLL | DEF
GUOS ASYS 478 24.0CT-2019 | - 478 g;-:;cw- AS T UG | BA PAC
* Revi id students
eview un pal GUOS ASYS 500 10-DEC2019 | - 500 ggf;EC' As T us | As HTY
. - GUOS CNCL - - - - - AS | T UG | EN EPIE
* Enrollment requirement, =il
. Run time: 4.78 seconds
compareagalnstfundsetup. D E | F| 6 | 1+ | 3 |k|] L |M|N|oB | P| a |R|ls|Tlul v | w
FUND_CODE AWARD STATUS OFFER OFFER DATE PAID AMT PAID DATE STST CAMPUS LEVL COLL DEPT 1 MAIR 1 ADMIT TERM CLSF RESD TC TYL USF BILL HRS USF ACT HRS
° Terms and Cond|t|ons and GUO5 ASYS 478 24-Oct-19 478  7-Nov-19 AS T UG BA PAC  PAC 20180825 F Y Y 15 6
GUO5 ASYS 500 10-Dec-19 500 20-Dec-19 AS T UG AS HTY  HTY 201608 4R F Y Y 15 15
GUO5 CNCL AS T UG EN EPIE  EPIE 201908 1F F Y 13 13
Thank You Letter status
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REPORT16: Review scholarships information in Banner (PROD)

e Conduct annual financial aid fund code
review.

e Update fund code information each year
as needed.

Report Parameters for Fund Code Monitor Report

| REPORTDATE | AID YEAR |
| 08-MAR-2020 | 2021 |

e Review for accuracy : —
H ACCO u nta b | e Offi Ce r Report Results for Fund Code Monitor
+ College/department e
= Foundation Account Number or FAST L N 7
Chart fields

= FAFSA Required/Need based
= Enrollment requirements

= Terms and conditions and thank you letter
requirements



Additional Reports!

p::

REPORT50 — Financial aid
fund codes that are tied to
your units FAST Chart Fields.

REPORT87 - Financial Aid by
Campus by College - An
unduplicated count of all
students paid a scholarship,
grant, loan or work study for
the aid year.

ﬂ

Report 51- Financial aid fund
codes that are tied to your
USF Foundation Fund
numbers.

Report 212 New Student
General Scholarship
Information via UID Load -
Lists general scholarship
information for new students
who signed a scholarship
application.

REPORT56 — Reconcile all
funds assigned to the user for
aterm.

Need something? Send an
email with your request to
anitabrown@usf.edu



mailto:anitabrown@usf.edu
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What’s New in Financial Aid???

* Prepared for summer and fall 20207
* Registration begins Mach 30 — requires account balance < $500
 Summer 2020 payment request form is available now — Submission deadline is May 1,
2020 for tuition deferment consideration

 Reminder: Please adhere to all scholarship payment request deadlines posted on the
Scholarship Administration home page.

* Thank You Letter Email Inbox for USF Staff ONLY -
* Email student thank you letters here: SCHTYL@usf.edu
e Allow up to (5) business days for processing
e Authorized Staff Only — No student emails



https://www.usf.edu/financial-aid/staff-portal/index.aspx
mailto:SCHTYL@usf.edu
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RESOURCES

Scholarship gdministration OFA Web Page Scholarship Team OFA Presentations
WeD page
COA, FAFSA information, )
Deadlines, Important Dates, and Ask a member.of Review our past
Administrative Guides, ’ the Scholarship scholarship related

Forms
Forms, and Reports Team presentations.


https://www.usf.edu/financial-aid/staff-portal/index.aspx
https://www.usf.edu/financial-aid/staff-portal/index.aspx
https://www.usf.edu/financial-aid
https://www.usf.edu/financial-aid/staff-portal/scholarship-team-contacts.aspx
https://www.usf.edu/financial-aid/staff-portal/scholarship-team-contacts.aspx
https://www.usf.edu/financial-aid/staff-portal/administrative-guides.aspx
https://www.usf.edu/financial-aid/staff-portal/administrative-guides.aspx

Thank You for Coming!

Anita Brown
Assistant Director
Office of Financial Aid

University of South Florida
813-974-7228

%/ SOUTH FLORIDA
www.usf.edu/finaid
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