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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.  
  
Objectives  
 

¶ 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 
  
  
Reference Material and Resources  
 

¶ Office of Scholarships and Financial Aid  
o financialaid.arizona.edu/departments/stipends 

¶ UAccess Community 
o community.uaccess.arizona.edu 
o Join the group for Student: Financial Aid 

¶ 24/7 IT Support Center 
o 247.arizona.edu 

¶ UITS Workshop and Training Team 
o uits.arizona.edu/workshops 

  

http://financialaid.arizona.edu/faculty-staff/departmental-help-scholarships-and-stipends
http://community.uaccess.arizona.edu/
http://uits.arizona.edu/departments/the247
http://uits.arizona.edu/workshops/current_workshops
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Process Flowchart 
The flowchart below shows the general workflow for entering and approving/denying awards. 
The shaded boxes are automatic processes, which occur once the preceding steps are 
complete.  
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Identifying Approvers 

Procedure 

 
This tutorial 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 in UAccess Student are based on account 
information in UAccess Financials. 
 
The approvers include the: 
 
ω CƛǎŎŀƭ hŦŦƛŎŜǊ 
ω !ŎŎƻǳƴǘ {ǳǇŜǊǾƛǎƻǊ 
ω !ŎŎƻǳƴǘ aŀƴŀƎŜǊ 
ω {ǇŜŎƛŦƛŎ 5ŜƭŜƎŀǘŜǎ 

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

3. Begin by accessing UAccess Financials. The link is found on the landing page at 
uaccess.arizona.edu (http://uaccess.arizona.edu/). 
 
Make sure you are on the Main Menu tab and then scroll down to see the 
appropriate section. 
 
Click the scrollbar. 

 

http://uaccess.arizona.edu/
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Step Action 

4. The Account Delegate link is in the far right column, under the Workflow 
section. 
 
Click the Account Delegate link. 
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Step Action 

5. Enter the number for the account you are looking up. 
 
Enter "5643800" in the Account Number field. 

6. Click the search button. 
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Step Action 

7. Note: If there are no results, the account has no delegates set up. This means the 
only authorized approvers are the Fiscal Officer, Account Supervisor, and Account 
Manager. 
 
In order to view those authorized on an account with no delegates, from the 
Main Menu tab and the Lookup and Maintenance column, go to Chart of 
Accounts/Accounting Line > Account. 

8. Some of the information you may need is on this page and the rest is on the 
Account Inquiry screen. 
 
Click the 5643800 link. 

 

9. Click the scrollbar. 
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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 from 
the Lookup and Maintenance column. 

11. To identify the delegates you need to return to the Account Delegate Lookup. 
 
Click the Close button. 
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Step Action 

12. This is the list of delegates. You must be sure the following columns have the 
listed designations: 
 
ω 5ƻŎǳƳŜƴǘ ¢ȅǇŜ bŀƳŜΥ YC{Σ YC{¢Σ ƻǊ C!9· 
ω !ŎŎƻǳƴǘ 5ŜƭŜƎŀǘŜ !Ŏtive = Yes 
 
If a user is listed but with any other values, they will not be pulled into UAccess 
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 the account number. 
 
Note: If the designated approver for your department is not listed they must be 
set up in UAccess Financials as a delegate for the FAEX document type. If you do 
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 account, 
but only if they've obtained the necessary security in UAccess Student to access 
the Financial Aid External Awards components. 

15. Please review The Basic Workflow > Entering Awards > Notifying Approvers 
tutorial for an explanation of how transactions are sent to approvers and to see 
how to send a system generated email to inform an approver of pending awards. 
 
End of Procedure. 
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Setting a User Default & Understanding Aid Years 

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 to Main Menu > Set Up SACR > User 
Defaults.  
 
Note: You are not required to set this default. If you choose to use it, make sure 
you change it in subsequent Aid Years. 

2. Click the User Defaults 2 tab. 
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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 may enter it directly into the field. Otherwise, use 
the magnifying glass. 
 
Click the Aid Year magnifying glass. 

 
 

 

 
 

Step Action 

4. The Aid Year correlates to the Academic Year, which includes the fall of one year 
through the winter, spring, and summer of the next. 
 
Note: The four-digit 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 Year. 
 
 
Click the 2013 link. 
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Step Action 

6. Note: For an explanation of Aid Years, please refer to the Introduction > Setting a 
User Default & Understanding Aid Years tutorial. 
 
Click the 2013 link. 

 

 

 
 

Step Action 

7. The final step is to save your changes. 
 
Click the Save button. 

 

8. That's all it takes to set a user default. 
 
Note: You may also want to check a setting on the User Defaults 4 tab. This one 
is not specific to Financial Aid, but it is recommended that you check the Carry ID 
box. This function often stores a student's ID so that as you navigate between 
components you don't have to re-enter the ID each time. 
 
End of Procedure. 
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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, scholarships, and stipends). 

 

Step Action 

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

2. If the Aid Year is not set in the User Defaults you may enter it here, use the 
magnifying glass to search, or simply click Search to 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 Years tutorial. 
 
Click the Search button. 

 

3. The Account is the UAccess Financials account number. This field is optional but 
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 glass 
to search, but be aware that this will bring up a comprehensive list of all accounts 
associated with external awards. 
 
Enter "2283700" in the Account field. 
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Step Action 

4. Press [Tab] or [Enter] to populate the Item Type. 
 
Note: If you know the 12-digit Item Type, you may skip the Account and enter the 
Item Type directly in the appropriate field. 
 
Press [Tab]. 

5. If the Item Type does not populate, this means there is more than one Item Type 
associated with the account entered. 
 
Click the Item Type magnifying glass. 
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Step Action 

6. When the account has separate Item Types, they often distinguish between non-
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 award. These awards only pay tuition (resident or non-resident) and 
mandatory fees, as listed on the Bursar's website 
(http://www.bursar.arizona.edu/students/fees/index.asp). 

8. A stipend (without Reg) is for cash awards, which means the student will receive 
any extra money after tuition and fees are paid. 
 
Note: A scholarship with Tuition in the description indicates a non-refundable 
award, while Scholarship (without Tuition) is for cash awards. 

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

10. In this example you are awarding a cash stipend. 
 
Click the Physics Stp 000004 link. 

 

http://www.bursar.arizona.edu/students/fees/index.asp
http://financialaid.arizona.edu/departments/stipends
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Step Action 

11. Enter the Student ID for the student you are awarding. 
 
Enter "01020304" in the Student ID field. 

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

 

 
 

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 is incorrect but also if the 
student is not currently an active student. 
 
Note: An active student does not have to be enrolled in classes, only admitted to 
or enrolled in a program. 
 
Click the OK button. 
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Step Action 

14. Enter a valid Student ID. 
 
Note: The magnifying glass allows you to search for a student and only returns 
results for active students. 
 
Enter "19181716" in the Student ID field. 

15. In order to populate the remaining fields you must press [Tab] or [Enter]. 
 
Once you enter a valid Student ID, notice the student's name displays. 
 
Press [Tab]. 

 

 
 

Step Action 

16. If the Career does not automatically populate, you must select the appropriate 
one. 
 
Note: Only Careers defined for the student display when you click the magnifying 
glass. 
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Step Action 

17. The system does an initial check to see if an award has been processed for the 
same Aid Year, Item Type, and student combination. 
 
Click the Entry Type drop-down list. 

 

 
 

Step Action 

18. Since this is the first time this student has been awarded from this Item Type for 
the Aid Year,  New is the only Entry Type available. 
 
Note: If New does not display, this is not a new award and you must determine 
the appropriate Entry Type. Please refer to the tutorials in the Modifying Awards 
section for more information on the other Entry Types. 
 
Click the New drop-down list. 

 

19. Enter the appropriate amount in the Award Total field. 
 
Enter "2000" in the Award Total field. 

20. Press [Tab]. 
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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. 

 

 
 

Step Action 

22. The Award Total automatically splits evenly between the fall and spring 
semesters. These are free-text 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 for any award you want to disburse that semester. 
 
Sum 2 holds the award until summer session 2. This means that awards entered 
for that semester do not post until the new fiscal year, which starts July 1. 
 
Note: You cannot generally award summer until late April or early May. When 
summer awarding opens, OSFA sends an email to all UAccess Student Financial 
Aid users. 

24. Click the Comments link. 
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Step Action 

25. The Comments box is a place for requestors and approvers to communicate. Any 
comments entered are visible 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 unit 
exceptions. 
 
Enter "Comments for approver" in the Comment field. 

26. Click the OK button. 

 

27. If there are more students to award, click the Add (+) button to add another row 
and then complete as appropriate. 
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Step Action 

28. Additional steps and processes are important to understand. Please refer to the 
relevant sections and/or tutorials for information on: 
 
ω bƻǘƛŦȅƛƴƎ !ǇǇǊƻǾŜǊǎ 
ω /ƘŜŎƪƛƴƎ 9ǊǊƻǊǎ ŀƴŘ {ǳōƳƛǘǘƛƴƎ 
ω ¦ǎƛƴƎ ǘƘŜ CƛƭŜ ¦ǇƭƻŀŘ [ƛƴƪ 
ω !ǇǇǊƻǾƛƴƎ !ǿŀǊŘǎ 
ω aƻŘƛŦȅƛƴƎ !ǿŀǊŘǎ 
ω aŀƴŀƎƛƴƎ ŀǿŀǊŘǎ 
 
End of Procedure. 
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Notifying Approvers 

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 information on determining who the approvers are on an account, refer to the 
Introduction > Identifying Approvers tutorial.  

 

Step Action 

1. To send a system generated email to an approver, the Email Notification section 
must be completed. The email sent is a generic message informing the person 
there are awards awaiting approval and contains a link to the Approver External 
Awards component. 
 
This is an optional field. Enter the NetID of the approver you want to receive the 
email. If no NetID is entered, the approver does not receive an email regarding 
awards. 

2. Enter the approver's NetID. 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 approvers, 
not just those for the accounts in the transaction. 
 
Enter "jaxson50" in the Approver Oprid field. 

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

4. Enter as many approvers as necessary or appropriate. 
 
Since this transaction contains more than one account, and each of those 
accounts has different approvers you want to notify, enter the additional NetID. 
 
Click the Add button. 

 

5. Enter "jaxson100" in the Approver Oprid field. 

6. Press [Tab]. 

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

8. Also, it is important to understand that you cannot both submit and approve the 
same transaction.  
 
If you are 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 the 
relevant sections and/or tutorials for information on: 
 
ω .ŀǎƛŎ !ǿŀǊŘ 9ƴǘǊȅ ϧ bŜǿ !ǿŀǊŘǎ 
ω /ƘŜŎƪƛƴƎ 9ǊǊƻǊǎ ŀƴŘ {ǳōƳƛǘǘƛƴƎ 
ω ¦ǎƛƴƎ ǘƘŜ CƛƭŜ ¦ǇƭƻŀŘ [ƛƴƪ 
ω !ǇǇǊƻǾƛƴƎ !ǿŀǊŘǎ 
ω aƻŘƛŦȅƛƴƎ !ǿŀǊŘǎ 
ω aŀƴŀƎƛƴƎ ŀǿŀǊŘǎ 
 
End of Procedure. 
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Checking Errors & Submitting 

Procedure 

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

 
 

Step Action 

1. The Submit button is grayed out until an error check is completed and all errors 
are resolved. 
 
Whether you enter the information directly into the fields or use the File Upload, 
you must check errors before you can submit. 

2. This check identifies common errors in awarding only, not disbursement, that 
prevent the award from loading. 
 
Note: See Appendix A for a summarized list of errors.  
 
Click the Check Errors button. 
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Step 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 you 
must correct the errors before you can submit. 
 
Click the OK button. 

 

4. Click the scrollbar. 

 




































































































