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Introduction

Objectives and Resources

Introduction

This content is for users in academic departments and administrative offices who will be
entering and/or approving External Awards (such as scholarships and stipends). You will learn
how to use UAccess Student to award, approve, and manage awards.

Objedives

Enter award information in the Enter Awards component
Understand how approvers are assigned.

Approve an award

Check award status and review awards

See the benefits and functionality of the View pages
Become familiar running queries

= =4 =4 = -8 =4

Refaence Material and Resources

9 Office of Scholarships and Financial Aid
o financialaid.aizona.edu/departments/stipends
1 UAccess Community
0 communityuaccess.arizona.edu
o Join thegroup for Student: Financial Aid
9 24/7 IT Support Center
0 247.arizona.edu
1 UITS Workshop and Training Team
0 uits.arizona.eduhorkshops
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Process Flowchart
The flowchart below shows thgeneralworkflow for entering and approving/denying awards.
The shaded boxes are automatic processes, which occur ongedbeding steps are

complete.
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Identifying Approvers

Procedure

Thistutorial walks you through how to identify who the authorized approvers are on an account
being used when entering external awards.

Step Action

1. Approvers for external awards IUAccess Student are based on account
information in UAccess Financials.

The approvers include the:

w CAalFtf hFFAOSNI
w ! 002dzy i { dzLISNIIA & 2 NJ
w ! 002dzyid al yI 3SNJ

w {LSOATAO 5S8tS3arGSa

2. The information from UAccess Financials is migrated into UAccess Stunliggt
a nightly process that updates all the account approver information. This is ¢
one-way transfer of information and no notifications regarding award approv
are made in UAccess Financials.

3. Begin by accessing UAccess Financials. The link is fotnel landing page at
uaccess.arizona.edbtfp://uaccess.arizona.edy/

Make sure you are on the Main Menu tab and then scroll down to see the
appropriate section.

Click the scrollbar.
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General Ledger Balance
General Ledger Entr
General Ledger Pending Entm
Open Encumbrances
Current Account Balance

Salaries & Wages

s Labor Ledger View

s Labor Ledger Pending Entr

s Account Ststus (Rase Funds

* Account Status (Current Funds

Custom Searches

Asset

Disbursement Youchers
Effort Certification
Payment Requests
Procurement Card
Proposals

Purchase Orders
Receiving
Requisitions
Transactions

wendor Credit Memos

* Electronic Fund Transfer
* Geners| Error Correction
+ Internal Billin

* Pre-Encumbrance

* Salsry Ezpense Transfer
+ Transfer of Funds

Purchasing

+ Bulk Receivin

+ Contract Manager Assignment
+ Receivin

+ Requisition

+ Shop Catalogs

Budget Construction

« Budget Construction Selection
Capital Asset Management

+ Barcode Inventory Process

Augxiliary Units

+ Auxiliary Voucher
+ Service Billin:

Year End Transactions

+ Pre-Asset Tagaing
Chart of Accounts/Accounting Line

Account

Account Glabal

Financial Reporting Code
Object Cade
Orgsnization

Project Code

« Outstanding Certifications by Chart/Org/Report
« Outstanding Certifications by Report

Financial Processing
+ Shipping Accounts
Sponsored Projects

+ Award
+ Proposal

¥endor

+ Mendor
+ Yendor Contracts

Workflow

Account Delegate
Account Delegate Glabal

+ Year End Budget Adjustment

+ Year End Distribution of Incomne and Expense

+ YesrEnd Genersl Error Correction
n
n

+ Year Transfer of Funds
+ Year Salary Expense Transfer

Account Delegate Model
Account Delegate Glabal fram Model

Group
Organization Review

Action

section.

Click theAccount Delegatdink.

[dccount Delegats]

TheAccount Delegatdink is in the far right column, under th&orkflow
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Provide Feedback

UAccess FINANCIALS

(=1 action list | [ doc search | ([=] analytics/reports | Logged in User: jdoll

Main Menu Central Admin Maintenance Administration

Account Delegate Lookup (2]

* required field

Chartcode: [ (Y[
AccountNumber: [ (W[
Document Type Name: [ | &/
Account Delegate Principal Name: Y

Account Delegate Active: | ves |0 o ’7 Bath

search clear [ cancel

Step Action

5. Enter the number for the account you are looking up.

Enter '5643800 in the Account Numbeffield.

6. Click thesearchbutton.
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UAccess FINANCIALS

Technology Services

Provide Feedback

Main Menu Central Admin Maintenance Administration

(=1 action list | [ doc search | ([=] analytics/reports | Logged in User: jdoll

Account Delegate Lookup (2]

search clear cancel
2 itsrns retrisved, displaying all items,
Account Account Account Account
. Chart | Account = Document Approval From| Approval To
Yiew Delegate Delegate ! s Delegate Deleqgate Start
Code | Number  IypeName | puncpal Neme e This Amount | This Amount | pimary Route e

View Account
Delsgate ua 5643800 KFST sousa Tes Mo 10/11/2011
View Account
DelRaate ua 5643800 KFST wock Tes Mo 10/11/2011

Export options: CSV | soreadsheet | XML

* required field

Chartcode: [ (Y[
Account Number: 5543500 | (%
Document Type Name: [ | &/
Account Delegate Principal Name: Y

Account Delegate Active: | ves |0 o ’7 Bath

Fortions of Kuali

Action

Note: If there are no results, the account has no delegates set up. This meat
only authorized approvers are the Fiscal Officer, Account Supervisor, and A
Manager.

In order to view those authorized on an account with noghekes, from the
Main Menu tab and the Lookup and Maintenance column, gottart of
Accounts/Accounting Line > Account

Some of the information you may need is on this page and the rest is on the
Account Inquiry screen.

Click the5643800link.
5543500

Clickthe scrollbar.
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Provide Feedback

UAccess FINANCIALS g

“ UAccess Financials : Inquiry - Windows Internet Explorer

]ac
[ €] hutps: fimancials. uarcess anizona edukis-profkrfmaury dozcharto | S | #2]] %

Accol . ) . .
5 Favorites @ Uaccess Financials @ Inquiry | | required fild
I N =l
Account Responsibility = hide W
Fiscal Officer Principal Name: |mlambert - Mary M Lambert
Account Supervisor Principal Name: |vocki - Jean M Yock
Account Manager Principal Name: pgoes - Paulo B Goes
Continuation Chart Of Accounts Code:
Continuation Account Number:
Income Stream Chart Of Accounts Code:
Income Stream Account Number:
Budget Record Level Code: N *-* Mo Budgst
Account Sufficient Funds Code: | - No Checking
Transaction Processing Sufficient Funds Check: Mo
External Encumbrance Sufficient Funds Indicator: No
Internal Encumbrance Sufficient Funds Indicator: Mo
2 ite Pre-Encumbrance Sufficient Funds Indicator: No
Object Presence Control Indicator: Mo
ccount
I ~\ nate Start
Contracts and Grants ~ hide \ Date.
st 2011
Del Contract Control Chart of Accounts Code:
Viet Contract Control Account Number: kann
Dely Account Indirect Cost Recovery Type Code:
Expe Indirect Cost Rate:
Indirect Cost Recovery Chart Of Accounts Code:
Indirect Cost Recovery Account Number:
CFDA Number:
CG Account Responsibility Id:
| Guidelines and Purpose

Step Action

10. Here you see the Fiscal Officer, Account Supervisor, and Account Manager,

Note: This is the same screen you see when navigating directly to Account f
the Lookup and Maintenance column.

11. To identify the delegates yaweed to return to the Account Delegate Lookup.

Click theClosebutton.
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UAccess FINANCIALS

§§§ University Information
.| Technology Services

Provide Feedback

Main Menu Central Admin Maintenance Administration

(=1 action list | [ doc search | ([=] analytics/reports |

Logged in User: jdall

Account Delegate Lookup (2]

2 items retrisved, displaying all itams.

Yiew

Migw Account A
Delegate
view Account |
Celegate

Export options: CSV | soreadsheet | XML

* required field

Chartcode: [ (Y[
Account Number: 5543500 | (%
Document Type Name: [ | &/
Account Delegate Principal Name: Y

Account Delegate Active: | ves |0 o ’7 Bath

search clear [ cancel

Account Account
Delegate Delegate
Principal Name Active

Account Account
Delegate Delegate Start
Primary Route D.

o
=

ha
od.

Account Document
Number Type Name

Approval From| Approval To
This Amount = This Amount

o
I

ua 5643800 KFST s0Usa Tes Mo 10/11/2011
ua

5643800 KFST wock Tes Mo 10/11/2011

Fortions of Kuali

Step

Action

12.

This is the list of delegates. You must be sure the following columns have th
listed designations:

w 520dzySyid ¢eLlS blYSY YC{zZ YC{¢xz 2
w ! 002dzy i tveSYeS3II GS 1 O

If a user is listed but with any other values, they will not be pulled into UAcce
Student as an approver for that account.

13.

You've now identified who has the ability to see and approve a Financial Aid
award in UAccess Student, based on theaunt number.

Note: If the designated approver for your department is not listed they must |
set up in UAccess Financials as a delegate for the FAEX document type. If y
not have access to do this in UAccess Financials, please see your business
manager.

14.

Any of the people identified can approve the external awards on that accour
but only if they've obtained the necessary security in UAccess Student to ac
the Financial Aid External Awards components.

15.

Please review he Basic Workflow Enterirg Awards> Notifying Approvers
tutorial for an explanation of how transactions are sent to approvers and to g
how to send a system generated email to inform an approver of pending aw

End of Procedure.
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Procedure

While there are many user defaults, this tutorial shows you how to set one that may be
beneficial when entering External Awards.

Step Action

1. This tutorial begins after navigating kdain Menu > Set Up SACR > User
Defaults.

Note: You arenot required to set this default. If you choose to use it, make su
you change it in subsequent Aid Years.

2. Click theUser Defaults 2ab.
[ User Defaults 2 |

UAccess STUDENT Ry

Favorites | Main Menu > SetUp SARR > User Defaults

Enewwindow [E customize Page B nmp

User Defaults 1| | UserDefaults 3 User Defaults 4 Enrollment Override Defaults ®
User ID: JAXSON4D Name: Jaxson Magnus
SetlD: azon & University of Arizona
Aid Year: Q
Business Unit: Uazon @ The University of Arizona
Application Center: Q
Recruiting Center: Q
Cashier's Office: Q
Department: Q
Admit Type: aQ
Campus: Q
Institution Set: Q

& save Natify

User Defaults 1 | User Defaults 2 | User Defaults 3 | User Defaults 4 | Entollment Override Defaults | Communication Speed keys | User 3C Groups Summary | UCAS, GTTR Defaults

Page 11
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Step Action

3. The one setting specific to External Awards is the Aid Year.

If you know the Aid Year, you manter it directly into the field. Otherwise, use
the magnifying glass.

Click theAid Yeamagnifying glass.

UAccess STUDENT ome | _ssawraores | gign out

Favovntes MalnvMenu > Set Up SACR » -“u-sér Defaults

Look Up

Look Up Aid Year

Academic Institution: uazon
Aid Year: |hegmswimj|

LookUp | Glear | Canesl |Basic Lookup

Search Results

e 100 First [q] 150f5 [3] Last

Aid Year Description

2013 Einancial Aid Year 2012-2013

2012 |Einancial Aid Year 2011-2012

2011 Einancial Aid Year 2010-2011
Einancial Aid Year 3009-2010
Pre-2010 Ald Years

Step Action

4, The Aid Year correlates to the Academic Year, which includes the fall of ong
through the winter, spring, and summef the next.

Note: The fourdigit code is always the second half of the Aid Year.

5. Click on any blue underlined link in the appropriate row to select the Aid Yeg

Click the2013link.
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Step Action

6. Note: For an explanation of Aid Years, pkeasfer to thelntroduction > Setting a
User Default & Understanding Aid Yetarorial.

Click the2013link.

UAccess STUDENT

Favorites | Main Menu > SetUp SACR > User Defaufts

Home | AddtoFavorites | Sign out

Enewwindow [E customize Page B nmp

User Defaults 1| 4 User Defaults 3 UserDefaults 4 | Enrollment Override Defaults | [F)
User ID; JAXSON4D  Name: Jaxson Magnus
SetiD: UAZOn O University of Arizona
Aid Year: EERN Financial Aid Year 2012-2013
Business Unit: UAZoD | Q The University of Arizana

Application Center: @
Recruiting Center: @
Cashier's Office: a

Department: Q
Admit Type: Q
Campus: Q
Institution Set: Q

B save  [=] notity

User Defaults 1 | User Defaults 2 | User Defaults 3 | User Defaults 4 | Enrollrment Owerride Defaults | Communication Speed Keys | User 3C Groups Summary | UCAS, GTTR Defaults

Step Action

7. The final step is to save your changes.
Click theSavebutton.
8. That's all it takes to set a user default.

Note: Yas may also want to check a setting on tser Defaults 4ab. This one
is not specific to Financial Aid, but it is recommended that you check the Ca
box. This function often stores a student's ID so that as you navigate betwee
components you donhiave to reenter the ID each time.

End of Procedure.
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Financial Aid: External Award
The Basic Workflow

Entering Awards

Basic Award Entry & New Awards

Procedure

Use the Enter External Awards component to enter departmental awards for students (such as
department grants, scholarsispand stipends).

Step Action

1. This tutorial begins after navigating kain Menu > Financial Aid > UA Externg
Awards > 2013 > Enter External Awards

2. If the Aid Yeaiis not set in the User Defaults you may enter it here, use the
magnifying glass toesirch, or simply clicBearchto see a list of available Aid
Years.

Note: To review how to set the Aid Year in the User Defaults, refer to the
Introduction > Setting a User Default & Understanding Aid Yatosal.

Click theSearchbutton.

3. TheAccaunt is the UAccess Financials account number. This field is optional
may be the most efficient way to identify the appropriate award.

Note: If you don't know the account number you may click the magnifying gle
to search, but be aware that this whlting up a comprehensive list of all accou
associated with external awards.

Enter '2283700 in the Accountfield.
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UAccess STUDENT

e Home | AddtoFavortes | Sign out
Favorites  Man Menu > Finandial Aid > UA External dwards > 2013 » Enter Extemal Awards

LE'NEWWmnuw E{Cuammwze?age hm]

Enter External Awards

Aid Year 2013 Financial Aid Year 2012-2013 Elle Upload Eile Layout Guide
Requester JAXSONA0 Magnus Jaxson

Transaction Nbr

Transaction Date 07/03/2012

Enter Awards
KFS Account ‘item Type ipti *Student ID Student Hame *Career Award Entry Type Award Total Fall 2012 Spring

2283700 Q Q, C, curent [None = .00/ 000

Email Notification (Optional) Cus Pt w A 2 First K4 of1 O Lot
Approver Oprid Hame Email ID
Q B
Check Errors Bubmit

£\ Return to Search

Step Action

4, Press [Tab] or [Enter] to populate titem Type

Note: If you know the 12igit Item Type, gu mayskip the Acount and enter the
Item Type directly in the appropriate field.

PresqdTab].

5. If the Item Type does not populate, this means there is more than one Item ]
associated with the account entered.

Click theltem Typemagnifying glass.
=
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UAccess STUDENT I i —

Favorites  Man Menu > Finandial Aid > UA External fwards » 2013 » Enter Extemal Awards

Look Up

Look Up Item Type

SetlD: |hegm5 weith j‘
Item Type: |hegm5 lehj‘
Desnrimion:lhegins W\lhj‘

LookUp | Clear | Canesl |Basic Lookup

Search Results

e 100 First [q] 12 0f2 [§] Last

Item Type Account Description
OB208R000004 2283700 Physics Stinend 000004
082087000004 2283700 Physics Stp 000004-Reg

Step Action

6. Whenthe account has separate Item Types, they often distinguish between
refundable and refundable awards. Look at the Description to determine the
correct Item Type.

7. A stipend with the word Reg at the end of the description indicates a non
refundable awad. These awards only pay tuition (resident or fresident) and
mandatory fees, as listed on the Bursar's website
(http://www.bursar.arizona.edu/students/fees/index.a¥p

8. A stipend (vithout Reg) is for cash awards, which means the student will rece
any extra money after tuition and fees are paid.

Note: A scholarship with Tuition in the description indicates anedmndable
award, while Scholarship (without Tuition) is for cash@sa

9. To request a new Item Type for an account not available in UAccess, refer t
instructions in the Frequently Asked Questions section on the OSFA
Departmental Help for Scholarships and Stipends
(http://financialaid.arizona.edu/departments/stipendpage.

10. In this example you are awarding a cash stipend.

Click thePhysics Stp 00000#k.
F WSICS E[IDEHH e ]uE!
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Step Action

11. Enter theStudent IDfor the student you are awarding.

Enter '01020304 in the StudentID field.

12. Press [Tab] or [Enter] to populate the student's name, as well as other
information.

PresqdTab].

UAccess STUD ; _— | Sign out

ua é}{terrlal Awards > 2013 > Enter Bxternal Awards

Favarites  Man Menu > F\nangaI_A_l-d- b3

Message

First operand of . is NULL, so cannot access member LAST_MNAME. (180,236)
UA_FA_EASTGZ EMPLID FieldChange PCPCI252 Statement3

The first operand of the dot aperator is the NULL value, indicating the lack of

any objectvalue, As a consequence, the given method or propery cannot be
used

S

Step Action

13. If the Student ID you enter is not valid, you see an error message.

This message displays not only when the ID number isrextdout also if the
student is not currently an active student.

Note: An active student does not have to be enrolled in classes, only admitte
or enrolled in a program.

Click theOKbutton.
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Step Action

14. Enter a validstudent 1D

Note: The magnifying glasdlaws you to search for a student and only returns
results for active students.

Enter "19181716 in the Student 1Dfield.

15. In order to populate the remaining fields you must press [Tab] or [Enter].

Once you enter a valid Student ID, notice the studamime displays.

PresqdTab].

UAccess STUDENT

Favorites  Main Menu > Financial Aid > UA External Awards > 2013 > Enter Externd Awards

wies | Sign out
Enewwingow & customize Page B nmp

Enter External Awards

Aid Year 013 Finaricial Aid Year 2012-2013 File Unload Eile Lavout Guide
Requester JAXSON4D Magnus Jaxson
Transaction Nbr

Transaction Date 07/03/2012

Enter Awards

KFS Account *item Type Description *Student ID Student Hame *Career Award Entry Type Award Total Fall 2012 Spring
2283700 Oy [0B208B000DDICY, EE‘EE'U“: Eit=ll 19181716 Q) victoria Quiglee UGRD/@, Current [Mew = 0.00] | .00
Email Notification (Optional) Customize | Find [ view A0 | B0 25 Fret X4 ora O Laet
Approver Oprid Hame Email ID
S =
Gheck Errars Submmite|

£\ Return to Search

Step Action

16. If the Career does not automatically populate, you must select the appropria
one.

Note: Only Careers defined for the student display when you click the magni
glass.
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Step Action

17. The system does an initial chetcksee if an award has been processed for the

same Aid Year, Item Type, and student combination.

Click theEntry Typedrop-down list.

-

UAccess STUDENT )

Favorites | Main Menu > Financial Aid > UA External Awards > 2013 > Enter Externd Awards

Home |

Enter External Awards

Enewwingow  [F customize Page B nmp

Add o Favarites | Sign out

Aid Year 2013 Financial Aid Year 2012-2013 Eile Unload Eile Lavout Guide

Requester JAXSON4D Magnus Jaxson

Transaction Nor

Transaction Date 07/03/2012

KES Account *itermn Type Description *Student ID Student Hame ‘Career Award  Entry Type Award Total  Fall 2012 Spring

[2283700 @ [08208600000/Q ESEE'UC: CIESL [19181718 @ victoria Quiglee [UGRD @ Current [rew Bl 0.00/| ooo | |
T

a a Cusl
Approver Oprid Hame Email ID

[ =
424 Return to Search
Step Action
18. Since this is the first time this student has been awarded from this Item Typ¢
the Aid YearNew is the only Entry Type available.
Note: If New does not display, this is not a new award and you must determi
the appropriate Entry Type. Please refer to the tutorials irMbdifying Award
section for more information on the other Entry Types.
Clck theNew drop-down list.
19. Enter the appropriate amount in th&ward Totalfield.
Enter '2000' in the Award Totalfield.
20. PresqdTab].
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Step Action

21. If necessary, scroll to the right to see the remainder of the fields on the grid.

Click the scrollbar.

UAccess STUDENT

Home | AddtoFavortes | Sign out
Favorites | Main Menu > Financial Aid > U& External Awards ;72E|v13 » Enter Externa Awards

E newwingow & customize Fage B g

File Unload File Lavaut Guide
) [ o1 D
Student Hame iCareer Award Entry Type Award Total Fall 2012 Spring 2013 Sum 12013 Sum 22013 Comments Messages
|2, Wictoria Quiglee UGRD Q) Current | Mew - 2000.00° 1000.00° 1000.00 0.00 0.00 Comments =
S rra Do O
=1

Step Action

22. The Award Total automatically splits evenly between the fall and spring
semesters. These are fréext fields and may be adjusted as appropriate.

Note: The decimal point (for whole dollar amounts) and the comma are not
required.

23. Sum 1 is foany award you want to disburse that semester.

Sum 2 holds the award until summer session 2. This means that awards ent
for that semester do not post until the new fiscal year, which starts July 1.

Note: You cannot generally award summer ufgte Apil or early May. When
summer awarding opens, OSFA sends an email to all UAccess Student Fing
Aid users.

24. Click theCommentdink.

Page 21



Train

Financial Aid: External Awards

ing Guide §§§ University Information

Technology Services

UAccess STUDENT

Favorites  Man Menu > Finandial Aid > UA External Awards > 2013 > Enter External Awards

Home | AddtoFavortes | Sign out

LE'NEWWmnuw .L,/Cuamm\zePage ,E,hm]

External Award Comments

Comment

0K Gancel

Step Action

25. The Comments box is a place for requestors and approvers to communicate
comments entered areisible during the approval process, as well as in the
various Manage Awards components.
Note: The Office of Student Financial Aid does not monitor these comments,
Please contact OSFA directly if you need to convey information or request u
exceptions.
Enter 'Comments for approverin the Commentfield.

26. Click theOKbutton.

27. If there are more students to award, click tAed (+)button to add another row

and then complete as appropriate.
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Step

Action

28.

w b2iAFeAy3

w / KSO1TAyYy3a 9NNENE&
w 'aiay3d GKS cats§ !
w !'LIIINBGAY3T ! g1 NRa
w az2zRAFe@AYy3d ! 61 NRa
w alylF3Ay3a |4 NRa

End of Procedure.

Additional steps and processes are important to underst&hease refer to the
relevant sections and/or tutorials for information on:

I LILINE JS NA

FYR {dzoY
LI 2 I [ A
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Notifying Appovers

Procedure

When a transaction is submitted, it automatically routes to the appropriate approvers.
Approvers only receive notification of pending awards if the requestor indicates in the
transaction that an email should be sent.

Note: For more informtion on determining who the approvers are on an account, refer to the
Introduction > Identifying Approvetsitorial.

Step Action

1. To send a system generated email to an approver Bimail Notificationsection
must be completed. The email sent is a ggomessage informing the person
there are awards awaiting approval and contains a link to the Approver Exte
Awards component.

This is an optional field. Enter the NetID of the approver you want to receive
email. If no NetlID is entered, the apmer does not receive an email regarding
awards.

2. Enter the approver's NetlID. If you don't know the NetID, click the magnifying
glass to search.

Note: When the magnifying glass lookup is used you are searching all appro
not just those for the accotmin the transaction.

Enter 'Jaxson50 in the Approver Opridfield.

3. Press [Tab] or [Enter] to populate the remaining fields.

PresqdTab].
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Favorites

UAccess STUDENT

Enter External Awards
Aid Year 3 Financial Aid Vear 2012-2013 File Upipad Eile Layout Guide
Requester JAXSONA0 Magnus Jaxson
Transaction Nbr
Transaction Date 07/16/2012
er Awa
KFS5 Account ‘item Type i *Student ID Student Hame *Career Award Entry Type Award Total Fall 2012 Spring

Main Menu > Financial Aid > UA Bxternal Awards > 2013 > Enter Extemal Awards

LE'NEWWmnuw E{Cuammwze?age ,E,hm]

nail No

L Return

2za3T|Q [oszozeoonni SIS Sien 02960375 QL Virtoria Quigles UGRD|Q, curent [New Bl 200000 [ 100000
L Atmosph Physics ’— =
2171800 (082086000013, Stpend 000014 02290228 ), Tomas Quiglee UGRD Q) Current [New = 1750.00 | 875,00

Approver Oprid Hame

JAKSOMNS0 Q |Jaxson,Chase Jazsans0g@emal arizona edu El

Check Errars Submit;

to Search

Step

Action

Enter as many approvers as necessary or appropriate.

Since this transaction contains more thane account, and each of those
accounts has different approvers you want to notify, enter the additional Net

Click theAdd button.

Enter 'Jaxson100 in the Approver Opridfield.

PresqdTab].

Keep in mind that this section does not affect ontrol who the award is
assigned to for approval. The only function here is to designate a notificatior
email be sent to the approver(s) entered.

Also, it is important to understand that you cannot both submit and approve
same transaction.

If you ae one of the approvers on a transaction you submit, the Approve
External Awards component will not display the transaction you submitted.
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Step Action

9. Additional steps and processes are important to understand. Please refer to
relevant sections and/or tutoriat®r information on:

w .FaA0 ' 6FNR 9yiNEB 3 bSg ! 6l NRaA
w / KSO1TAY3a 9NNEBNE YR {dzoYAGOGAY3
w 'airy3d GKS CAtS !'LX2FR [AY]

w !'LIIINBGAY3T ! g1 NRa

w az2zRAFe@AYy3d ! 61 NRa

w alylF3Ay3a |4 NRa

End of Procedure.
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Checking Errors & Submitting

Proced

ure

Training Guide
Financial Aid: External Award

This tutorial explis the error check and submitting process for External Awards.

UAccess STUDENT

Favorites  Man Menu > Financial Aid > UA Bxternal Awards > 2013 > Enter Extemal Awards

Enter External Awards

= | sign out

& Newwindow [ Customize Page B hitp

Check Errars

£\ Return to Search

Aid Year 2013 Financial Aid Year 2012-2012 Eile Upload Eile Layout Guide
Requester JAXSONA0 Magnus Jaxson
Transaction Nbr
Transaction Date (7/16/2012
KFS Account ‘Item Type *Student ID Student Hame ‘Career Award  Entry Type Award Total  Fall 2012 Spring
4033500 QL 02140100000t 2, Bott Scholarship 23102480 Q@ Amber Quiglee GRAD C Current | Mew B 27745.00 1387.50
vl Management Info l—LI
5643300 QL (0814560000000, N 33102580 @ Amber Quigles GRAD Q Curent |Cancel 500.00 25000
s181600 @ (0814010000173 g;f“’e’ca““s AWard aeaTi0z QL Heather Quigiee WEDE|Q current [Mew - 2500.00 126000
¥
I [ 4 O
Approver Oprid Hame Ermail ID
Q =

Step

Action

are resolved.

TheSubmitbutton is grayed out until an error check is completed and all errg

Whether you enter the information directly into the fields or use the File Bg|c
you must check errors before you can submit.

prevent the award from loading.

Click theCheck Errorsutton.
| Check Errars |

This check identifies common errors in awarding only, not disbursement, thg

Note: See Appendi&for a summarized list of errors.
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Sep Action
3. When there are no errors you don't see a message, the Submit button is no
longer grayed out, and the next step is simply to click Submit.
In this example you do have errors, so you see a message letting you know
must correct the errors ere you can submit.
Click theOKbutton.
4. Click the scrollbar.
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