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Graduate Division Award Entry

Path: Cal Components > Financial Aid > Award Entry

Departments can award certain types of Graduate Division and other Berkeley awards to students (e.g. Block Grants and
Departmentally Restricted Funds). This was previously done in Gradlink/ GLOW or via paper, but will now be done in Campus
Solutions. These awards are reviewed and approved by the Graduate Division office.

For more information about policy, guidelines and restrictions on Graduate Division and other Grad Awards, please visit the Graduate
Division website.

Before beginning an award entry, make sure that you have set your system defaults. You will only need to do this once a year (to
update the Financial Aid Year). For more information refer to the Set Up SACR Defaults (Financial Aid) job aid.

This job aid will cover how a department enters Graduate Division award(s) to one or more students in a batch.  In this example, we
will enter a Block Grant award to two of our department’s students.

After logging into Campus Solutions, use either Favorites ¥ Main Menu ~
the top menu or the left hand menu.

Berkeley

Click the Cal Components link.

Menu c ov
My Favorites
Self Service
Financial Aid
Student Financials
Set Up SACR

Click the Financial Aid link in the Cal Favorites ¥ Main Menu ¥ CAL Components ¥

Components folder.
p Berkeley A e
You can also click directly on the Award

Entry folder from this view Main Menu >
CAL Components

This folder contains all components developed by UC Berkeley

Academic Advisement Financial Aid

Academic Advisement inancial Aild
Award Entry
Click the Award Entry folder. Favorites Main Menu ¥ CAL Components ¥ > Financial Aid ¥

All  ~ | Search

You can also click directly on the Award
Entry link from this view

Main Menu > CAL Components >

Financial Aid

Financial Aid

= Award Entry Approver
= Administer Batch Ext. Awards

f=1 Department Security Tester
SHERHEESE, m—



http://graddashboard.berkeley.edu/fellowships/
http://sis.berkeley.edu/sites/default/files/setting_sacr_defaults_fa.pdf
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Click the Award Entry link.

The Award Entry page displays.

The first page defaults to Find an Existing

Value, where we could look up existing
awards.

In this example, we want to add a new award,
so we will click the Add a New Value tab.

The Add a New Value page displays.
Because the system defaults have already been
setup, the Academic Institution & Aid Year
have defaulted, otherwise we would need to add
those.

Now we will need to specify some information
about the award(s) we are about to enter.

Select the Academic Career (Graduate,
Undergraduate, or Law) of the student(s) we will
be making awards to.

You cannot combine undergraduates and
graduates in the same entry (batch).

In this case we will select Graduate from the
drop-down list.

Favorites ¥ Main Menu ¥

Berkeley

Main Menu > CAL Components > Financial Aid >

Award Entry

= |Award Entry
omprehensive External Award Entry

CAL Components ¥ Financial Aid ¥ Award Entry ¥

All  ~ | Search Advanced Search

wes Award Entry Approver
Award Entry Approver

mms Administer Batch Ext. Awards
| Copy and/or Delete existing External
Award Batch Entries

Favorites ¥ Main Menu ¥

Berkeley

(Award Entry

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

Search Criteria

CAL Components ¥

Financial Aid ¥ Award Entry ¥ Award Entry

Academic Institution: ucBo1 Q

Aid Year 2017 Q
Academic Career: |= |
Financial Aid Type: |= |
Organization Level 4 Ibegms with . Q

Award Batch Package Q
Awarding Package Status:lr |
Created By: 30

Created Datetime: >=

Favorites ¥ ELVE TG

Berkeley

Award Entry

Find an Existing Value

Academic Institution: |UCBO1 |Q

Add a New Value

CAL Components ¥ Financial Aid ¥ Award Entry ¥ Award Entry

Aid Year: 2017 | Q
Academic Career: l
Financial Aid Type: [ I
Organization Level 4 Q
Award Batch Package: Q
Add
Award Entry

Find an Existing Value Add a New Value

Academic Institution: |UCB01 |Q
Aid Year 2017 | Q
Academic Career:  [[OENNERS V|

Financial Aid Type:

| ~]
Organization Level 4 Q

Award Batch Package Q

Add
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We have to specify if this is a Graduate
Division Award (e.g. Block Grant or
Departmentally Restricted) or a Department
Award (formerly done through DSAS).

Note: Depending on your access you may only
have once choice.

We will select Graduate Division Awards
from the Financial Aid Type drop-down.

Next, we'll need to select which department we
are entering awards for.

Click the Lookup Icon < to the right of the

Organization Level 4 field. The choices in
the lookup will depend on your security. Some
people will have access to only one department,
some may have a couple of options.

In this example, we will click on the department
code EUNEU.

Now we will name this “batch” something that
makes sense to someone who may search for
or view this information. If multiple people in
your department prepare awards, you may want
to discuss a naming convention.

For example, we could name the batch “Fall
Fellowships for Entering Students” or “Fall GSI
supplements”.

In this case, we will enter a title of “Neuro Block
Grant Julyxx” in the Award Batch Package
field.

[Award Entry

Eind an Existing Value

Add a New Value

Academic Institution: |UCB01 |Q
Aid Year 2017 |Q
Academic Career: lGraduate
Financial Aid Type: |Graduate Division Awards v
Organization Level 4: Q
Award Batch Package Q
Add
Award Entry
Look Up Organization Level 4
Eind an Existing Value Add a New Value
Tree Node Ibegms with|[ ]
Academic Institution: |UCB01 |Q Look Up Clear Cancel
Aid Year: 2017 | Q Basic Lookup
Academic Career: |Graduate
Financial Aid Type: |Graduate Division Awards Search Resalts
View 100 First ‘& 1of1 '* Last

Organization Level 4

Award Batch Package:

[

Tree Node Description
EUNEU elen Wills Neuroscience Inst

Award Entry

Find an Existing Value

Add a New Value

Academic Institution: | UCBO1
Aid Year: 2017

Q

Q

Academic Career:

|Graduate

Financial Aid Type: |Graduate Division Awards [v]
Organization Level 4. |[EUNEU

0

Award Batch Package:[Neuro Block Grant July xx |Q

Add
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When all the required fields are filled in, click the
Add button.

[Award Entry

Eind an Existing Value Add a New Value

Academic Institution: |UCB01 |Q
Aid Year 2017 |Q
Academic Career: |Graduate

Financial Aid Type: |Graduate Division Awards

vl

The Award Entry page displays. The top of
the page shows summary information of the
criteria we entered earlier (Graduate Division

Awards, Aid Year, Career, etc.) The Status will
always start as Pending.

There is a link to add Comments if you wish to
leave a message for the approver.

The Batch Number and Created By fields
will fill in once we Save.

Organization Level 4: |EUNEU Q
Award Batch Package: |Neuro Block Grant July xx Q|
Add

[Batch Number Graduate Division Awards
institution UC Berkeley Aid Year  Federal Aid Year 2016-2017 Career Graduate
[Org Level 4  Helen Wills Neuroscience Inst  Award Batch NEURO BLOCK GRANT JULY XX
Status Pending Comments Created By
Approver Q
Select All Deselect Al Delete Add

Awards Personalize | Find | View All | &) B First ‘&) 10of1 ®) Last

Item Type AS;;’E‘? Description Additional Info Status Amount Charge Priority  Disburse Plan Split Code
o Q Q  Description Active 0.00

Select Al Deselect Al Delete Add Student Search

Students Personalize | Find | View All | (2] & First ‘4 10f1 » Last

Student ID Name =]
Summary
O 1 Q Name m)

Apply Disbursements Delete All Replace Disbursements using first row values

Disbursements Personalize | Find | View All | 2] & First ‘4 10f1 » Last

It Disbi split  Award ID Dat A t

T;:e Student Award Description Student ID PI‘:“"’“ Cg(‘w A"m”")’um e ERO o

1 Q Q 000 #

We'll come back and select our Approver

after we fill out the rest of the page.
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Adding the Awards

The Awards section is where we’'ll enter the source of the funding and payment options (represented by the Item Type) and the

total Amount to be given to each student.

Awards Personalize | Find | View All | 2| [ First ‘4" 10f1 ‘* Last
Item Type Asdev:rr::(r:]e Description Additional Info Status Amount Charge Priority Disburse Plan Split Code
O 1 Q Q@  Description Active 0.00
If you knOW Which Item Type(s) you Wi” be Awards Personalize | Find | View All | &0 | E& First ‘&' 10of1 &/ Last
. T . item Type Advance pescription Additional Info Status Amount Charge Priority  Disburse Plan Split Code
using, you can enter it directly in the Item = AL Joesron -
Type field.
An Item Type is a 12 digit number that
combines the funding source (chartstring) with
a charge priority (what can be paid).
The easiest way to find the relevant Item Type
is to click the Lookup Icon under Advance
Search.
The Item Type Search page will display. tem Type Search
ItemType Status Active
Item Type
Item From |*=
Item To ==
Description [Pegins with [Z]
Short Desc
Key Word 1 Q
Key Word 2 Q
Key Word 3 Q
Charge Priority Q
Refundable Indicator .
[ Enroliment Required?
[ summer Award?
Account Q
Fund Code Q
Department Q
Chartfield 1 Q
Chartfield 2 Q Search Refum
Select an Item Type and then choose Return
Personalize | Find | View All | 0| [ First (4 10f1 @ Last
Item Type Description Additional Info Charge Priority Chartfield 1 Chartfield 2
QO 1 ltemType
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The most common search criteria for Grad Div
awards will be by Charge Priority and a
Keyword search.

A Charge Priority indicates whether the funds
will be disbursed directly to the student or
whether they will apply to certain charges on
the student’s account.

We've clicked the Charge Priority Lookup icon

< to see our options. For more information,
including definitions, please see the Charge

Priorities job aid.

In this example, we would like to give our
students a stipend that will pay directly to the
student(s). Therefore, we will select
F_REFUND.

temType Status T ‘Iipok Up Charge Priority o
Item Type |beg|ns with . Charge Priority Llst:lbeglns with .
Item From |*= Description |beg|ns with .
Item To =
Description |beg|ns with . Look Up Clear Cancel | Basic Lookup
short Desc [egins with [¥] Search Results
Key Word 1 Q| View 100 First ‘&' 1130f12 ‘2 Last
Key Word 2 Q Charge Priority List Description ‘
F_ALL_N Pay All - No TIV Permission
Key Word 3 Q F_ALL_T4 Pays All Charges
Charge Priority @ F_HOUSNG Housing Only
F_HSNG_N Pay Housing/Meals - No Perm
Refundable Indicator F_LN_N Loan pay all no perm required
M Enroliment Re{ ¢\ 1, Loan Pay All subj to TIV perm
[ summer Awar F_NONRES Non-Resident Fees Only
F_NR_SUP Non Res Supp Tuition Only
Account =t F_PLN_T4 PLUS Loan Pay All
Fund Code Q | F_REFUND Refunds/Stipends Only |
Department Q F_SHIP Health Insurance (SHIP) Only
bl F_SHIP_N Pay SHIP - No Permission Req'd
Chartfield 1 Q F_SSRV Tuition and Student Svcs Only
Chartfield 2 Q| F_TAXN Pay 1042S Tax W/h - No Perm
F_TM_XNP Tuition-Mandatory Fees Only
Select an Item Type and then choose Return F_TM_XPD Tuition & Mand Fees Excl PDST
F_TUIMAN Tuition & Mandatory Fees Only

This does not refer to a "refund" as in a reimbursement. Refundability refers to whether any amount in excess of charges
may be disbursed to the student. When we select F_REFUND, we're indicating that the full amount should be disbursed to the
student, regardless of any outstanding charges on his/her account.

We will now use the Key Word 3 field to look
up our department’s Block Grant.

Block Grants will always start with BG- (dash).

We will enter BG- and then click the Lookup
icon.

ItemType Status Active
Item Type
2=
Item To =
Description IContains .
Short Desc

Item From

Key Word 1 Q
Key Word 2 Q
Key Word 3 Q)
Charge Priority F_REFUND |Q

J

Refundable Indicator
[ Enroliment Reg

[J summer Award

Account Q
Fund Code Q

Department Q
Chartfield 1 Q
Chartfield 2 Q

Select an Item Type and then choose Return

Te—iw o

Look Up Key Word 3

Key Word 3:|beg\".5 with . BG-
Description: Ibeg\"s with .

Look Up Clear Cancel Basic Lookup
Search Results
View 100 First ‘4 1g3cfea ‘» Last

Key Word 3 Description
BG-AFAMST  Block Grant Award-AfAmSt
BG-AHMA Block Grant Award-AHMA
BG-ANTHRO Block Grant Award-Anthro
BG-ARCH Block Grant Award-Arch
BG-ARE Block Grant Award-ARE
BG-ART Block Grant Award-Art
BG-AS&T Block Grant Award-AS&T
BG-ASIANST Block Grant Award-AsianSt
BG-ASTRO Block Grant Award-Astro
BG-BIOENG  Block Grant Award-Bioeng
BG-BIOPHYS Block Grant Award-Biophys
BG-BIOSTAT Block Grant Award-Biostats
BG-BUDDH Block Grant Award-Buddhist
BG-BUSAD Block Grant Award-HaasSch
BG-CBE Block Grant Award-CBE
BG-CEE Block Grant Award-CEE
BG-CHEM Block Grant Award-Chem

BG-CLASS Block Grant Award-Classics



http://sis.berkeley.edu/sites/default/files/charge_priorities_for_award_entry.pdf
http://sis.berkeley.edu/sites/default/files/charge_priorities_for_award_entry.pdf
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For Departmentally Restricted Funds, search Item Type Search

Key Word 3 for the short fund name (identical

or similar to that in GLOW). ltemType Status Active
em Type |beg|ns with [ V]

You can also locate all of your department’s :t :yp

Departmentally Restricted fund Item Types by I'e"‘ T'°'" —

using the Short Description field to search for tem To _

DR- (dash). Description Ibegms with [V]
Short Desc |Pegins with [W] |DR-
Key Word 1 Q
Key Word 2 Q
Key Word 3 Q

After scrolling through the list we found our Key Word 3 BG-NEURO |Q

ileepilarr;ments Block Grant and clicked on BG- Charge Priority F REFUND|Q

Refundable Indicator I .

[M Enroliment Required?
[ summer Award?

We have now indicated that we need an Item
Type that will use our department’s Block Grant

allocation and disburse as a stipend. Account Q
Fund Code Q
We will click the Search button to look for an Department Q
Item Type that matches our criteria. Chartfield 1 Q
Chartfield 2 Q

If we were awarding a Summer
stipend, we'd check the Summer Award box
and uncheck the Enrollment Required box.

Our search results display one matching Item Key Word 3 BGNEURO |Q

Type Charge Priority F_REFUND |Q
Refundable Indicator

We will click the radio button to select that Item M Enroliment Required?

[ summer Award?

Type and then click the Return button to go

) Q
back to the Award Entry page and continue :dc‘d Q
adding the Award. Department Q
Chartfield 1 Q
If you accidentally click the Item Chartfeld 2 QL Seh

Type number youx" be |n the Item Type Select an Item Type and then choose Return o

) Personalize | Find | View All | £ | &
details. Click Cancel, to return to this page. tem Type  Description fcdticaalito LRl

1 944100002020 Block Grant Award-Neuro BG-NEURO F_REFUND
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Back on the Award Entry page, the Item Type rsm?h I\.lumber G.r:duate Division Awards
. . . g Institution UC Berkeley Aid Year  Federal Aid Year 2016-2017 Career  Graduate
number will display. A description of the award | evers een e newossence st Awarasen seuro suoce crant sy o
and the department. (e.g. Block Grant Award- ~ fsews  pendng  commens  createay
Neuro) will display to the student in CalCentral.  |* B
We can also see the Charge Priority (what will ~ J>ee! Oessesti beee A

Awards Personalize | Find | View All | 20| B First ¢ 10f1 * Last

pay) fOI' the AmOU nt awal'ded Item Type Advance .o ription Additional Info Status Amount Charge Priority  Disburse Plan Split Code

Search

O  1[944100002020 | Q  [Block Grant Award-Neuro |BG-NEURO Active 0.00 gﬂ;"ds“s"pe"ds Fall and Spring ~ Fall Spring

The default Disbursement Plan and Split
Code will also display. (We'll see more about
those below when we’re applying these awards
to students.)

Now we enter the total amount each student Awards Personalize | Find | View All | 20| E&  First (4 10f1 @ Lasf

Sh0U|d get Item Type A:e":r'fhe Description Additional Info Status Amount Charge Priority  Disburse Plan Split Code
[0 1 944100002020 Q_ Block Grant Award-Neuro BG-NEURO Active gi;:"ds/s“pe”ds Fall and Spring ~ Fall Spring

In this example, our department will give

$2,222 to each of our students for the year

($1,111 per semester).

In this example, we will just add 1 award, Selcct Al Deselect Al Dekte[Add .

. . Awards Personalize | Find | View All | 2] R First (¢ 12012 * Las
hoWeVer, y0U can add mUlt'ple aWardS in the Item Type Advance pescription Additional Info  Status Amount Charge Priority ~ Disburse Plan  Split Code
Same batCh: as |0ng aS. they are also Graduate O 1944100002020 Q@ Block Grant Award-Neuro BGNEURO  Active 222200 gﬂ;“‘“’s"pe"ds Falland Spring ~ Fall Spring
Division Awards and will apply to all the O 2 Q Doy P
students we will add below.

If needed, add another award by clicking the
Add link. A new line would appear. You would

use the Advanced Search lookup to find the 2
Item Type, then add in an amount.

The order awards are added does not
matter, the system will determine what gets
applied first based on the Award type and the
Charge Priority.
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We will add the student IDs in the Students
section below. If we do not have the SID, click

the Lookup icon <X to search for students by
Name.

Be careful to select the correct student, as
there can be multiple people with the same
name.

Continuing students will still
have the same 8 digit student ids, however new
students as of Fall 2016 will have a 10 digit
student id# starting with “30”.

We have added the first student.

We can click on a student’'s name to see their
Customer Accounts (billing information).

Click on the Award Summary grid to see their
Financial Aid Award Summary.

You can also see this information if
you have the ability to “View As” a student in
CalCentral.

Customer Accounts:

The Customer Accounts (billing summary) page
opens up in another browser window.

We will click the Account Details link to see
the specific fees.

Adding Students

Students Personalize | Find | View All | (2| [l First ‘& 10of1 ‘» Last
Award
Student ID Name
Summary
O 1 Name -]
Look Up Student ID
Student ID Ibeglns with [ V]
Last Name: Ibeglns with . GRAD
First Name Ibeglns with . G
Display Name: Ibeglns with .
Look Up Clear Cancel Basic Lookup
[Search Results
jew 100 First ‘4 120f2 ‘* Last
Academic Academic S
L Student ID Career Name Last Name First Name Display Name
Institution  Career
Nbr
uCBO1 Graduate 0 Gradstudent,Galina GRADSTUDENT GALINA  Galina Gradstudent
UCBO01 Graduate &80 Gradstudent,Gennady GRADSTUDENT GENNADY Gennady Gradstudent
Select All Deselect Al  Delete Add Student Search
Students Personalize | Find | View All | 2| (&5 First ‘4" 10f1 ‘» Last
Award
Student ID Name Summary
O 1 |Gennady Gradstudent | E]
Customer Accounts
Business Unit: ucBO1
Gradstudent,Gennady ID: Academic Information =2
Total: 16,384.25 Anticipated Aid: 0.00
Find | View All First ‘& 10of1 ‘2 Lasf
Account Type Account Number Balance Open Date  Status
N3 [
ALLFEES 0000001001 - 2016 Fall 16,384.25 USD 07/18/2016 Active MEA
Go to: Detail Trans ltem Summary ltems by Term  Items by Date Due Charges Payment Plans

[@h Return to Search

=] Notify
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Account Details:

The Customer Accounts (billing details) page
displays.

You may need to click the View All link to see
all the charges and payments.

We will close this browser window when we are
finished reviewing this information.

Financial Aid Award Summary detail
page:

The Award Summary page opens up (not as a
separate window).

This will display planned aid. In this example
we see a Departmental Award. You can click on
the Award Term Summary tab to see a
breakdown by semester.

To return to the Award Entry page, make

sure to click the Cancel button at the bottom
of the page.

If you use the browser back button or
the menus, you may lose all the work you
have done so far.

Back on the Award Entry page we can add
other students to whom the award(s) apply.

Click the Add link to add another student.

When the new line appears, either type in the
Student ID# or click the Lookup button to find
the student.

Our second student has been added. We can
add as many students (in the same Career)
that the award(s) apply to.

To delete a student, click the checkbox
next to their name and click the Delete link.

IAccount Details

§o: Gradstudent,Gennady Business Unit: uCBO1
JAccount Number: 0000001001 - 2016 Fall Account Balance: 16,384.25
Debits: 16.384.25 Credits: 0.00 Applied: 0.00 Unapplied: 0.00
Find | View All First ‘4 1-30f6 Last|
Item Term Amount
Class Installment ID Last Activity Date Balance
Berkeley Campus Fee 2016 Fall 537.25 Item Details
07/18/2016 537.25
Class Pass Fee - Transit 2016 Fall 76.00 Item Details
07/18/2016 76.00
Graduate Non-Res Supp Tuition 2016 Fall 7,551.00 Item Details
07/18/2016 7,551.00
Award Summary Award Term Summary
Gennady Gradstudent ID:
Aid Year: 2017 Federal Aid Year 2016-2017 Institution:  UCBO1
Item Type Description Career Offered Accepted Authorized Disbursed
945100032470 Department Award GRAD 10,000.00 10,000.00 0.00 0.00  Award Detail
TOTAL 10,000.00 10,000.00 0.00 0.00
—
Select Al Deselect All Delete Student(s) Search
Personalize | Find | View All | (2| First ‘4 1-20f2 ‘»' Last
Students [ | | |
Award
Student ID Name
Summary
O 1 Gennady Gradstudent -
[ 2 Name .
Select Al Deselect Al Delete Add Student Search
; : . B ; 4 b
Personalize | Find | View Al | £ | [ First 1-2 of 2 Last
Students | | I l
Award
Student ID Name S
ummary
O 1 Gennady Gradstudent -]
O 2 Galina Gradstudent .
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At any point in this process if you need to save your work and exit this page, you could do so by clicking the Save

button at the bottom of the page. Then when you return to the Award Entry page use the Find Existing Value page to find the
pending award entry.
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Apply and Edit Award(s) to Students

In the Disbursements section below, click the [ Graduate Division Aviards
] i Institution UG Berkeley Aid Year  Federal Aid Year 20162017 Career  Graduate
Apply DleursementS link. Org Level 4 Helen Wills Neuroscience Inst  Award Batch  NEURO BLOCK GRANT JULY XX
Status Pending Comments Created By
. . [Approver Q
This will apply the amounts entered from the
. Select Al DeselectAll Delete  Add
awards chosen to each of the students and will Awards Personaize | Find [view st | &) B First © 1011 ® Las
ShOW the detalls of the dISbursement(S) Item Type As"e";"c;e Description Additional Info Status Amount Charge Priority  Disburse Plan Split Code
[ 1 944100002020 Q  Block Grant Award-Neuro BG-NEURO Active 222200 gﬂ“;”ds“s“pe”ds Falland Spring ~ Fall Spring
It's recommended to do this Step after all the SelectAll DeselectAll Delete  Add . Student Search
awards and all the students have been added. . Personalize | Find | ViewAll | 2| B First (4 12012  Last
Student ID Name ’;mf‘:ﬂaw
O 1 Gennady Gradstudent =)
o 2 Galina Gradstudent 5|
| Delete All Replace Disbursements using first row values
Disbursements Personalize | Find | View All | | [ First ‘&' 10f1 ‘» Last
#:'p"e Student Award Description  Student ID ] S =ik IOM Dete B Armount
; alla oo ¢ 1 0.00
Bl save
Once you have clicked the Apply Apply Disbursements Delete All Replace Disbursements using first row values
Disbursements link, each award will dlsplay Disbursements Personalize | Find | View All | 22| [ First ‘&' 1-20f2 ‘»' Last
for each student. o Disburse Split  Award
Item Type Student Award Description Student ID Pll:nurse Cg(lle A::Zrunt
944100002020 [Block Grant Award-N Gennady AY |Q [Fs|@ [ 2222.00 &
The default Disbursement Plan that was '° Ock Srant AwarcTeuro Gradstudent RER
setup for this Item Type is AY = Academic 2 944100002020 [Block Grant Award-Neuro S et AY @ FsQ [ 222200 &
Year which will pay a standard fall/spring

disbursement (e.g. one stipend per semester)

The default Split Code is FS meaning the
payments are split between Fall and Spring.

You may leave those defaults as they are, or
changed if needed.

The most common Disbursement Plans are:
* AE: Early payment for tuition/fee awards
* AY: Standard Fall/Spring disbursement (e.g. 1 stipend per term)
* MB: 10 monthly payments, beginning of month
* MR: 10 monthly payments, middle of month
* ME: 10 monthly payments, end of month

* S$1: Summer
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If you need to change the Disbursement

Plan, either type in the new value or use the
Lookup icon to select a different disbursement
plan.

In this example, we will change just Galina’s
Disbursement Plan to show the difference.

Once we enter a different Disbursement
Plan the corresponding Split Code will also

need to be entered. Split Codes are
conditional, meaning different ones may be
used depending on which Disbursement

Plan you have chosen.

If you know the Split Code, enter it,
otherwise use the Lookup icon to see the
relevant Split Codes.

In this case, we will choose MB so that our
monthly payment pays for Fall and Spring.

The most common Split Codes are:
* FS: Fall & Spring
* FL: Fallonly

* SP: Spring only

Disbursements Personalize | Find | View All | 22| [ First ‘& 1-20f2 ‘»' Last
Item Type Student Award Description Student ID Bli:'l:urse gf())l(llte ﬁ:::)r:m
Gennady a o )
1 944100002020 Block Grant Award-Neuro Gradstudent AY Q FS Q 2222.00 ?
Galina y
i Q Q
2 944100002020 |Block Grant Award-Neuro A Q Q| 2222.00 &
Apply Disbursements Delete All Replace Disbursements using first row values
Disbursements Personalize | Find | View All | £ | E First ‘& 120f2 ‘»' Last
Item Type Student Award Description Student ID B]i:lt:urse gzlt;‘e ﬁxv:]rl:lm
Gennady a o ,
1 944100002020 Block Grant Award-Neuro Gradstudent AY |Q FS |Q 2222.00 ;’
Galina y
- Q Q
2 944100002020 [Block Grant Award-Neuro onatugent | MB_|Q [MB]Q [ 222200 &

* MB, MR or ME: Monthly, Fall & Spring (depending on the time of the month selected previously)

* MF: Monthly, Fall only

* MS: Monthly, Spring only

If you want to review the payment dates (they
are not editable) or edit the specific amounts

for each payment, click the red pencil icon ¢
next to each student’s award.

In this example, we'll review Gennady’s
information.

Because Gennady’s Disbursement Plan is AY

(standard Academic Year) and the Split Code

is FS, this is scheduled to disburse twice, once

in Fall & once in Spring.

Block Grant Award-Neuro

[Apply Disbursements Delete All Replace Disbursements using first row values

= Gennady Gradstudent
Personalize | Find | View Al | 2| [

Disbursements First ‘& 120f2 ‘» Last

Disburse Split Award ID Date Amount

Item Type Student Award Description Student ID Plan Chde  Amount
p— 101 08/15/2016 1111.00
1 944100002020 Block Grant Award-Neuro Gradst é t AY Q FS |Q | 2222 00
radstuden 2 02 01/09/2017 1111.00
2 944100002020 [Block Grant Award-Neuro  |Galina vMB |Q [MBlQ [ 2222.00 &

Gradstudent
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The Date of scheduled disbursements will
show.

If an award is entered after the first
disbursement date, retroactive disbursements
will occur as soon as possible.

Dates cannot be edited. The only way to
change a payment date would be to pick a
different disbursement plan (e.g. a monthly
plan that paid at the end of each month).

The Amount for each disbursement also
displays. Payments will be split evenly by
default, but you can edit the amounts.

Now we will review Galina’s disbursement
information. We will click the red pencil icon

#_ to see the details.

In this example, because we changed Galina’s
Disbursement Plan to MB (Monthly, beginning
of month) and the Split Code to MB (monthly

Fall & Spring), her schedule shows 10 monthly
payments, evenly split.

The dates cannot be changed, but we could
edit the amounts if appropriate.

In this example, to demonstrate, we will edit
the monthly amounts to disburse more in
August and less in September.

If you have multiple students and are
making the same edits to ALL of them, you can
edit the first student (making updates to
Disbursement Plan, Split Code and/or
Amount), then click the Replace
Disbursements using first row values link to
copy all the same information to each
subsequent student who is on the same Item
Type.

Block Grant Award-Neuro
Gennady Gradstudent

ID Date Amount
1 01 08/15/2016 1111.00
2 02 01/09/2017 1111.00

Block Grant Award-Neuro
I | I I
Apply Disbursements Delete Al Replace Disbursements using L\rst row values Galina Gradstudent
Disbursements Personalize | Find | View All | £ | E First ‘&' 1-20f2 ‘» Last
Item Type Student Award Description  Student ID P L Aer ID Date Amount
Gennad X 1 01 08/01/2016 222.20
1 944100002020 |Block Grant Award-Neuro Grad té t AY |Q FS |Q 2222.00 g’
radstuden 2 02 09/01/2016 222.20
Galina .
2 944100002020 [Block Grant Award-Neuro Gradetudent MB_|Q [MB]Q [ 222200 303 10/01/2016 29920
4 04 11/01/2016 22220
5 05 12/01/2016 222.20
6 06 01/01/2017 222.20
7 07 02/01/2017 22220
8 08 03/01/2017 222.20
9 09 04/01/2017 22220
10 10 05/01/2017 222.20
Block Grant Award-Neuro
Galina Gradstudent
ID Date Amount
1 01 08/01/2016 322.20
2 02 09/01/2016 122.20
3 03 10/01/2016 22220
4 04 11/01/2016 222.20
5 05 12/01/2016 222.20
6 06 01/01/2017 222.20
7 07 02/01/2017 22220
8 08 03/01/2017 222.20
9 09 04/01/2017 222.20
10 10 05/01/2017 222.20
Block Grant Award-Neuro
I I ] pl g fi |
Apply Disbursements Delete Al Replace Disbursements usini Jsl row values Gennady Gradstudent
Disbursements Personalize | Find | View All | 2| [ First ‘& 1-20f2 ‘* Last
Item Type Student Award Description  Student ID B]i:f"”’se f:ﬂ‘é‘e ﬁ‘""‘“o’u“m ID)Date Amount
@] ) 1 01 08/15/2016 1111.00
1 944100002020 Block Grant Award-Neuro Grad: té t AY |Q Fs |Q 2222.00| #
radstuden 2 02 01/09/2017 1111.00
Galina i
- M Q M@
2 944100002020 |Block Grant Award-Neuro CrEEE MB |Q |MB|Q 2222.00| #
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Adding an Approver and Submitting the Batch Entry

Once we have reviewed the planned
disbursements and made any edits needed, we

Batch Number
Institution

OrgLevel4  Helen Wills Neuroscience Inst

Graduate Division Awards

Aid Year  Federal Aid Year 2016-2017 Career  Graduate

Award Batch NEURO BLOCK GRANT JULY XX

UC Berkeley

are ready to leave comments (if desired) and Stws  Pending Created By
i i A Q
assign this batch to a departmental Approver. et
Select Al Deselect Al Delete  Add
Awards Personalize | Find | View All | 20| B First (¢ 10f1 ' Las
SCI’O” Up tO the tOp Of the page Item Type Asd::r'éf‘e Description Additional Info Status Amount Charge Priority  Disburse Plan Split Code
[ 1944100002020 @ Block Grant Award-Neuro BG-NEURO Active 222200 gi{;‘”dysmms Falland Spring ~ Fall Spring
y
If yOU d |Ike lto Ieave comments flor the SelectAll DeselectAll Delete  Add Student Search
Approver, click the Comments link and add students Personalize | Find | View All | €] B First 4 120f2  Last
CommentS Student ID Name ‘S\:‘::::ary
[m] 1 Gennady Gradstudent =]
O 2 Galina Gradstudent =)
Block Grant Award-Neuro
Apply Disbursements Delete All Replace Disbursements usmgilrst row values Gennady Gradstudent
Disbursements Personalize | Find | View All | 2| E& First ‘4 1-20f2 ‘»' Last
Item Type Student Award Description  Student ID Dl A orih 1D Date Amount
Gonnady ) 101 08/15/2016 1111.00
1 944100002020 [Block Grant Award-Neuro et AY | Fs | [ 222200 & . o—— ——
2 944100002020 [Block Grant Award-Neuro g:‘g;uuem MB |Q MB|Q [ 2222.00 &
5 Save
Click the OK button to return to the Award [Ext. Award Comments and History
Entry page. Comments
| edited the monthly payment because:
You will also have to click OK to acknowledge
a message reminding you that no Approver has
been chosen yet.
Ext. Award Modification History
Personalize | Find | View All | & | [ First ‘4 10f1 » Last
Date/Time Name Action
1
s —
Now we are ready to add our Approver. Batch Number Graduate Division Awards
Institution UC Berkeley Aid Year  Federal Aid Year 2016-2017 Career  Graduate}

Click the Lookup Icon to search for the
Approver.

Org Level 4 Helen Wills Neuroscience Inst  Award Batch NEURO BLOCK GRANT JULY XX

Status Pending Comments Created By
Approver
s

Find and click the name of the appropriate
approver in Graduate Division that your
department works with.
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The page now shows us the Campus Solutions |Batch Number 28 Graduate Division Awards
|D# and the name Of the Approver, Institution  UC Berkeley Aid Year  Federal Aid Year 2016-2017 Career Graduate
Org Level 4 Helen Wills Neuroscience Inst Award Batch NEURO BLOCK GRANT JULY XX
Former UCB students will see their Status Pending Cd Message 07/22/16 3:11PM

Student ID#, others will have a 10 digitid ~ Japprover 2000 =0 & |,
assigned by the system.
Select Al Deselect Al Deletd Successfully notified the approver (26000,115)
We will also see a message the approver has AL — Personalize | Fi
been notified. item Type A

Status Amount

Click OK to acknowledge the message.

We are now ready to save and Submit this Batch Number Graduate Division Awards
. R Institution  UC Berkeley Aid Year  Federal Aid Year 2016-2017 Career  Graduate
batCh for reVIGW by our Graduate DIVISIon Org Level 4 Helen Wills Neuroscience Inst Award Batch NEURO BLOCK GRANT JULY XX
Approver- Status Pending Comments Created By 07/22/16 3:11PM
Approver 30 Q M
Scroll down to the bottom of the page and click | seectar pesclectar  perte  ad
Awards Personalize | Find | View All | 20| ¥ First 4
the Save button. —
item Type vance Description Additional Info  Status Amount Charge Priority  Disburse Plan
. [ 1944100002020 @ Block Grant Award-Neuro BG-NEURO Active 2222.00 gi{;mds"s“pe”ds Fall and Sprin
At the top of the page, we will now see a Batch
Number aSS|gned and the Created By fleld Select All Deselect All  Delete Add Student Search
WI” fl” In a Name and date/tlme Students Personalize | Find | View All | 2| B First ‘&' 120f2 ‘» Last
Student ID Name =
O 1 Gennady Gradstudent =}
O 2 Galina Gradstudent =]
Block Grant Award-Neuro
Apply Disbursements Delete All Replace Disbursements using first row values Gennady Gradstudent
Disbursements Personalize | Find | View All | Y| & First ‘&' 120f2 ‘»' Last
ltem Type Student Award Description  Student ID - A reri W [0 Amount
Gennady . = ‘? 1 01 08/15/2016 1111.00
1 944100002020 Block Grant Award-Neuro AY |Q FS |Q 2222.00
EELiEEL 2 02 01/0912017 1111.00
Galina ” Yale ¢
2 944100002020 Block Grant Award-Neuro Gradstudent MB |Q |MB|Q 222200 ¢
Tl save

Once we click the Save button, the Approver will receive an email notification that there are awards to review. We can still make edits
up until the Approver takes an action on this batch.

Graduate Fellowships will now review this batch. After they do so, the status of this batch will change to “GD Procssd” and you may
see another batch for the entry that Graduate Division does (they will be changing the item types).

Once approved/processed by Grad Division, these awards would be part of an automated process that will update and show on the
student’s Awards page in Financial Aid and would show to the student in CalCentral as a planned disbursement.

Support

For questions or assistance, please contact SIS Support.:

*  Call 510-664-9000 (press option 6 to reach SIS support)
*  Email: sishelp@berkeley.edu
*  Submit a ticket: https://berkeley.service-now.com/ess/create_incident
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