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Introduction

mEE

Course goal

The goal of this workbook is to provide you with information needed to utilize the Banner
Financial Aid Self-Service Module. The workbook is divided into four sections:

e Introduction
e Basic tasks
e Advanced tasks

e Reference

Intended audience

Financial Aid office administrators.
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Basic Tasks

mEEm

Introduction

Banner Financial Aid Self-Service provides and collects certain financial aid information via
the web. Banner Financial Aid Self-Service Basic functionally exists to allow the Financial
Aid office to control what the student can see on Banner Financial Aid Self-Service.
The topics contained in this section include display of the following areas:

e Applicant Tracking Requirements

e Applicant Budget

¢ Financial Aid Holds

e Award Display

e Contracts and Exemption Display

e OQutside Resource Display

e Messages

e Loan and Lender Information Display

e Satisfactory Academic Progress.
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Objectives

At the end of this section, you will be able to:

set up Banner Financial Aid Self-Service controls

set up the display of tracking requirements, promissory notes, COAs, financial aid
holds, funds, contracts, exemptions, outside resources, and messages

enable students to see their awards
set other lenders’ URLs

manage student pin numbers.

Intended audience

Financial Aid office administrators.

Prerequisites

To complete this section, you should have a basic understanding of the following Banner FA
Modules: Requirements Tracking, Applicant Budgeting, Common Functions, Packaging, and
Loans. Setup in these modules will affect what displays online.

© SunGard 2008 Banner Financial Aid Self-Service

Page 6



Banner Financial Aid Self-Service Main Menu
[ ]

Purpose

The Applicant Forms display first on the Banner Financial Aid Self-Service Menu. These
forms have Information Access flags to allow or not allow specific awards, requirements,
resources, and other information to display to a particular student. These flags can be
updated manually for a student and in many cases with batch posting for a population of
students.

Banner menu

& Financial Aid Self-Service [*RESWEB]
2 wWeb Applicant Reported Information [RPAINFO]
2 Award Maintenance [RPAAWRD]
2 Package Maintenance [RPAAPMT]
2 Financial Aid Record Maintenance [ROARMAN]
2 Applicant Requirements [RRAAREQ]
E Resource Maintenance [RPAARSC]
B Student Lender History Data [RPASLND]
O Financial Aid Self-Service Control [*RESWEBCM]

© SunGard 2008 Banner Financial Aid Self-Service
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Banner Financial Aid Self-Service Controls
. :

Purpose

The Control Forms display on the control submenu of the Banner Financial Aid Self-Service
Menu. These forms contain controls, validation tables, and rules that work more globally.

Banner menu

g Financial Aid Self-Service Control [*RESWEBCM]
B Institution Financial Aid Options [ROAINST]
B Fund Management [RFRMGMT]

B Funds Management [ROAMGMT]

B Fund Base Data [RFRBASE]

B Third Party Contract Rules [RPRCONT]

B Exemption Rules [RPREXPT]

E Message Rules [RORMESG]

B Lender Base Data [RPRLNDR]

EwWeb Question and Answer Rules [RORWBQA]
EWeb Tab Rules [RORWTAB]

EWeb Text Rules [RORWTXT]

Eweb Vvariables [RORWVYAR]

E Resource Code Validation [RTYARSC]

B Award Status Validation [RTVAWST]

B E-Mail Letter Module Validation [RTYELTM]
E Hold Type Validation [RTVYHOLD]

E Message Code Validation [RTVMESG]

B Packaging Group Validation [RTYPGRP]

B Requirements Tracking Validation [RTVTREQ]
E web Question Validation [RTYWEBQ]

E web Text Rule Code Validation [RTVWTXT]

E web Variable validation [RTYWVAR]
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Purpose

On the Institution Financial Aid Options Form (ROAINST), you can set up basic overall
Banner Financial Aid Self-Service Controls.

This form enables you to:

e activate or inactivate Banner Financial Aid Self-Service for the aid year
e indicate if you want to display the COA Detail

e indicate if you want to display the Need Calculation

¢ indicate if you want to display the Cumulative Loan Amounts

¢ indicate if you want to display the Outside Resource Detail

e indicate if you want to display the Housing Status

¢ indicate if you want to display the Terms with Zero Award Amount

¢ indicate if you want to display the Funds with Zero Award Amount

e enter in a Default Lender URL and Description.

Banner form

ma Institution Financial Aid Optians R ST 7.12 (TEST)
nid vear:  [psos [T
Qptions Loan Options  Credit Hours  Exclude Course Levels Defaults Campus/EDE Defaults REE Nl == gls W] 125

[ Information Access Indicator

Web Processing Rules . .
[+ Display Terms with Zero Award Amount

[ Display COA Detail [+ Display Funds with Zero Award Amount

[ Display Need Calculation [ Display Resources/Additional Information Tab
[ Display Cumulative Loan Amounts [ Display Terms and Conditions Tab

[ Display OQutside Resource Detail [ Print Terms and Conditions

[ Display Award Messages with Terms and Conditions

[ allow Partial Amount Acceptance

[ Allovt Accept Full Amount of &ll Awards Option

[/ Allow Student to Submit Outside Resource Information
[ Allow Student to Submit Award Information

|« Display Housing Status

[ Display Accept Award Offer Tab
[ Display Special Messages Tab

Value for Null Info Access Indicator: |v=Use v for Null Value =
Display Enrollment Status: F=Full year Enrollment =

Default Lender URL Description: |
Default Lender URL: |

Web Accept Tracking Rules
Requirement Code Description

w
=2
&

1i;

=
]

ST

Description Type Code

|A = Award Acceptance

S e
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Steps

Follow the steps to set up Banner Financial Aid Self-Service controls.

=

Access the Institutional Financial Aid Options Form (ROAINST).

2. Enter an aid year in the Aid Year field.

3. Perform a Next Block function.

4. Click on the Web Processing Rules tab.

5. Click the Information Access Indicator checkbox to turn on Banner Financial
Aid Self-Service for this aid year. This will allow students to choose this aid year

from the dropdown Menu.

Note: The aid year description the student will see comes from the Aid Year
Description field on ROAINST.

6. Click the Display COA Detail checkbox to display the breakdown of a student’s
Cost of Attendance on the Award Overview tab.

Example of what student will see:

Cost of Attendance

Component Amount
Books and Supplies $900.00
Personal Expenses $2,900.00
Room and Board $3,000.00
Transportation $1,100.00
Tuition $19,000.00
Total: $26,900.00

Note: Regardless of this value, budget total and detail will display on initial
Financial Aid Status page unless you disable this with Web Tailor.

7. Click the Need Calculation checkbox to display students overall need
calculation on the Award Overview tab.

Example of what a student will see:

Need Calculation

Component Amount
Cost of Attendance $26,900.00
Estimated Family Contribution $300.00
Initial Need $26,600.00
Outside Resource $3,900.00
Need $22,700.00
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8. Click the Display Cumulative Loan Amounts checkbox to display the total
amount of student loan from NSLDS information (RNASLxx) on the Award
Overview tab.

9. Click the Display Outside Resource Detail checkbox to display information
from RPAARSC, including contracts and exemptions if interfacing on the
Resources/Additional Information tab.

10. Click the Display Housing Status checkbox to display the student’s housing
plan from the FAFSA on the Award Overview tab.

11. Click the Display Terms with Zero Award Amount checkbox to display the
terms with no awards.

12. Click the Display Funds with Zero Award Amount checkbox to display funds
awarded at $0.

13. Click the dropdown for Value for Null Info Access Indicator. Choose Y'to
treat a Null Value Info Access indicator as a Yes (display). Choose NV to treat a
Null Value Info Access indicator as an N (do not display). This applies to the
RORSTAT_INFO_ACCESS_IND.

14. Click the dropdown for Display Enroliment Status. Choose F to display the
annual expected enrollment.

If the Use Estimated Enrollment box is checked on the Packaging Options
Form (RPROPTYS), it will use the annual expected enrollment from RNANAxx. For
students where this field is null, it will use the Estimated Enroliment Default
value from RPROPTS.

If the Use Estimated Enrollment box is unchecked on RPROPTS, it will
automatically use the Estimated Enrollment value from RPROPTS.

Choose NV to not display any expected enrollment. Choose 7 to display the term
expected enrollment from the term fields on RNANAxx. (These fields are
maintained by the institution and will display on the Award Overview tab).

15. Enter in a default lender URL in the Default Lender URL field and URL
description in the Default Lender URL Description field for your default
lender if you wish this to display on Banner Financial Aid Self-Service.

Note: This default lender information will be used for all lenders who do not
have specific URL information entered in on the Lender Base Data Form
(RPRLNDR).

16. Click the Save icon to save any changes.

© SunGard 2008 Banner Financial Aid Self-Service
Page 11



Requirements Tracking

Purpose

The Requirements Tracking Validation Form (RTVTREQ) allows you to indicate globally
which tracking items should display on Banner Financial Aid Self-Service.

Banner form

Requirements Code: |PTax0& Short/Long Description:

Par. 1040 far 2006

Signed copy of Parents' Federal 2006 - 1040 & W2's tax forms =
|+ Once [ |Update Prior Year
¥ Access Ind | Information Access

[ Packaging ' Disbursement |+ Memo
[ satisfy all [ Perkins MPN [ Letter Exclusion
URL: |

Message Number: |1 Activity Date: |21-FEB-2003

Instructions: ‘

Requirements Code: |PTAXO7 ShortfLong Description:

-

=

Par. 1040 far 2007

Signed copy of Parents' Federal 2007 - 1040 & W2's tax forms

['Packaging ¥ Disbursement [ Memo ¥ Once [update Prior Year

[ satisfy all [Perkins MPN [ Letter Exclusion v Access Ind ¥ Information Access
URL: | Message Number: |1 Activity Date: [30-0CT-2007
Instructions: ‘

Follow the steps to enable tracking requirements to be displayed on Banner Financial Aid

Self-Service.

1. Access the Requirements Tracking Validation Form (RTVTREQ).

2. Click the Information Access checkbox for each requirement to display on
Banner Financial Aid Self-Service.

3. Enter a URL in the URL field to make this tracking requirement a hyperlink
bringing the student to the proper location or document when accessed via
Banner Financial Aid Self-Service.

Note: There is no functionality at this point that allows a student to submit an
electronic document via Banner Financial Aid Self-Service.

© SunGard 2008
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4. Enter instructions in the Instructions field to display instructions regarding this
tracking document. These instructions will display on Banner Fnancial Aid Self-
Service in a pop up window when the student clicks the instructions link after a
specific tracking requirement.

5. Click the Save icon.

6. Repeat these steps to enable additional tracking items you wish to display on
Banner Financial Aid Self-Service.

Purpose

The Applicant Requirements Form (RRAAREQ) allows you to change a student’s specific
tracking document to not display on Banner Financial Aid Self-Service.

Banner form

A applicant Regquirements RR

Aid Year: 0708 F 1D: [7| fﬁ_ Create Person

Applicant Requirements Rerkirs ME Detail Additional Reguirements

Summary

Tracking Group: |ADMTCL E.ﬁdmlt CL

[+ Request Letter [ Additional Requirements All Requirements Complete:
TLock Group CHolds exist Packaging Requirements Complete: 28-NOV-2007
@ Create Requirement @ Delete Requirement Disbursement Requirements Complete: |22-MaY-2008

Requirements
Status Established Perkins Info

Requirement Status Date Date Satisfied SBGI MPN Packaging Memo Disbursement Letter Access Fund System
& 0 & =] 5]
4F_CRS |Friskies Course |E— 13-MAT-2008 |07-MAY-2008 W [ [ [ [ v v w  laF F B
[FaFsa  [Fed. aid Apel.  [5 [z8-nov-zoo7 [za-nov-zooz v | [m " " I 0w [ e
[nTERY [Loan Ertrance Inter[s [o7-mav-2008 [zs-nPR-zooz | [ | [m [m [m I3 O ¥ [orect [m
[mer [stafford men [s [o7-mar-zoos [zs-apr-zone | [v | I [m 4 rd O ¥ [orect  [m
[tv " [Pay Hon-Inst [t [zz-mav-zoos [zz-mav-zoos  [v | O [m [m [m 0o o® [ m
[T1vhD  [Hold Excess [z [cz-mav-zoos [zz-mav-zoos | v | [ [m [m [m 0w F
[rivey  [pay priorvear [z [2z-mav-2o08 [zz-mav-zoos | [ | [ [m [m 4 0w F
— [ | O Jo o o =& o o[C 0k

SBGI Description:

-

I T NSNS
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Steps

Follow the steps to disable/enable student’s specific tracking requirement to be displayed on
Banner Financial Aid Self-Service.

1. Access the Applicant Requirements Form (RRAAREQ).
2. Enter an aid year in the Aid Year field and a student ID in the ID field.
3. Perform a Next Block function

4. Uncheck the Information Access checkbox for each requirement you do not
want to display on Banner Financial Aid Self-Service for this particular student.

Note: The default is 'Y’ (checked). However, even if it shows checked on the
Applicant Requirements Form (RRAAREQ), the document must still have the
information access indicator checked on the Requirements Tracking Validation
Form (RTVTREQ) to display on Banner Financial Aid Self-Service.

5. Click the Save icon.

Banner form

fid vear: [o7oa  [7 n: =] [& create Person
Applicant Requirements Berfirs MER Detail Additional Requirements
Promissory Notes
Direct Loan Direct Loan Effective Satisfied
Fund Term Sequence Status Date Satisfied Date
=]
DIRECT Federal Direct Stafford Loan |_1 |5— 15-AFR-2005 v 28-APR-2008 =
[ [ F F r o r
[ m [ 1|
[ [ [ [ . 0 [ T
[ [ F F r o r
| 0 .
L L [ [ - O L J®
Additional Requirements
Status Established Info

Status Date Date Satisfied SBGI Packaging Memo Disbursement Letter Access Fund System Requirement Description

& = M [

[R [z7-ocT-2008 [27-ocT-zooe (W | [ m [ v v M [Renter's Agreement (4]

N | l s 8 8 8 8 [][] )

Ll \ [ o O o o o [l

B | ol o e 8 5 oo [ -
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Steps

Follow the steps to enable a student’s non-coded tracking requirement to be displayed on
Banner Financial Aid Self-Service.

1. Access the Applicant Requirements Form (RRAAREQ).
2. Enter an aid year in the Aid Year field and a student ID in the ID field.

3. Perform a Next Block function twice to navigate to the Additional Requirements
block.

4. Check the Information Access checkbox for each non-coded requirement you
want to display on Banner Financial Aid Self-Service for this particular student.

5. Click the Save icon.
6. Click the Exit icon.
Note: Tracking Status does NOT affect what items display on Banner Financial Aid Self-

Service; however, satisfied tracking requirements will display separately from unsatisfied
tracking requirements.

© SunGard 2008 Banner Financial Aid Self-Service
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Purpose

The Funds Management Form (RFRMGMT) allows you to indicate if a promissory note for a
specific fund should display on Banner Financial Aid Self-Service.

Banner form

Aveard Maximum:
Aveard Minimum:
Offer Status:
Accept Status:
Decline Status:
Web Accept Status:
Web Decline Status:

aid year: [0708 [T

Fund Code: |DIRECT F Federal Direct stafford Loan

Budget Detail Code Rules

Tracking

Messages

Copy

Fund l@@ Disbursement Disbursement Locks  Fund Comments

[ 1050000
i}

oFRD [ *]Offered

ACPT EAcceDted

DECL EDec\imed

ACPT EAccepted

WEDBC\IHBU

[ Automatic Packaging

[ Automatic Scheduling

[ Automatic Acceptance

[ Award Using Estimated EFC

[ override Need

[" override Need to Cost of Attendance
[T override satisfactory Academic Progress
[ override Requirement

[ Replace EFC

¥ Reduce Need

[+ Loan Process

v Meed Analysis

[ Aveard Letter

Rebate Fee Percentage:

Loan Fee Percentage:

Interest Rate:

Direct Loan Indicator:
Electronic Loan Indicator:
Manual Loan Indicator:

Self Help Reduction Percentage:
LMS Loan Fund:

Alternative Loan Program Type:
ACG Grade Level:

SMART Grade Level:

TEACH Level:

Round Award:

Round Schedule:

Memo Credit:

Disburse:

¥ Web Accept Flag
" allow web Lender Selection

e
T
—

|S=Subs|d|zad

|(None)

|(None)

T

|(None)

|(None)

|(None)

[oo1 |

| RC=Round Cents

| A=accepted

|N=No disbursement

[T Equity Fund
[ Eligible to Roll

¥ Display PN Requirement on Web [ Count for NCAA

Steps

Follow the steps to enable a Promissory Note (from the Additional Requirements tab on
RRAAREQ) to be displayed on Banner Financial Aid Self-Service. This is most often used for
Direct Loan Promissory Notes.

1. Access the Funds Management Form (RFRMGMT).

2. Enter an aid year in the Aid Year field and a fund code in the Fund Code field.

Note: This is most often used for Direct Loans.

Perkins MPN.

3. Perform a Next Block function twice to navigate to the Packaging tab.

© SunGard 2008
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4. Check the Display PN Requirement on Web checkbox for each fund that has
a Promissory Note maintained in the Promissory Note block of the Applicant
Requirements Form (RRAAREQ), and that you want to display on Banner
Financial Aid Self-Service for this particular student.

5. Click the Save icon.

6. Repeat for additional funds and promissory notes.

© SunGard 2008 Banner Financial Aid Self-Service
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Application Budgeting
[ ]

Purpose
The Applicant Budget Form (RBAABUD) displays a student’s breakdown for the cost of

attendance and allows you to disable a student’s entire budget from displaying on Banner
Financial Aid Self-Service.

Banner form

Group: |ONCAMP EOH Campus Percent of Full Year: 100
Period:  |[FA/SPR EFaH-Spring Semesters [@_ Create Budget
[ Group Lock Indicator [@_ Delete Budget

Budget Type

Type: CAMP E‘Carﬂpus based EFC Method: |F— System Indicator: |5 Information Access Indicator
Budget Components System
Code Description Amount Activity Date User ID Indicator
(]

B+S  Books and Supplies 1,500 24-0CT-2008 FAISUSR |s— =
MISC  Miscellaneous 100 24-0CT-2008 FAISUSR |S—

R+B  Room and Board 9,250 24-0CT-2008 FAISUSR |S—

T+F  Tuition and Fees 5,500 24-0CT-2008 FAISUSR |S—

TRAN  Transportation 2,500 24-0CT-2008 FAISUSR |S—

Total: 18,850

Steps

Follow these steps to disable a student’'s COA from displaying on Banner Financial Aid Self-
Service.

1. Access the Applicant Budget Form (RBAABUD).
2. Enter an aid year in the Aid Year field and a student ID in the ID field.

3. Perform a Next Block function.

© SunGard 2008 Banner Financial Aid Self-Service
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4. Uncheck the Information Access checkbox in the Budget Type block if you do
not want the COA to display on Banner Financial Aid Self-Service for this
particular student.

5. Click the Save icon.
6. Click the Exit icon.

Note: Budget total and detail will display on the initial Financial Aid Status page unless you
disable this with Web Tailor. Use batch posting to change the setting of ‘Information
Access’ indicators. Design the appropriate population selections to use for batch posting
these items. Use the ‘BA’ Budget Level Info Access Indicator option to batch post the info
access indicator to Y or N for students in your population selection.

© SunGard 2008 Banner Financial Aid Self-Service
Page 19



Financial Aid Holds

Purpose

The Hold Type Validation Form (RTVHOLD) allows you to define financial aid hold codes and

indicate if these holds should display on Banner Financial Aid Self-Service.

Banner form

01  |Hold all - forged signatures v
0z |Wait\ng prof. judgement
0s |Inactive student

,F |Wait\ng appeal

.

<

<

JTTTT]

Ooonoonomno

Steps

Type Description Hold Hold

v
v

CURY

OoO0Oooo

Hold Hold Pckg Memo Disb
Hold
v

Y

JITTTLLLA

GO

[ o o o

Msg
No

Activity
Date
25-1UN-2007 =1
[e7-ocT-2008
27-0CT-z2008
27-0CT-z008

Follow the steps to enable Financial Aid holds to be displayed on Banner Financial Aid Self-

Service.

1. Access the Hold Type Validation Form (RTVHOLD).

2. Enter a number in the Msg No field to enable a specific hold to display on

Banner Financial Aid Self-Service. Hold description and reason (from ROAHOLD)

will display on Banner Financial Aid Self-Service. Message ‘no reason given’ will

display if the reason is blank.

Note: If using VR (Voice Response), the Message Number corresponds to the
message they will hear; enter the appropriate code. Message numbers range

from 3000 to 3999, each being a pre-assigned recorded message. If you are not
using VR, a message number is still needed but you can use ‘1’ (or any number).

© SunGard 2008
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3. Click the Save icon.

4. Repeat these steps to enable additional holds you wish to display on Banner
Financial Aid Self-Service.

Note: Hold description (from the Hold Type Validation Form (RTVHOLD)) and reason (from
the Applicant Holds Form (ROAHOLD)) will display on Banner Financial Aid Self-Service. The
message ‘No reason given’ will display if the reason is blank on ROAHOLD. Holds that
prevent packaging will NOT prevent student awards from displaying on Banner Financial Aid
Self-Service if the student was already packaged any funds.

© SunGard 2008 Banner Financial Aid Self-Service
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Award Information Display
| .

Purpose

The Fund Base Data Form (RFRBASE) allows you to define financial aid fund codes and
descriptions and indicate which funds should display on Banner Financial Aid Self-Service.

Banner form

" Fund Base Data RFRBA

Accounts Fund Fund Federal Print Message

Fund Code

Description

(-]

Receivable Detail Source

i

Type

M|

Fund ID

]

Order

Number

[acs

[6cG Grant - 15t year

[Fac1

[ForL

|sRuT

laca

[acez

|ACG Grant - 2nd year

[Facz

[ForL

[cruT

[aca

[evrD

|Robert Byrd Schalarship

[ForL

[scHL

11

[pireCT

|Federa\ Direct Stafford Loan

[FosL

[ForL

[Loan

[sTFD

9z

[oreLus

|Federa\ Direct Farent Loan

[FopL

[FoRL

[Loan

[PLus

101

[oLunse

|Federa\ Direct Unsub, Stafford

[Fous

[ForL

[Loan

[sTFD

93

|FSEOG

|Federa\ SEO Grant

|FDRL

|GRNT

|SEOG

[Fws

|Federa\ Worl Study

[FoRL

[work

[cws

50

[FursTs

|Federa\ Wark Study Test

[ForL

[worK

[cws

45

[mursLH

|Nursir|g Loan Program

[ForL

[Loan

st

10z

Steps

Follow the steps to enable funds to display on Banner Financial Aid Self-Service.

| T S P PP R

1. Access the Fund Base Data Form (RRFBASE).

[emmi

[Ceam

[erer

2. Enter a number in the Message Number field to enable a specific fund to

display on Banner Financial Aid Self-Service.

Note: If using VR (Voice Response), the Message Number corresponds to the
message they will hear; enter the appropriate code. Message numbers range
from 3000 to 3999, each being a pre-assigned recorded message. If you are not
using VR, a message number is still needed but you can use ‘1’ (or any number).

3. Click the Save icon.

4. Repeat these steps to enable additional statuses to display on Banner Financial

Aid Self-Service.

© SunGard 2008 Banner Financial Aid Self-Service
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Purpose

The Packaging Group Validation Form (RTVPGRP) allows you to define packaging groups
should allow display of award information on Banner Financial Aid Self-Service.

Banner form

"8 Packaging Group Validation RTVPGRP 7.8

Steps

Packaging
Group

Description

[pTEST

[Test of IM/FM

[FqurTy

|Equity

e

|Undergraduate

[sr

|Graduate

[noaDmT

|Not Admitted

[rEIZAR

[Rejected 1sIR

[usnock

|Undergraduate Mew On Campus FT

[uGLaTe

|Late Undergraduate

[sRLATE

|Late Graduate

[ueERLY

|Earl3r Undergraduate

|GrERLY

|Early Graduate

[noTRED

|Not Ready

Group

Jalal el s LS

Aveard

Jelelels oL LS

Info

Priority Priority Access

I
I
4
vt
et

Activity
Date

19-JUN-2008 (=]
[27-mar-z008

07-JUM-z007

07-JUM-2007

GETETS

07-JUN-2007

1z-NOV-Z2007

EETETT

23-JUN-2008

23-JUN-2008

EETETT .
07-JUM-2007

[07-3uN-2007

Follow the steps to enable student in particular packaging groups to see their awards on
Banner Financial Aid Self-Service.

1. Access the Packaging Group Validation Form (RTVPGRP).

2. Click the Info Access checkbox to allow packages for student in each group to
display on Banner Financial Aid Self-Service.

3. Click the Save icon.

4. Repeat these steps to enable additional groups to allow packaged to display on
Banner Financial Aid Self-Service.

Note: Does not display a student’s group code or description anywhere on Banner Financial
Aid Self-Service. Students that are not in a packaging group will still have awards display if
the fund is set up to display on the Fund Base Data Form (RFRBASE).
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Purpose

The Award Status Validation Form (RTVAWST) allows you to define fund award statuses and
indicate which statuses should allow funds to display on Banner Financial Aid Self-Service.

Banner form

d Status Validation RTY

Award Info Activity
Status Description Offer Accept Cancel Decline Letter Access Date
|Accepted 5 72 B B v v 19-5EP-2006 a8
|AA |Autn Accept [ e | | v v ’m
|ACPT |Accepted O "4 O O v v 19-SEP-2006
[acTL |actual O v O O v v 26-FEB-2005
[c [cancel O O w O v O [13-NOV-2007
[emce [cancelled O O v O I O 13-NOV-2007
|D |Dec|ined [ O O v " v ’m
[pEcL [Declined O O O v 4 v [04-34N-1995
[esT1 |Estimated I O O O v v 06-0CT-2006
|E><P |Did not accept w/in timeframe [ [ o [ [ v 21-SEP-2006
[o [offered v O O O v v [07-MAR-2006
[oFrD |offered 4 O O O I v 04-JAH-1995
|R |Rep|aced O [ W O v | ’m
|WA |Web Accepted [ e [ [ v v ’m
[wo [web Dedline O O O I v v 14-5EP-2006
[+ [cancel 0 O = O v O 07-MAR-2006
| | m O O O m m ]
Steps

Follow the steps to enable funds in a specific award status to display on Banner Financial
Aid Self-Service.

1. Access the Award Status Validation Form (RTVAWST).

2. Click the Info Access checkbox to allow funds in that status to display on
Banner Financial Aid Self-Service.

3. Click the Save icon.

4. Repeat these steps to enable additional statuses to display on Banner Financial
Aid Self-Service.
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Purpose

The Award Maintenance Form (RPAAWRD) allows you to change a student’s specific fund or
entire award to not display on Banner Financial Aid Self-Service.

Banner form

d Maintenance

Aid vear: |[o708 [T o !

Award Maintenance Fund &wards by Term  Disbursement Schedule

Fund Awards Amounts Overrides Locks/ Indicators

Fund Description Status Lock Information Access System

&d] ]
RIS [The Cooley Excellence Scholars |4 W [cd W =
[DIRECT [Federal Direct stafford Loan . W I @
|DLUNSB |Fedara\ Dirsct Unsub. Staffard ’o— W I E
|GBS |Geuﬁ°rey Bourne Schoarship ’,ﬂi W "4 W
[LsscH  [Lakisha Scholarship o] W [ E
PELL  [Federal Pell Grant an [ 4 s
PERK  |Federal Perking Loan [oFRD W I s

1| O = [ =

Summary lﬁ@
Group: LTesT [ *]Lakish'a test + Award Letter Package Date; [23-0CT-2005 [
Additional Stafford: |Default ~| & Pell Origination [ Ppackaging Lock
Borrower Based: [ [ Post Bachelor's Degree Pell Override [ Information Access
Dependency: i T HPPA 7 Group Lock
Preparatory or Teacher Certification: |N=No - Subsidized Loan Exclusion Amount:

Steps

Follow the steps to disable a student’s specific fund from displaying on Banner Financial Aid

Self-Service.

=

Access the Award Maintenance Form (RPAAWRD).

2. Enter an aid year in the Aid Year field and a student ID in the ID field.

3. Perform a Next Block function.

4. Click on the Locks/Indicators Tab.

5. Uncheck the Information Access checkbox for each fund you do not want to
display on Banner Financial Aid Self-Service for this particular student.

6. Click the Save icon.

Note: Awards total on the initial Financial Aid Status page and Award Package will include
only funds with info access checked. Use the batch posting to change the setting of
‘Information Access’ indicators. Design the appropriate population selections to use for
batch posting these items. Use the ‘AS’ Award Level Access Indicator option to batch post
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the info access indicator on a specific fund for students in your population selection.

Steps

Follow the steps to disable a student’s entire award from displaying on Banner Financial Aid
Self-Service.

1. Access the Award Maintenance Form (RPAAWRD).

2. Enter an aid year in the Aid Year field and a student ID in the ID field.
3. Perform a Next Block function twice to get to the Summary Tab.

4. Click on the Packaging Group Tab.

5. Uncheck the Information Access checkbox to prevent all awards from
displaying on Banner Financial Aid Self-Service for this particular student.

Note: The default is 'Y’ (checked). However, the fund must also have a message
number populated on RFRBASE for it to show on Banner Financial Aid Self-
Service.

6. Click the Save icon.

Note: Use batch posting to change the setting of ‘Information Access’ indicators. Design
the appropriate population selections to use for batch posting these items. Use the ‘AA’
Award Level Access Indicator option to batch post the info access indicator on a specific
fund for students in your population selection.
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Contracts and Exemptions
B :

Purpose

The Third Party Contract Rules Form (RPRCONT) allows you to identify which contracts
should display on Banner Financial Aid Self-Service.

Banner form

Contract Contract Term Estimated Exclude as Roll Info
ID Name Number Code Amount Resource Contract Access
- ] -]
|s00000041] [#BC Trucking Company o000t [z00a10 I 1,750.00 i i 7 -
00000041 [aB.C Trucking company [onooooo1 200820 [ 1,750.00 O O 7]
[sno0a0041 [#Bc Trucking company [a0oo0a0z [z00720 \ 1,000.00 [ O 7]
[s00000042 [advanced Concrete and Supply (0000001 [z00820 [ 150.00 i 7] W
va [american Express [a0oo007 [z00708 \ 2,500.00 [ O 7]
ve [american Express [oooo03sa [z00810 \ 1,200,00 W O 7]
[vs [aTer [oono0111 [z00810 [ 500.00 v 0 [
[sno0ze709 [Andrews Book stare [ooo01234 [z00810 \ 700.00 [m O 7]
‘9DDD26927 |Bah:n Inc. ‘EIEIIJEIEIEIEII |zuusgu ‘ 400.00 [ O "4
[s00033072 [#BC Trucking [s0003315 [zo0810 [ 1,200.00 M 7] M
‘BDDDEEIE\S |Ir|tersh|:e ‘EIEIIJIEIEIEII |zuuam ‘ 4,000.00 [ O "4
Steps

Follow the steps to enable a contract to display on Banner Financial Aid Self-Service.

1. Enter a valid contract ID in the Contract ID field or choose the dropdown to
search for a contract ID.

2. Choose the dropdown to search for a valid contract number and select. This will
bring back the valid contract number in the Contract Number field and the
appropriate term code in the Term Code field.

3. Enter an estimated amount if you would like to use an estimated amount from
RPRCONT.

4. Check the Information Access checkbox to allow this contract to display via
Banner Financial Aid Self-Service.

Note: This field can only be checked with the Exclude as Resource indicator is
unchecked.

5. Click the Save icon.

6. Repeat these steps to enable additional contracts to display on Banner Financial
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Aid Self-Service.

Purpose

The Exemption Rules Form (RPREXPT) allows you to identify which exemptions should
display on Banner Financial Aid Self-Service.

Banner form

Estimated Exclude as Roll Info
Term Exemption Description Amount Resource  Exemption Access
~] Y
[193610] o1 |Faculty/staff child [ 9,500.00 [ I v -
[199510 i [Facutty/staff child [ &,500.00 O 0 4
[z00810 156 [Testing Exemption Estimates [ 39.00 O " I3
[z00820 [18522 [Test Exemption [ 5,000.00 [ " "
[z00810 1974 [Exemption Sample [ 1,500.00 O 0 4
[z00810 (321 [Bridget Exemption [ 5,000.00 O 4 4
[zo08z20 [321 |[Eridget Exemption [ 5,000.00 r ] m
200550 455 [Test ms [ 1,000.00 [ O O
|2IZIEI81EI ‘snnn |New Exemption | 3,000.00 [ [ [
[z00708 [7777 [Full Exemption [ 4,000.00 r m m
[zo0e10 777 [Full Exemption [ 8,765.00 m O O
Steps

Follow the steps to enable an exemption to display on Banner Financial Aid Self-Service.

=

Access the Exemptions Rules Form (RPREXPT).

2. Enter the appropriate term code in the Term Code field or choose the dropdown
to select a term code.

3. Enter a valid exemption code in the Exemption field or choose the dropdown to
search for an exemption code.

4. Enter an estimated amount for this exemption.

5. Check the Information Access checkbox to allow this exemption to display via
Banner Financial Aid Self-Service.

Note: This field can only be checked with the Exclude as Resource indicator is
unchecked.

6. Click the Save icon.

7. Repeat these steps to enable additional exemptions to display on Banner
Financial Aid Self-Service.
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Outside Resources
' .

Purpose

The Resource Code Validation Form (RTVARSC) allows you define outside resources and
identify which resources should display on Banner Financial Aid Self-Service.

Banner form

source Code Validation RTV.

Resource Information Activity
Code Description Access Date

ac [americarps v [13-nov-zoo7 B
[poLLar  [Dallars for Scholars ¥ [11-a0iz007
HreH |High =choal scholarship ¥ |os-mar-zoos
|Lrons |Lians club scholarship ¥ |os-mar-zoos
[m1sc [Misc. scholarship ¥ [o7-nov-zoo7
[scHOLR  [scholarship ¥ [z9-avG-zoo7
[resT [Test Resource ¥ [19-mar-z00s
[buewTe  [uU United Kingdom Child/working Tax Credit ¥ [es-apr-zo07
[uuce | united Kingdom Disability Benefit ¥ [zs-apr-z007
[busrNT  [UU Grant ¥ [z5-apr-2007
[ouHe Ut United Kingdom Housing Benefit ¥ [es-apr-zo07
[uuHEBS  |UU United Kingdom HEBS Bursary/Scholarship ¥ [es-apr-zoo7
[uNsT  [UU Institutional Bursary ¥ [es-apr-zoo7

Steps

Follow the steps to enable outside resources to be displayed on Banner Financial Aid Self-
Service.

1. Access the Resource Code Validation Form (RTVARSC).

2. Click the Information Access checkbox for outside resource to display on
Banner Financial Aid Self-Service.

3. Click the Save icon.

4. Repeat these steps to enable additional outside resources you wish to display on
Banner Financial Aid Self-Service.
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Purpose

The Resource Maintenance Form (RPAARSC) allows you to change a student’s specific
resource to not display on Banner Financial Aid Self-Service.

Banner form

"mResource Maintenance RP LT D L el e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e
Aid Year: 0708 F iD: F|
Other Resources Amounts
Resource: ‘LIONS| E|L|ons Club Scholarship Estimated: =
Term: 200820 B Type: |€ Number: ’T |« Info Access Actual: 200.00
Resource: ‘ F| Estimated:
Term: F Type: |— Number: ’_ [ 1Info Access Actual:

Follow the steps to disable a student’s specific outside resource from displaying on Banner
Financial Aid Self-Service.

1. Access the Resource Maintenance Form (RPAARSC).

2. Enter an aid year in the Aid Year field and a student ID in the ID field.

3. Perform a Next Block function.

4. Uncheck the Information Access checkbox for each outside resource you do
not want to display on Banner Financial Aid Self-Service for this particular
student.

Note: the default 'Y’ will already be checked if the Resource Code Validation
Form (RTVARSC) was setup to globally display this resource. However, even if it
is checked on RPAARSC, the resources must also have the Information Access
Indicator checked on RTVARSC to display on Banner Financial Aid Self-Service.

5. Click the Save icon.

6. Repeat these steps to enable additional outside resources you wish to display on
Banner Financial Aid Self-Service.
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Steps

Follow the steps to enable a student’s non-coded outside resource to be displayed on
Banner Financial Aid Self-Service.

1. Access the Resource Maintenance Form (RPAARSC).
2. Enter an aid year in the Aid Year field and a student ID in the ID field.
3. Perform a Next Block function.

4. Check the Information Access checkbox for each non-coded outside resource
you want to display on Banner Financial Aid Self-Service for this particular
student.

5. Click the Save icon.

Note: The Calculated Resource Total displayed will include all resources from RPAARSC.
The total displayed and the resource listing will only display funds with ‘Info Access’ checked
on the Resource Code Validation Form (RTVARSC). A note appears indicating “If you have
any questions regarding any difference between the above total amounts and your
calculated total, please contact the Financial Aid Office.” Separate columns for Expected
and Actual Amounts will display. The Term Code will display if it is entered on the Resource
Maintenance Form (RPAARSC), otherwise it will display as ‘Not Applicable’.
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Basic Messages
[

Purpose

The Message Code Validation Form (RTVMESG) allows you build messages and indicate
which messages should display on Banner Financial Aid Self-Service.

Note: All non-coded student messages on ROAMESG Applicant Message Form will display,
unless it expired.

Banner form

Message Code: ’l— l+ Information Access =
Activity Date: ’m [ Stop Electronic Award Process

This dacument is required to complete the analysis of your financial aid file. Please download and submit the warksheet to the -
Text financial aid affice. .
Message Code: 18  Information Access
Activity Date: ’m ["I stop Electronic Award Process

Val's Message Example -
Text
Message Code: ’27  Information Access
Activity Date: ’m ["I stop Electronic Award Process

submit your loan fees for additional money -
Text

Steps

Follow the steps to enable messages to be displayed on Banner Financial Aid Self-Service.

1. Access the Message Code Validation Form (RTVMESG).

2. Click the Information Access checkbox for messages you wish to display on
Banner Financial Aid Self-Service.

Note: Students may see checked messages attached to a tracking document
using a link below listed unsatisfied requirements. Students may see messages
attached to a fund by clicking the appropriate fund code and a pop up window
will display the fund message or from an award messages link. Messages
attached to budget groups will not display on Banner Financial Aid Self-Service.
Messages attached directly to a student on the Applicant Messages Form
(ROAMESG) will only be seen from a link on the Financial Aid Status page.

© SunGard 2008 Banner Financial Aid Self-Service
Page 32



3. Click the Save icon.

4. Repeat these steps to enable additional messages you wish to display on Banner
Financial Aid Self-Service.
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Display Lender URL Information
[ ]

Purpose

The Lender Base Data Form (RPRLNDR) allows you to maintain lender information and
indicate if this lender should display on Banner Financial Aid Self-Service. In addition, you
can define a specific lender URL and URL Description to be viewable in the Loan History
section of Banner Financial Aid Self-Service.

Banner form

Lender Code: |500202 F

Name: |Bank One Activity Date: ’m
Contact: [sally Jones City: [madison
Address: |67E Bank One Street State or Province: ’?EI
Zip or Postal Code: 57042 EI
MNation: EI
Telephone: '_
Lender ID: [soozoz  [*]Bank one
Guarantor ID: [7s5 [=][FreLP - Service Agent
pre-Disbursement Recipient:  [7s5 [7)[FrELP - Service Agent
Post-Dishursement Recipient: |755 B‘FFELP - Service Agent

MNumber of Days for Changes: 'E
URL Description: |
URL: [

Participation
Inactive Ending

Active Program Inactive Date Year
"4 sS=Stafford - 31-DEC-20939 2099 =
"4 P=Parent PLUS - 31-DEC-2099 2099 E
"] G=Graduate PLUS 31-DEC-2099 2099 -
o - - I [ 3

Note: Setting up default lender description and URL is discussed in the Basic Overall Banner
Financial Aid Self-Service Controls Section of this Workbook.
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Steps

Follow the steps to set other lender’'s URL for Banner Financial Aid Self-Service.

1. Access the Lender Base Data Form (RPRLNDR).

2.

3.

7.

8.

Enter a Lender Code in the Lender Code field.
Perform a Next Block function.

Check Information Access Indicator if you want the lender to display on the
lender list.

Note: Only active lenders will show in the lender list.
Enter a description for this lender's URL in the URL Description field.
Enter the URL for this lender in the URL field.

Note: If you leave the lender specific URL blank on RPRLNDR, the default URL
on ROIANST will display.

Click the Save icon.

Repeat for additional lenders.

Note: When a student selects a lender via Banner Financial Aid Self-Service, it will
automatically update the student’s lender on RPASLND for that loan type.
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Satisfactory Academic Progress
[ ]

Purpose

The Satisfactory Academic Progress (SAP) description from the Satisfactory Academic
Progress Validation form (RTVSAPR) will display for each student according to their SAP
codes assigned on ROASTAT.

Note: There are no controls within Banner. All SAP statuses will display on Banner
Financial Aid Self-Service with effective term unless you disable the link with Web Tailor.
SAP Status history and term codes will also display when viewing the Academic Progress
Link via Banner Financial Aid Self-Service.

Banner form

SAP Prevent Prevent Prevent Message
Status Description Priority Packaging Disbursement Which aid Letter Number
[
ME  [tm-cm [ [ [ [mone -] | =
Tcm o [Tcm 2 O O [Mone - |
P1-cM  [p1-cM |2 O O [Mone - |
G-cM [a-cm 4 O O [Mane - [
‘G*GOOD |Ma|<ing SAP Progress |5 [ [ |Nona " | |
T-GPA [Termination GPA 3 4 rd [l aid - |
‘T-HR |Terrnination Hrs |7 [ [ |AII Aid v‘ | | -
[T-GPHR  [Termination GPA and Hrs |2 s s [all aid - |
‘T-MAX |Terrnination for Max Hours |10 [ v |AII Aid " | |
[P-GPHR  [Probation GPA and Hrs 15 0O 0O [Mane - [
r r r _ _ ; T r
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Logging into Banner Financial Aid Self-Service

Purpose

The Third Party Access Audit Form (GOATPAD) displays the history of a student’s user ID

and allows

you to change the PIN number to access Banner Financial Aid Self-Service.

Banner form

@ Third Party Ac

1D:

[aooo1ooes [+ [Lucky Dog

PIN:

User ID:

Third Party 1D:

LDAP User ID: |
Activity Source:

Current Third Party

Confirm New PIN: |

i @ [ Disabled [ Accepted Expiration Date: |23-JUN-2011 @

FAISUSR

|Idog [E Web Last Access Date: |21-JAN-2009 Activity Date: 22-1AN-2009
Sourced 1D: 109

ADMIN

Pin History Tl Barty Histary, WerfiEatiEn GUestEns WY AREWERS
User ID Activity Date
[Fatsusr [22-34n-2009 B
[Farsusn [21-14n-2008
|Farsusr [22-now-2008
[wrwwe_user [27-sEP-2008
[Farsusn [z7-cEp-2008
|Farsusr [27-sEP-2008
[Fatsusr |08-10L-2008
| |
| | &2
Steps

Follow the steps to change a student’s PIN number..

1.

2.

5.

Access the Third Party Access Audit Form (GOATPAD).

Enter student ID in the 1D field.

Perform a Next Block function.

Enter the new PIN in the PIN field (it will display as all asterisks).

Re-enter the new PIN in the Confirm New Pin field.
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6. Click the Save icon.

7. Click the Exit icon.

Purpose

The Third Party Access Form (GOATPAC) allows a user to disable or reset a student’s PIN
number and view when they last access Banner Financial Aid Self-Service.

Banner form

"B Third Party Acc

ID:  [200037854 [ [Test PIN web

Third Party Information

PIN Expiration Date: 26-0CT-2008 [

['web Access Terms Accepted Last Web Access Date:
Reset PIN:  [§) Third Party ID: [tweb
LDAP User ID: |

Follow the steps to reset or disable a student’s PIN number.
1. Access the Third Party Access Form (GOATPAC).
2. Enter the student ID in the ID field.
3. Perform a Next Block function.
4. Click the Reset Pin icon.

5. Click the PIN Disabled check box to disable a student from accessing Banner
Financial Aid Self-Service.

6. Click the Save icon.
7. Click the Exit icon.

Note: There is no master user ID and PIN for staff to use for access to Banner Financial Aid
Self-Service.
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Purpose

Crosswalk Validation (GTVSDAX) allows an institution to define when a student’s PIN is first
created. If you want a PIN created when a student exists first in Financial Aid, you would
use the entry for the RORSTAT Code.

Banner form

Internal
Code: PEBEMPL Sequence: Group: |CREATEFIN External Code: Y =
Description: |Create pin for PEBEMPL? Translation Code:
Reporting Date: @ [" System Required Activity Date: 08-DEC-2006
Code: RORSTAT Sequence: Group: |[CREATEPIN External Code: '
Description: |Create PIM for RORSTAT ? Translation Code:
Reporting Date: @ [ System Required Activity Date: 08-JUL-2008
Code: SARADAF Sequence: Group: |[CREATEFIN External Code: '
Description: |Create PIN for SAAADMS Translation Code:
Reporting Date: @ [ System Required Activity Date: 10-APR-2006
Code: SGBSTON Sequence: Group: |[CREATEFIN External Code: '
Description: Create PIN for SGASTON ? Translation Code:
Reporting Date: @ [ System Required Activity Date: 20-1AN-2005 =

Steps

Follow the steps to enable a PIN to be created when a student only exists in the Financial
Aid System.

1. Access the Crosswalk Validation Form (GTVSDAX).
2. Select the Enter Query button.

3. Enter CREATEPIN in the Group Field.

4. Select the Execute Query button.

5. Locate the Code RORSTAT.

6. Update the External Code field to V.

7. Click the Save icon.

8. Select the Exit icon.
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Purpose

Student will click on your link to Banner Financial Aid Self-Service. Sample information is
displayed below.

Note: Your institution’s information may look different.

Steps
Follow these steps to log in to Banner Financial Aid Self-Service as a student.
1. Access your institution’s Banner Financial Aid Self-Service Banner website.
2. Click on the Enter Secure Area button.

3. Enter the User ID in the User ID field and PIN in the PIN field (found on
GOATPAD in prior exercise).

4. Click the Login button.

SUNGARD' wasd UNIFEDDIGITALCAMPUS

SCT - HIGHER EDUCATION

Welcome to SUNGARD

1] Enter Secure Area
Prospective Students
Apply for Admission
General Financial Aid
Campus Directory
Class Schedule
Course Catalog
Alumni and Friends

RELEASE: 7.4

SCT - HIGHER EDUCATION

SUNGARD (T UNIFIEDDIGITALCAMPUS

Please enter your User Identification Number (ID} and your Personal Identification Number (PIN). When finished, select Login.
Please Note: ID is Case Sensitive
To protect your privacy, please Exit and close your browser when you are finished.

User ID: ‘

PIN:

[Login] [ Forgotpinz | [ Retrieve ID

RELEASE: 7.4
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Basic Web Talilor
[ ]

Banner Financial Aid Self-Service contains a web menu/procedure for each of the Banner
modules. If a person has the role of web tailor for any of the Banner modules, there will be
a corresponding link to the Web Tailor on their login page.

The role of Web Tailor consists of designing the look and feel of the web pages, information
text and additional HTML links to other informative web pages if desired. The key to Web
Tailor is to find the menus and know where the text and design will show on the user’s
page. Upon the installation of the Self-Service products, the data within the Web Tailor
pages are loaded into Oracle tables. This is a similar concept to “Seed” data upon Banner
installations. A Web Tailor page is a door to the Self-Service pages, which hold the images,
descriptions, links, etc. of the web pages within the Self-Service environment. Changing the
verbiage, adding links or otherwise customizing the Web Tailor pages, the Oracle tables that
store the data will also be updated with these changes. The Web Tailor menu consists of a
baseline copy of all the web pages/packages. Once a page is modified, a local copy is
created. This allows for future upgrades to take place without overriding any customization
a site has performed. Only one local copy is allowed per baseline copy, but it may be
changed as many times as desired. Deleting a web page will completely remove the page
from corresponding Oracle tables. If a page is no longer desired, simply disable it instead of
deleting it; this will allow for future use of the page with minimal reinstatement labor.
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Self Check

Directions

Use the information you have learned in this workbook to complete this self check activity.

Question 1

You want to activate or inactivate Banner Financial Aid Self-Service entirely for an aid year.
To do this, you should go to which of the below forms?

a. Installation Controls Form (GUAINST).

b. Third Party Access Form (GOATPAC).

c. Funds Management Form (RFRMGMT).

d. Institution Financial Aid Options Form (ROAINST).

e. Resource Maintenance Form (RPAARSC).

Question 2

The student will not be able to see their Cost of Attendance anywhere on Banner Financial
Aid Self-Service if you do not check the Display COA Detail checkbox on the Web
Processing Overview Tab.

True or False.

Question 3

If you do not want any awards in Canceled status to display on Banner Financial Aid Self-
Service, you would control this on the

a) Funds Management Form (RFRMGMT).

b) Award Status Validation Form (RTVAWST).

¢) Award Maintenance Form (RPAAWRD).

d) Institution Financial Aid Options Form (ROAINST).

e) Resource Maintenance Form (RPAARSC).
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Answer Key for Self Check

Question 1

You want to activate or inactivate Banner Financial Aid Self-Service entirely for an aid year.
To do this, you should go to which of the below forms?

d) Institution Financial Aid Options Form (ROAINST).

Question 2

The student will not be able to see their Cost of Attendance anywhere on Banner Financial
Aid Self-Service if you do not check the Display COA Detail checkbox on the Web
Processing Overview Tab.

False.

Question 3

If you do not want any awards in Canceled status to display on Banner Financial Aid Self-
Service, you would control this on the

b) Award Status Validation Form (RTVAWST).
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Advanced Tasks Operations

mEEE

Introduction

Banner Financial Aid Self-Service Basic advanced functionality exists to allow the student to
be more interactive in Banner Financial Aid Self-Service with the Financial Aid office. The
topics contained in this section include display of the following areas:

e description of Advanced Banner Financial Aid Self-Service

e review of Banner Financial Aid Self-Service Main Menu

e review of Banner Financial Aid Self-Service Control Menu

e advanced Overall Banner Financial Aid Self-Service Controls

e award Acceptance On-line

o satisfy Award Letter or Terms and Conditions Tracking Requirements

e choose Lender On-line

e print and Display Award Letter

e web Questions and Answers

e processing Web Applicant Reported Information

o display Web Text

e advanced Web Tailor.
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Objectives

At the end of this section, you will be able to:
e setup Banner Financial Aid Self-Service controls
e setup the display for funds and text
e setup display options
e manage award letter tracking requirements
e manage term and condition requirements
e enable students to select lenders online
¢ manage web questions

e review students’ reported information

manage web applicant response information.

Intended audience

Financial Aid office staff.
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Banner Financial Aid Self-Service Advanced

Controls
B

Purpose

On the Institution Financial Aid Options Form (ROAINST), you can set up basic overall
Banner Financial Aid Self-Service Controls.

This form enables you to:
¢ indicate if you want to display Award Messages with Terms and Conditions
e indicate if you want to allow a Partial Amount Acceptance of Funds
e indicate if you want to allow a Full Amount of Acceptance of All Awards Option
¢ indicate if you want to allow Students to Submit Outside Resource Detail
e indicate if you want to allow Students to Submit Award Information
¢ indicate if you want to display the Terms and Conditions Tab
¢ indicate if you want to print the Terms and Conditions
¢ indicate if you want to display the Accept Award Offer Tab

e indicate if you want to display the Special Messages Tab.
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Banner form

Aid Year:

Options

o =

Loan Options  Credit Hours  Exclude Course Levels Defaults (o= V= =l A= EN il b Processing Rules

[ Information Access Indicator

Web Processing Rules

[« Display Terms with Zero Award Amount
[+ Display Funds with Zero Award Amount

¥ Display Need Calculation ' Display ResourcesfAdditional Information Tab
¥ Display Cumulative Loan Amounts [+ Display Terms and Conditions Tab
¥ Display Outside Resource Detail [+ Print Terms and Conditions
¥ Display Award Messages with Terms and Conditions v Display Accept Award Offer Tab
¥ &llow Partial Amount Acceptance ¥ Display Special Messages Tah
¥ Allow Accept Full Amount of All Awards Option Value for Null Info Access Indicator:
¥ allow Student to Submit Outside Resource Information  Display Enrollment Status: W
v Allow Student to Submit Avsard Information Default Lender URL Description: |sa|\ie mae
¥ Display Housing Status Default Lender URL: |www.sa|hemae.cum
Web Accept Tracking Rules
Requirement Code Description Status Description Type Code
[ M
T&C Terms and Conditions |S— Received and Satisfied |A = award Acceptance v| =
W Web award Ltr |S— Received and Satisfied |A = Award Acceptance v| ")
[ | | =

Steps

Follow the steps to complete the process.

1.

2.

Access the Institutional Financial Aid Options Form (ROAINST).

Enter an aid year in the Aid Year field.

Perform a Next Block function.

Click on the Web Processing Rules tab.

Click the Information Access Indicator checkbox to turn on Banner Financial
Aid Self-Service for this aid year. This will allow students to choose this aid year

from the dropdown Menu.

Note: The aid year description the student will see comes from the Aid Year
Description field on ROAINST.

Click the Display Award Messages with Terms and Conditions checkbox to
display award messages on the Terms and Conditions tab of Banner Financial
Aid Self-Service.

Click the Allow Partial Amount Acceptance checkbox to allow students to
accept only partial amount of a fund.
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8. Click the Allow Accept Full Amount of All Awards Option checkbox to allow
a student to click one button to accept all awards for the full amount.

9. Click the Allow Student to Submit Outside Resources Information
checkbox to provide the student the capability to enter any outside resources
they will receive and submit this information to you via Banner Financial Aid Self-
Service.

10. Click the Allow Students to Submit Award Information checkbox if you
want to make a comments section available on the Accept Awards Tab on
Banner Financial Aid Self-Service.

Note: The Display Award Offer Tab checkbox must also be checked if you will
want to allow the students to submit award information.

11. Click the Display Terms and Conditions checkbox to display a tab for Terms
and Conditions. The terms and conditions text will be created by you using the
Web Text functionality described later in this workbook.

12. Click the Print Terms and Conditions checkbox to cause the terms and
conditions to print on an award letter when the student chooses to print from
Banner Financial Aid Self-Service.

13. Click the Display Award Offer Tab checkbox if you intend to allow students to
accept awards via Banner Financial Aid Self-Service. Additional setup is needed
and discussed later in this workbook.

14. Click the Display Special Messages Tab checkbox if you intend to allow
students to accept awards via Banner Financial Aid Self-Service. The student
special messages text will be created by you using the Web Text functionality
described later in this workbook.

15. Click the Save icon to save any changes.

16. Click the Exit icon.
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Award Acceptance Online

Banner form

78 Institution Financial &id Options ROAINST 7.11
aid vear:  [o708 [T
Qptions Loan Options  Credit Hours  Exclude Course Levels Defaults Campus/EDE Defaults

[ Information Access Indicator

Web Processing Rules

¥ Display Need Calculation

¥ Display Cumulative Loan Amounts

¥ Display Outside Resource Detail

¥ Display Award Messages with Terms and Conditions

[¥* &llow Partial Amount Acceptance

¥ Allow Accept Full Amount of All Awards Option

¥ allow Student to Submit Outside Resource Information
It Allow Student to Submit Award Information

¥ Display Housing Status

Value for Null Info Access Indicator:
Display Enrollment Status:

Default Lender URL Description:
Default Lender URL:

[« Display Terms with Zero Award Amount

[+ Display Funds with Zero Award Amount

' Display ResourcesfAdditional Information Tab
[+ Display Terms and Conditions Tab

¥ Print Terms and Conditions

v Display Accept Award Offer Tab

¥ Display Special Messages Tah

r=Use ¥ for Mull walue <
T=Term Enrallment i

|sa|\ie mae

|www.sa|l\emae.cum

Web Accept Tracking Rules

Requirement Code Description Status Description Type Code
[ M
TRC Terms and Conditions |S— Received and Satisfied |A = fward Acceptance v| =1
WEBAL Web Award Ltr |S— Received and Satisfied |A = Award Acceptance v| =7

Steps

Follow the steps to allow students to accept awards via Banner Financial Aid Self-Service.
1. Access the Institutional Financial Aid Options Form (ROAINST).
2. Enter an aid year in the Aid Year field.
3. Perform a Next Block function.
4. Click on the Web Processing Rules tab.

5. Click the Allow Partial Amount Acceptance indicator to allow students to
accept an award for a lesser amount.

6. Click the Allow Accept Full Amount of All Awards Option indicator to allow
students to click one button to accept all awards for their full amount instead of
having to accept each award individually.
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7. Click the Display Award Offer Tab indicator to allow the specific table to
display on Banner Financial Aid Self-Service that allows students to accept
awards.

8. Click the Save icon.

9. Click the Exit icon.
Note: Students will only be allowed to accept funds currently in an offered status. Funds
that are auto-accepted or already accepted cannot be updated by the student via Banner
Financial Aid Self-Service. This process is not allowed on packages or funds that are locked.
This process is not allowed on years that are coded as inactive.

Purpose

The Funds Management Form (RFRMGMT) allows you to control by fund which funds can be

accepted via Banner Financial Aid Self-Service.

Banner form

%aFund Management RFRMGMT 7.12 (C700)

Aid Year: [0708 [T

Fund Code: |DIRECT F Federal Direct Stafford Loan

I« Automatic Packaging

v Automatic Scheduling

[ Automatic Acceptance

I« Award Using Estimated EFC

[ Owerride Need

[" Override Need to Cost of Attendance
[ Override Satisfactory Academic Progress
[ Override Requirement

[ Replace EFC

[+ Reduce Need

¥ Loan Process

[ Need Analysis

i+ Award Letter

LMS Loan Fund:

Alternative Loan Program Type:

ACG Grade Level:
SMART Grade Level:
TEACH Level:
Round Award:
Round Schedule:
Memo Credit:

Disburse:

[ Web Accept Flag
[" Allow Web Lender Selection

Fund l@@ Disbursement Disburserment Locks Fund Comments  Budget  Detail Code Rules  Tracking Messages Copy
Award Maximum: Rehate Fee Percentage: ,715

Award Minimum: . Loan Fee Percentage: l—z

Offer Status: W[ﬂoﬁered Interest Rate: ,7

Accept Status: ACPT EA:cepted Direct Loan Indicator: |S:Suhsid\zad

Decline Status: ’HEDE:Imed Electronic Loan Indicator: |(Nuna)

Web Accept Status: WEA:cepted Manual Loan Indicator: |(Nune)

web Decline Status: ’HEDechned Self Help Reduction Percentage: |

1

(Mone)

Ll

{Mone)

1

(Mone)
RC=Round Cents

A=Accepted

i
=]
=2
4«

N=HMo disbursement

[ Equity Fund
[ Eligible to Roll

¥ Display PN Requirement on Web [ Count for NCAA

Steps

Follow the steps to enable funds to display on Banner Financial Aid Self-Service.
1. Access the Fund Management Form (RFRMGMT).
2. Enter an aid year in the Aid Year and a fund code in the Fund Code fields.

3. Perform a Next Block function
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4. Click on the Packaging tab.

5. Check the Web Accept Flag indicator if you want the student to be allowed to
accept this fund code on Banner Financial Aid Self-Service.

6. Click the Save icon.
7. Repeat these steps for any additional funds.

Note: This process does not apply to Pell Grants as the award status of a Pell Grant cannot
be updated.
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Satisfy Award Letter Tracking Requirements

Purpose

The Web Accept Tracking Rules on the Institutional Financial aid Options Form (ROAINST)
allows you to specify your tracking document that means Terms and Conditions so this
document can be satisfied when the student accepts their Terms and Conditions on Banner

Financial Aid Self-Service.

Banner form

8 Institution Financial Aid Options R

aid vear:  [o708 [T
Qptions Loan Options  Credit Hours  Exclude Course Levels

Defaults

Campus/EDE Defaults RN

[ Information Access Indicator

Web Processing Rules

¥ Display Need Calculation

¥ Display Cumulative Loan Amounts

¥ Display Outside Resource Detail

¥ Display Award Messages with Terms and Conditions

¥ &llow Partial Amount Acceptance

v Allow Accept Full Amount of All Avards Option

I Allow Student to Submit Outside Resource Information
[ allow Student to Submit Award Information

[¥* Display Housing Status

Value for Null Info Access Indicator:
Display Enrollment Status:

Default Lender URL Description:
Default Lender URL:

[« Display Terms with Zero Award Amount

[+ Display Funds with Zero Award Amount

' Display ResourcesfAdditional Information Tab
[+ Display Terms and Conditions Tab

¥ Print Terms and Conditions

[+ Display Accept Award Offer Tab

¥ Display Special Messages Tab

r=Use ¥ for Mull walue <
T=Term Enrollment 2

|sa|\ie mag

|www.sa|l\emae.cnm

Web Accept Tracking Rules

Requirement Code Description Status Description
v ]
T&C Terms and Conditions S Received and Satisfied
WEBAL ‘web Award Ltr E Received and Satisfied

Type Code

I3

|A = Award Acceptance

|A = Award Acceptance

a2

Steps

Follow the steps to allow an Award Letter tracking requirement to be automatically satisfied
in Banner when the student accepts their final award via Banner Financial Aid Self-Service.

1.

2.

3.

4.

Access the Institutional Financial Aid Options Form (ROAINST).
Enter an aid year in the Aid Year field.
Perform a Next Block function.

Click on the Web Processing Rules tab.
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5. Enter the your tracking requirement for Award Letter in the Requirement Code
field or choose the dropdown and select the appropriate requirement code.

6. Enter the satisfied tracking status in the Status field that you would like Banner
to use when updating the tracking requirement or choose the dropdown and
select the appropriate status.

7. Choose Type Code of web acceptance being tracked by this tracking
requirement.

8. Perform a Next Block function
9. Click the Save icon.
10. Click the Exit icon.

Note: The Award Letter tracking requirement you are using must already exist on
RRAAREQ for a student in order to use this functionality. System indicator for tracking
document satisfied in this manner will be a W for Web. The requirement is only satisfied if
‘no’ funds remain in an offered status, not just web enables funds. Multiple requirement
codes are possible.
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Satisfy Terms and Conditions Tracking

Requirements
B .

Banner form

aid vear:  [o708 [T

Options Loan Options  Credit Hours  Exclude Course Levels Defaults (o= V= =l A= EN il b Processing Rules

[ Information Access Indicator

Web Processing Rules i .
[« Display Terms with Zero Award Amount

[+ Display Funds with Zero Award Amount

¥ Display Need Calculation ' Display ResourcesfAdditional Information Tab
¥ Display Cumulative Loan Amounts [+ Display Terms and Conditions Tab
¥ Display Outside Resource Detail [+ Print Terms and Conditions
¥ Display Award Messages with Terms and Conditions [+ Display Accept Award Offer Tab
¥ &llow Partial Amount Acceptance ¥ Display Special Messages Tab
v Allow Accept Full Amount of All Avards Option Value for Null Info Access Indicator:
¥ &llow Student to Submit Outside Resource Information  Display Enrollment Status: W
¥ &llow Student to Submit Award Information Default Lender URL Description: |sa|\ie mae
[¥* Display Housing Status Default Lender URL: |www.sa|hemae.cnm
Web Accept Tracking Rules
Requirement Code Description Status Description Type Code
] [
TaC Terms and Conditions |S— Received and Satisfied |A = Award Acceptance v| =
W Web Award Lir E Received and Satisfied |A = Award Acceptance v| og
[ | | =

Steps
Follow the steps to require a student to accept the terms and conditions via Banner
Financial Aid Self-Service prior to accepting awards. In addition, the appropriate tracking
requirement will automatically be satisfied in Banner when the student accepts their terms
and conditions via Banner Financial Aid Self-Service.
1. Access the Institutional Financial Aid Options Form (ROAINST).
2. Enter an aid year in the Aid Year field.

3. Perform a Next Block function.

4. Click on the Web Processing Rules tab.
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5. Enter the your tracking requirement for terms and conditions in the
Requirement Code field or choose the dropdown and select the appropriate
requirement code.

6. Enter the satisfied tracking status in the Status field that you would like Banner
to use when updating the tracking requirement or choose the dropdown and
select the appropriate status.

7. Choose Type Code of web acceptance being tracked by this tracking
requirement.

8. Perform a Next Block function.
9. Click the Save icon.

Note: The Terms and Conditions tracking requirement you are using must already exist on
the Applicant Requirements Form (RRAAREQ) for a student in order to use this functionality.
System indicator for tracking document satisfied in this manner will be a ‘W’ for Web. Be
sure to not enable the Terms and Conditions information on the Institution Financial Aid
Options Form (ROAINST) until you have setup the appropriate information. If you enable
the Terms and Conditions functionality in Banner Financial Aid Self-Service prior to a student
being assigned this tracking document, the student will see the following message:

You have accepted the Terms and Conditions.

illf

Institution specific terms and conditions are built with the web text functionality explained
later in this workbook. If the student has not accepted the terms and conditions, they will
see the following options and will not be able to access the Accept Award Offer tab.

General Information Award Overview Resources/Additional Information FGEELLReGILITTER Acce pt Award Offer 'Special Messages

Terms and Conditions

Financial Aid is awarded based on you maintaining satisfactory academic progress as outlined in the university catalog. You must be
enrolled at least half-time to be eligible for most financial aid funding. If you register for classes but do not attend beyond the second
week, you must officially drop the course and you may be responsible for charges incurred Please be aware that the financial aid office
reserves the right to adjust your awards due to changes in enrollment, satisfactory academic progress, availability of funds, or
additional informaiton received. You must accept these terms and conditions to be eligible for Financila Aid at XYZ University.

[ Accept | [ Do Not Accept |
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Once the student accepts these terms and conditions, the following message will display
each time this page is accessed.

E%J You have accepted the Terms and Conditions.

If the student chooses the Do Not Accept button, the following message will appear:

[ Windows Intemet Explorer TE]

l,-"__h' , If you choose not to accept the Terms and Conditions, then you will
Y not be eligible to receive aid.

[ QK ] ’ Cancel ]

Clicking the OK button will bring them back to the General Information tab. Clicking the
Cancel button will allow them to choose to accept.
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Choose Lender Online
[ ] .

Purpose

The Banner Electronic Loan module contains logic to store a student’s lender on the Student
Lender History Form (RPASLND). In addition, lenders can be coded as active or inactive on

the Lender Base Data Form (RPRLNDR). Information on these two forms can be found in
the Electronic Loans workbook.

The Funds Management Form (RFRMGMT) allows you to indicate for your loan funds if a
lender can be chosen online for this fund.

Note: Students will only be given the Choose Lender Option if they currently do not have
an active lender in history (on RPASLND). Only lenders coded as active on RPRLNDR will be
in the list of lenders displayed when the student is selecting a lender.

Banner form

’%_E Fund Management RFRMGHK
Aid Year: |0708 F
Fund la@ Disbursement Disbursement Locks  Fund Comments

Aviard Maximum:
Aviard Minimum:
Offer Status:
Accept Status:
Decline Status:

Fund Code: |STFD FFedera\ Stafford Loan

Budget Detail Code Rules

Tracking

Messages

Web Accept Status:
Web Decline Status:

[ esman
T
Wmoﬁered
’HEAccepted
’HBDechned
’HEAccepted
’HBDechned

[+ Automatic Packaging

[+ Automatic Scheduling

[ Automatic Acceptance

[+ Aveard Using Estimated EFC

[ Override Need

[ Override Need to Cost of Attendance
[Override Satisfactory Academic Progress
[Override Requirement

[/Replace EFC

v Reduce Need

¥ Loan Process

v Need Analysis

v Award Letter

Rebate Fee Percentage:

Loan Fee Percentage:

Interest Rate:

Direct Loan Indicator:
Electronic Loan Indicator:
Manual Loan Indicator:

Self Help Reduction Percentage:
LMS Loan Fund:

Alternative Loan Program Type:
ACG Grade Level:

SMART Grade Level:

TEACH Level:

Round Award:

Round Schedule:

Memo Credit:

Disburse:

v Web Accept Flag
v Allowr Web Lender Selection
[ ' Display PN Requirement on Web

1]

|(None)

[5=subsidized

|(None)

1]

|(None)

|(None)

[oo1 ~]

|RD=Rnund Daollars

|A=Accepted

|N=Nn dishursement

[+ Equity Fund
["/Eligible to Roll
[ Count for NCAA
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Steps
Follow the steps to enable a student to choose an active lender online.

1. Access the Fund Management Form (RRFMGMT).

2. Enter an aid year in the Aid Year and a fund code in the Fund Code fields.

3. Perform a Next Block function

4. Click on the Packaging tab.

5. Check the Allow Web Lender Selection box if you want the student to be
allowed to choose a lender for this fund code on Banner Financial Aid Self-
Service.

6. Click the Save icon.

7. Repeat these steps for any additional funds.
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Print and Display Award Letter
[

Students will have the ability to print an award letter from the Award Overview tab or the
Accept Award Offer tab.

General Information Award LN Resources/Additional Information Term and Conditions Accept Award Offer Special Messages

Print

The award letter will print and will look very similar to the Award Overview tab on Banner
Financial Aid Self-Service. The terms and conditions will also print at the end of the award
letter if the Print Terms and Conditions checkbox was selected on the Web Processing
tab of the Institution Financial Aid Options Form (ROAINST).

You can add your logo to the printed award letter via Web Tailor.
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Web Questions and Answers
[ ]

Purpose

The Web Questions Validation Form (RTVWEBQ) contains the validation codes for any
guestion you choose to ask the student on Banner Financial Aid Self-Service. These codes
are defined and maintained by the institution.

Banner form

Question Code Description

I3

‘ADMITI |F\sk if student is admitted
‘EXTRAC |Asl< about extra-curric intrst

‘SUMMER |F\sk about summer enrollment

Steps
Follow these steps to create Web Question Codes.
1. Access the Web Question Validation Form (RTVWEBQ).
2. Enter a question code in the Question Code field.
3. Enter a description in the Description field.
4. Click the Save icon.

5. Repeat these steps for any additional question codes.
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Purpose

The Web Question and Answer Rules Form (RORWBQA) allows you to define the question
text and characteristics and what rules to follow according to a student's answer.

Banner form

Aid Year: [0708 FQDD?QDDS Financial Aid rear

CQuestion Rules [ETsEEIRE =S

Question Code: ADMIT EI Answer Type: |L=Deﬁned List: v| v Active Indicator =
Display Sequence Number: 1 Question Occurrence: |O=Once for aid Year '| v Required Indicator
Question Text: ‘Hava you been admitted to SunGard HE University? =

-]
Question Code: EXTRAC EI Answer Type: |T:Frae Form Text v| v Active Indicator
Display Sequence Number: 2 Question Occurrence: |O=Once for aid vear v| [ Required Indicator
Question Text: ‘In what types of extra-curricular activities might you be interested in participating? =

-

Question Rules

Question Code Stop Processing Answer ¥Yalue Message Code

i &
|N=Does Mot Stop Processing v| |Yes ]
[aDmrT [s=This specific Defined Answer - [mo ADMT

Steps
Follow the steps to define set rules for questions on Banner Financial Aid Self-Service.
1. Access the Web Questions and Answer Rules Form (RORWBQA).
2. Enter an aid year in the Aid Year field.
3. Perform a Next Block function

4. Enter a Question Code or click on the drop down to select a Question Code
from the Web Question Validation Form (RTVWEBQ).
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5. Choose Answer Type for this question:
L = Defined List (You will define values on next tab)
N = Numeric
T = Free Form Text

6. Enter a Sequence Number. This number determines the order in which the
guestions will display in Banner Financial Aid Self-Service.

7. Enter the Question Occurrence:
E = Every Time Awards are Accessed
O = Once for Aid Year
U = When Unaccepted Awards Exist
8. Enter Question Text.
9. Click the Save icon.

10. Click on Answer Rules tab.

11. Question Code will default in from first tab. Indicate if you want to Stop
Processing for any specific answer values.

You can choose to stop processing under the following conditions:
A = Any not null answer will stop processing

N = This specific answer does not stop processing (define in Answer Value
column)

S = This specific answer does stop processing (define in Answer Value column)
Z = Any Answer > Zero will stop processing
(None)

Note: Your valid choices here will depend on your Answer Type chosen for
Question.

© SunGard 2008 Banner Financial Aid Self-Service
Page 62



12. For any value that stops processing, you also can attach a message code. This
message code must first be built on RTVMESG and have the Stop Electronic
Award Process indicator checked.

Note: When a student answers the question with a value that stops processing
the following happens:

The student is brought back to the General Information tab in Banner
Financial Aid Self-Service with the assigned message showing. If there is no
assigned message or the message is expired, the student will see a generic
message indicating ‘No Award Information Available’.

The Information Access indicator on the Award Maintenance Form
(RPAAWRD) is unchecked so the student will not be allowed to access award
information.

The message is assigned on the Applicant Messages Form (ROAMESG).

13. Repeat these steps for any additional question codes.

Banner forms

essage Code Validation RTWMESG 7.12 (C700) .

il Message Code: ADMT v Information Access =
Activity Date: 13-NOVY-2007 v Stop Electronic Award Process
In order to be eligible for federal student aid, you must first be admitted to a degree program. Contact the Admissions Office at -
509.235.4692 for an application. o
Text L "
~
Message Code:; ADY I+ Information Access
Activity Date: 24-DEC-2005 [/ Stop Electronic Award Process
Congratulations on your UDC Endowed Scholarship Award, Please note that a Thank you Letter to the donor is required before your -
Text schaolarship can be awarded. The donor of this scholarship was Matthew Allen. You can search for his record and email him directly
ex from Self Service. Please complete your thank you letter and contact the Advancement Office at http:/fwww sungardsct.com. Again,
congratulations on your award, B

vm Applicant Messages

fid vear: [o7os [ ID:  [300037854 (7 [Test PIN web

Message Code: ADMT B In order to be eligible for federal student aid, you must first be admitted to a degree program. Contact the Admissions Offic =

Expiration Date: |11-nov-2008 (5] Activity Date:  [27-0CT-2008 User ID:  |FAISUSR

-

Message:

1
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Processing Web Applicant Reported

iInformation
. .

Purpose

The Web Applicant Reported Information Form (RPAINFO) allows you to review outside
resource information, award information and question responses submitted by applicants.

Banner form

1 Applicant Reported Information RPAIMFO 7.12

Aid Year: |D?DS F ID: | F| Type: Records Displayed:
1D: | Type: |R=Outswde Resource Information 'l |~
Resource: | E|Lions Club Scholarship Review Status: |N:Not Reviewed v|

Term: WE
Estimated Amount: Z,000,00

Actual Amount:

" update applicant Resource Table

|

[ Applicant Resource Table Updated

Question Code: l— Question Text: a
Message Code: l— B
Comments/ ;
Answer: ]
Create Date: ’W

1D: | ‘ Type: |Q=Quast\on Response v|
Resource: |— _E| Review Status: |N=Nnt Reviewed v|
Term: I—E

Estimated Amount:

Actual Amount:
Question Code:

Message Code:

Comments/
Answer:

Create Date:

EXTRAC
’_

[Update Applicant Resource Table
[l Applicant Resource Table Updated

Question Text:

In what types of extra-curricular activities might you be interested in participating?

Girls Basketball
Debate Club

27-0CT-2008

al v fla]. ]
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Steps

Follow the steps to review a student’s reported information from Banner Financial Aid Self-
Service.

1. Access the Applicant Reported Information Form (RPAINFO).

2. Enter an aid year in the Aid Year and a student ID in the Student ID fields.
You can also narrow your query down by Type and Records Displayed.

Type:

All

A = Award Information
Q = Question Response
R = Outside Resource
Records Displayed:
All

N = Not Reviewed

P = Pending

R = Reviewed

3. Perform a Next Block function

4. Review each response and once complete, update review status to Reviewed.
You can also use the Pending status if further action is needed and you want to
mark this response in progress.

Note: When you indicated Reviewed to a question that was set to Stop
Processing:

5. The student can then view award information in Banner Financial Aid Self-
Service.

The Information Access indicator on the Award Maintenance Form
(RPAAWRD) will be rechecked so student can access award information.

The message originally assigned on the Applicant Messages Form (ROAMESG)
due to stop processing will be expired.
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If a student entered information indicating he/she is receiving an Outside
Resource, the resource name, term code, and dollar amount will display on
RPAINFO. You have the option to take this information and manually enter it
into the Resource Maintenance Form (RPAARSC) or you can click on the Update
Applicant Resource Table checkbox and Banner will update the Resource
Maintenance Form (RPAARSC).

Note: You will still want to review the student’'s award and verify there is no over
award.

6. Click the Save icon.

7. Repeat these steps for any additional responses.
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Purpose
The Web Applicant Info Process (RPPINFO) can be utilized to identify students who need to

have information reviewed. This process reports the appropriate information from the Web
Applicant Reported Information Form (RPAINFO) according to the parameters you choose.

Banner form

Process: |RPPINFO F|Web Applicant Info Process Parameter Set: F

Printer Control

Printer: | E Special Print: Lines: |55 Submit Time:

Parameter Values

Number Parameters values
5] &4

o1 [sid Year Code o7oe B
E ‘Record Type |L

E ‘Rewew Status |L

’I ‘Resource Records to Select |n

E ‘Beg\nnlng Drate | B
E ‘Ending Date |

’F ‘Sort Order |N

E ‘App\icatiun 10 | =

LENGTH: 1 TYPE: Character O/R: Required M/S: Single
Sort report by [M]ame, (I)d, (R)eview status/Mame, or (S)Review statusfID.

Submission

[ Save Parameter Set as Name: Description: “'Hold ® Submit

Steps
Follow the steps to report Web Applicant Response Information.
1. Access the Web Applicant Info Process (RPPINFO).
2. Perform a Next Block function

3. Select a printer or enter DATABASE in the Printer field.

4. Perform a Next Block function
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5. Use this table to enter the appropriate data for the various parameters.

Number

01

02

03

04

05

06

07

08

09

10

11

Parameters
Aid Year Code

Record Type

Review Status

Resource Records

to Select

Beginning Date

Ending Date

Sort Order

Application ID

Selection ID

Creator ID

User ID

Action
Enter Valid/Active Aid Year Code

Report out by Record Type: [L] all records,
(R)esources, (A)wards, (Q)uestions

Report out by Review Status: [L] all
records, (R)eviewed, (N)on-reviewed,
(P)ending

Report out Resource Records: (A)ll,
(N)on-updated, (U)dated, Blank for none

Enter a beginning create date for records to
select

Enter an ending create date for records to
select

Sort report by [N]ame, (I)d, (R)eview
status/Name, or (S)Review Status/ID

Enter an Application ID if using a population
selection

Enter a Selection ID if using a population
selection

Enter a Creator ID if using a population
selection

Enter a User ID if using a population
selection

6. Move your cursor to the Submission block and click the Submit radio button.

7. Click the Save icon.

Result: This will execute the job and will generate a report.
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Purpose
The Web Applicant Info Purge Process (RPPPINF) can be utilized to purge data from the

Web Applicant Reported Information Form (RPAINFO) according to the parameters you
choose.

Banner form

Process: |[RPPPINF = [web Applicant Info Furge Parameter Set: I

Printer Control

Printer: | EI Special Print: Lines: |55 Submit Time:

Parameter Values
Number Parameters values

5] 5]
‘Aid Year Code | =1
‘Recurd Type |L
‘Rewew Status |R

‘Resnurce Records to Purge |

‘Beg\nning Date |

HEEEQEEE

‘Endlng Date |
‘Print Purged Records |Y
‘Snrt Order |N -

LEMNGTH: 4 TYPE: Character O/R: Required M/S: Single
Valid &id Year Code,

Submission

[T save Parameter Set as Mame: Description: “'Hold ® Submit

Steps
Follow the steps to purge the Web Applicant Response Information Form (RPAINFO).
1. Access the Web Applicant Info Purge Process (RPPPINF).
2. Perform a Next Block function
3. Select a printer or enter DATABASE in the Printer field.

4. Perform a Next Block function
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5. Use this table to enter the appropriate data for the various parameters.

Number

01

02

03

04

05

06

07

08

09

10

11

12

Parameters
Aid Year Code

Record Type

Review Status

Resource Records

to Purge

Beginning Date

Ending Date

Report Purged

Records

Sort Order

Application ID

Selection ID

Creator ID

User ID

6. Click the Submit radio button.

7. Click the Save icon.

Action
Enter Valid/Active Aid Year Code

Purge by Record Type: [L] all records,
(R)esources, (A)wards, (Q)uestions

Purge by Review Status: [L] all records,
(R)eviewed, (N)on-reviewed, (P)ending

Purge Resource Records: (A)ll,
(N)on-updated, (U)dated, Blank for none

Enter a beginning create date for records to
purge

Enter an ending create date for records to
purge

Print purged records. [Y]es or (N)o
Sort report by [N]ame, (1)d, (R)eview
status/Name, or (S)Review Status/ID

Enter an Application ID if using a population
selection

Enter a Selection ID if using a population
selection

Enter a Creator ID if using a population
selection

Enter a User ID if using a population
selection

Result: This will execute the job and will generate a report.

Note: If you purge responses to a Once per Year question within the aid year, it will require
the student respond to the question again in that same aid year.
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Web Text

Purpose

Student-specific web text can be used to display different text to a group of students and to
display your terms and conditions information.

Banner form

Text Rule Code Description

|FaFsa

[FaFsa B

|GRADE LEVEL INFORMATION TEXT |Grade Level Info Text Rule

[PLus Loan ELIGIBILITY [Plus Loan Eligibility

[resT

|TE st

Steps

Follow the steps to create Web Text Rule Codes.

1.

2.

Access the Web Text Rules Validation Form (RTVWTXT).

Enter a text rule code in the Text Rule Code field and a description in the
Description field.

For example, create a Text Rule Code to allow specific text to show for all
students who have completed a FAFSA for a specific aid year.

Click the Save icon.

Repeat these steps for any additional codes.
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Purpose

The SQL Rules tab on Web Text Rules Form (RORWTXT) allows you to define the rules to
follow when displaying web text.

Banner form

Yo Wdeh Test Rules RORMTNT 718 (0RO (i e L e L L e L L L B L L e L s e 3
Aid Year: WF 2007-2008 Financial aid year Rule: |FaFsa F|FF\FSA
SOL Rules Select Walue Rules
Validate User ID: FAISUSR
@ Test Rule Activity Date: W

|»
Y

SQL Statement: |SELECT '1' FROM RCRAPPL
WHERE RCRAPP1_INFC_CODE = 'EDE' AND
RCRAPP1_AIDY_CODE = :AIDY

1

Available for Lookup

Table: EI Column: B Parameter: - |

Steps
Follow the steps to create the rule for the Web Text Code you just built.
1. Access the Web Text Rules Form (RORWTXT).
2. Enter an aid year in the Aid Year field and a web text code in the Rules field.
3. Perform a Next Block function

4. Enter the SQL statement in the SQL Statement field that should be used to
select your group of students who should have specific text displayed.

Example: SELECT ‘1’ FROM RCRAPP1
WHERE RCRAPP1_INFC_CODE = ‘EDE’ AND
RCRAPP1_AIDY_CODE = :AIDY

Will bring back a value of ‘1’ for all students who have an EDE record for the
specified aid year.
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5. Click the Save icon.

6. Click on the Validate icon to allow Banner to validate the SQL logic. If the SQL
logic is correct and validates, you will receive this message:

® SOL statement has been validated.

In addition, the Validated indicator will be checked on the Banner form. You
cannot use this rule until it is validated.

If the SQL logic is incorrect, you will receive a Banner Error and Warning
Messages box indicating the SQL error. In this case, fix the error, save, and
validate again.

7. To test a student, enter in the student ID in the ID field and click Execute. The
Calculated Select Value field will display. You can also test a student for a
different aid year (other than the one in the key block) by completing the ID and
Alternate Aid Year fields and clicking Execute.

‘Test Rule RORWTXT 7.12 (TEST)

1D: [ZI @ Execute
Self-Service Tab: |GI=GeneraI Information v| Clear and Return to Data Entry
alternate Aid Year: | EI [B] Close

Calculated Select Yalue:

| Display Text in Self-Service

Note: To define the text you want displayed for returned values, refer to the next screen
shot and procedures.
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Purpose

The Select Value Rules tab on Web Text Rules Form (RORWTXT) allows you to define the
heading, the specific text you wish to display according to the value returned by the SQL
Rules, and the Self Service tab to display the text.

Banner form

Aid Year: |0708 FEDD?-EDDB Financial Aid Year Rule: |FAFSA F|FAFSA
SOL Rules Select Walue Rules

Self-Service Tab: |GI=GEnEra| Information -

Select Yalue: |1 v Active =]

Heading: Financial aid Application -
)

Text: Thank you for completing your Free Application for Financial Aid. The information shown in the subegquent tabs is based off the =

information Roosevelt received on your FAFSA. ="}

=

Select value: | Ol Active

Heading: =
=

Text: =]
-

Follow the steps to define the text you wish to display according to your rule on the SQL
Rules tab.

1. Click on the Select Values Rules tab of the Web Text Rules Form (RORWTXT).

2. Choose the Banner Financial Aid Self-Service tab you wish to display the
appropriate text.

Note: You can use the same rule and choose different text for different tabs on
Banner Financial Aid Self-Service.

3. Enter a value in the Select Value field.

Example: the SQL from this rule will bring back a ‘1’ for any student who has an
EDE record. Your select value would be a 1.

4. Enter a heading in the Heading field for this text. The heading will display in
bold above the text on Banner Financial Aid Self-Service. You can leave the
Heading field blank if you do not wish to have a heading for this text.
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5. Enter the text in the Text field you wish to display for all students with this
value.

6. Click the Save icon.

7. Repeat these steps for any additional values this SQL may return.
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Purpose

The Select Web Tab Rules Form (RORWTAB) is necessary for you to define which text you
wish to show on each tab and in a particular sequence.

Banner form

@ web Tab Rules =8 FallE (CR) e e e e e e R e e e e R e R e e e
Aid Year: (0708 FEDD?QDDS Financial &id vear Self-Service Tab: | =I1=General Information
Display Sequence
Text R[ﬂe Code Description Number
A
[FaFss] [FaFsA [ 2 =
|GRADE LEVEL INFORMATION TERT (Grade Level Infa Text Aule [ 5

Follow the steps allow the text to display on a specific Banner Financial Aid Self-Service tab
and in a particular order.

1. Access the Web Tab Rules Form (RORWTAB).

2. Enter an aid year in the Aid Year field and a web text code in the Rules field.

3. Perform a Next Block function

4. Enter in the text rule codes in the Text Rule Code fields for which you want to
display on that specific tab and put in a specific sequence number. You can also
choose the dropdown in the Text Rule Code field to choose the appropriate

code.

Note: leave room in between the sequence numbers to allow for inserting
additional codes at a later time.

5. Click the Save icon.
6. Repeat these steps for any additional tabs and/or rules.

Note: Information on this form displays alphabetically by Text Rule Code, not by sequence
number.
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Purpose

The Web Variable Validation Form (RTVWVAR) allows you to define variables you wish to
use in your web text. These variables can calculate or pull specific student information to
insert into text.

Banner form

"ga web Variable Validation RTWWWAR 7,12 (CTO0) [l T e T K |
Variable Code Description
|erapE LEveL |Grade Level variable B
[PLUS LoAN ELIGIRILITY [PLUS Loan ELigibility

Steps
Follow the steps to create Web Variable Codes.
1. Access the Web Variable Validation Form (RTVWVAR).

2. Enter a web variable code in the Variable Code field and a description in the
Description field.

Example: create a Variable Code called PLUS_LOAN_ELIGIBILITY and enter a
description.

3. Click the Save icon.

4. Repeat these steps for any additional variable codes.
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Purpose

The Web Variable Rules Form (RORWVAR) allows you to create SQL rules to select or
calculate the variable information.

Banner form

’E_E Web Variables RORW

Variable: |PLUS LOAN ELIGIBILITY F|PLUS Loan ELigibility
 validated validate User ID: FAISUSR
[&] Test Rule Activity Date: [27-0CT-2008

v
&

SQL Statement:  |splECT (RNVANDO_BUDGET_AMOUNT - RMYANDO_OFFER_AMT) FROM RNVANDO
WHERE RNWANDO_AIDY_CODE = :AIDY

Available for Lookup

Table: B Column: E Parameter: - ‘

Steps
Follow the steps to create the rule for the Web Variable Code you just built.
1. Access the Web Variables Rules Form (RORWVAR).

2. Enter an aid year in the Aid Year and a web variable code in the Variable
fields.

3. Perform a Next Block function

4. Enter the SQL statement in the SQL Statement field that should be used to
calculate your variable to insert in the web text.

Example: SELECT RNVANDO_UNMET_NEED FROM RNVANDO
WHERE RNVANDO_AIDY_CODE = :AIDY AND
RNVANDO_PIDM = :PIDM

This statement will bring back a calculated value for each student selected in
your web text criteria.
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5. Click the Save icon.

6. Click on the Validate icon to allow Banner to validate the SQL logic. If the SQL
logic is correct and validates, you will receive a box indicating:

® SOL statement has been validated.

In addition, the Validate indicator will be checked on the Banner form. You
cannot use this rule until it is validated.

If the SQL logic is incorrect, you will receive a Banner Error and Warning
Messages box indicating the SQL error. In this case, fix the error, save, and
validate.

7. To test a student, enter in the student ID in the ID field and aid year in the Aid
Year field and click Execute. The Calculated Value will display.

raTest Rule ROR 7.12 (TEST)

1D: E @ Execute
Aid Year: EI Clear and Return to Data Entry
Calculated Value: (8] close

8. To add this variable to your web text, enter it on the Web Text Rules Form
(RORWTXT) for your PLUS_LOAN_ELIGIBILITY text. The format in using a
variable is shown in this example:

Your parents may be eligible to borrow up to $<**PLUS_LOAN_ELIGIBILITY**>
in the Federal PLUS Loan.

9. Click the Exit icon.
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Advanced Web Tailor

Purpose

Banner Self-Service contains a web menu/procedure for each of the Banner modules. If a
person has the role of web tailor for any of the Banner modules, there will be a
corresponding link to the Web Tailor on their login page.

The role of Web Tailor consists of designing the look and feel of the web pages, information
text and additional HTML links to other informative web pages if desired. The key to Web
Tailor is to find the menus and know where the text and design will show on the user’s
page. Upon the installation of the Self-Service products, the data within the Web Tailor
pages are loaded into Oracle tables. This is a similar concept to “Seed” data upon Banner
installations. A Web Tailor page is a door to the Self-Service pages, which hold the images,
descriptions, links, etc. of the web pages within the self-service environment. Changing the
verbiage, adding links or otherwise customizing the Web Tailor pages, the Oracle tables that
store the data will also be updated with these changes. The Web Tailor menu consists of a
baseline copy of all the web pages/packages. Once a page is modified, a local copy is
created. This allows for future upgrades to take place without overriding any customization
a site has performed. Only one local copy is allowed per baseline copy, but it may be
changed as many times as desired. Deleting a web page will completely remove the page
from corresponding Oracle tables. If a page is no longer desired, simply disable it instead of
deleting it; this will allow for future use of the page with minimal reinstatement labor.
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Self Check

Directions

Use the information you have learned in this workbook to complete this self check activity.

Question 1

The final step for defining Questions and Answers for Banner Financial Aid Self-Service is:
a) Build Web Variables on the Web Variables Form (RORWVAR).

b) Define Question and Answer Rules on Web Question and Answer Rules Form
(RORWBQA).

¢) Indicate tab and sequence on Web Tab Rules Form (RORWTAB).

d) Define Questions Code on the Web Question Validation Form (RTVWEBQ).

Question 2

I can display Terms and Conditions and require students to accept these prior to accepting
awards on-line.

True or False.

Question 3

Setting up a specific response to Stop Processing will stop
a) the student from registering.
b) the student from viewing/accepting awards.
c) the student from viewing tracking requirements.

d) the staff member from processing loans.
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Answer Key for Self Check
[ ]

Question 1

The final step for defining Questions and Answers for Banner Financial Aid Self-Service is:

¢) Indicate tab and sequence on Web Tab Rules Form (RORWTAB).

Question 2

I can display Terms and Conditions and require students to accept these prior to accepting
awards on-line.

True.

Question 3

Setting up a specific response to Stop Processing will stop

b) the student from viewing/accepting awards.
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Appendix

mEEN
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Forms Job Aid

Form Full Name Use this Form to...
GOATPAC Third Party Access disable or reset a student’s PIN number and view when they last
access Self-Service.

GOATPAD Third Party Access Audit display the history of a student’s user ID and PIN number to
access Self-Service.

RBAABUD Applicant Budget display a student’s breakdown for the cost of attendance and
allows you to disable a student’s entire budget from displaying
on Banner Financial Aid Self-Service.

RFRBASE Fund Base Data define financial aid fund codes and descriptions and indicate
which funds should display on Banner Financial Aid Self-Service.

RFRMGMT Fund Management control by fund which funds can be accepted via Banner
Financial Aid Self-Service.

ROAINST Institution Financial Aid Options specify your tracking document that means Terms and
Conditions so this document can be satisfied when the student
accepts their Terms and Conditions on Banner Financial Aid Self-
Service.

ROAMESG Applicant Message assign a message for a student that you can print on selected
letters for a specific aid year.

ROASTAT Applicant Status display information about an applicant gathered from many
different modules within the Financial Aid system.

RORWBQA Web Question and Answer Rules define the question text and characteristics and what rules to
follow according to a student's answer.
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Form Full Name Use this Form to...

RORWTAB Web Tab Rules define which text you wish to show on each tab and in a
particular sequence.

RORWTXT Web Text Rules define the rules to follow when displaying web text.

RORWVAR Web Variables Rules create SQL rules to select or calculate the variable information.

RPAINFO Applicant Reported Information review outside resource information, award information and
question responses submitted by applicants.

RPASLND Student Lender History Data store a student’s lender information.

RPPINFO Web Applicant Info Process identify students who need to have information reviewed.

RPPPINF Web Applicant Info Purge Process purge data from the Web Applicant Reported Information Form
(RPAINFOQ) according to the parameters you choose.

RPRCONT Third Party Contract Rules identify which contracts should display on Banner Financial Aid
Self-Service.

RPREXPT Exemptions Rules identify which exemptions should display on Banner Financial
Aid Self-Service.

RPRLNDR Lender Base Data maintain lender information and indicate if this lender should
display on Banner Financial Aid Self-Service.

RPROPTS Packaging Options select options that control how certain functions in the Banner
Financial Aid perform.

RRAAREQ Applicant Requirements assign a set of requirements to a financial aid applicant for a
specified aid year.

RTVARSC Resource Code Validation define outside resources and identify which resources should
display on Banner Financial Aid Self-Service.

RTVAWST Award Status Validation define fund award statuses and indicate which statuses should
allow funds to display on Banner Financial Aid Self-Service.
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Form Full Name Use this Form to...
RTVHOLD Hold Type Validation define financial aid hold codes and indicate if these holds should
display on Banner Financial Aid Self-Service.

RTVMESG Message Code Validation build messages and indicate which messages should display on
Banner Financial Aid Self-Service.
RTVPGRP Packaging Group Validation define packaging groups should allow display of award
information on Banner Financial Aid Self-Service.
RTVSAPR Satisfactory Academic Progress display the academic progress of a student, according to their
Validation SAP code. Disbursement and packaging for a student may be

prevented from this form.

RTVTREQ Requirements Tracking Validation indicate globally which tracking items should display on Banner
Financial Aid Self-Service.

RTVWEBQ Web Question Validation identify the validation codes for any question you choose to ask
the student on Banner Financial Aid Self-Service.

RTVWTXT Web Text Rules Validation display different text to a group of students and to display your
terms and conditions information.

RTVWVAR Web Variable Validation define variables you wish to use in your web text.
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