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Revising Posted Award Entry

PATH: Cal Components > Financial Aid > Award Entry > Award Entry (to find the existing batch, then to
edit the copy)

and

PATH: Cal Components > Financial Aid > Award Entry > Award Entry> Administer Batch Ext Award (to
copy the original batch)

This job aid will cover how to revise a batch entry that has already been approved and posted. There are
different cases where you will need to do this. The two most common changes will be: changing the amount a
student receives, and/or changing the funding source. Next year, you may wish to copy a batch over from this
Aid Year into the next Aid Year.

Examples of when you do not need to do a revision:

* If you need to edit a submitted batch before it is Approved and Posted. In this case, go back into the
Award Entry batch and make the necessary edits.

* If you want to add a student who wasn't listed on the batch (that has already been Approved and
Posted). In this case, add another Award Entry batch for that student.

In our example we will change the amount our students receive based on updated information, then since our
funding source has changed, we also need to zero out the award on the first ltem Type and add the information
on a second Item Type.

Unless we already know the Batch Number or the Name (aka “Award Batch Package”), we may need to start
with the Award Entry page and use the Find Existing Values tab to find the Award that has the information
we are looking for. (See the Finding an Existing Award job aid.)

In this example, we have already found Batch #72 that contains the students’ awards that need revising.
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Navigate to: Cal Components >
Financial Aid > Award Entry >
Award Entry> Administer
Batch Ext Award

Enter the Batch Number, Select
the Career, change the Status to
Posted.

Entering the Org Level 4 (aka
Department) is encouraged, but
not required if you have the
batch number.

Fin Aid Type may default
depending on your access, make
sure it reflects the correct choice
of Department Awards or
Graduate Division Awards.

Click Search.

The results should display below.

Click the checkbox to the left of
the Batch Number.

Then go up and enter the Aid
Year into the Copy to Aid Year
field (use the same Aid Year if
you are correcting it for this
year).

Pick a new name to enter in the

Copy to New Award Batch field

(e.g. Revised batch 72)

Click the Copy icon.

Revising Posted Award Entry

Favorites ¥ Main Menu ¥ CAL Components ¥ Financial Aid ¥

New Window|

Award Entry ¥ Administer Batch Ext. Awards *

Berkeley

Batch Number Q  Institution UCBO1T (& ajd vear 2017 |Q Career I .

Fin Aid Type |Department Awards M orgLevers Q  stats [Pending V]
Award Batch Q Search
Copy To Aid Year Q Copy to New Award Batch %
Select All Deselect All Delete
Personalize | Find | View All | £ | = First ‘4 1of1 '} Last
Batch Number Institution Aid Year Career Fin Aid Type Org Level 4 Award Batch Status
O 1 ucBO1 2017 Department Awards Pending
Batch Number Institution |UCBO1T | ajd vear 2017 | Q Career
Fin Aid Type IDepanment Awards \1' Org Level 4 Q Status ‘
Award Bateh Q

Career IGraduate ¥

Batch Number 72/Q nstitution UCBOT | ajd Year 2017 |Q

Fin Aid Type |Department Awards [v] Org Level 4 Q  status IPosted .
Award Batch Q Search
Copy To Aid Year 2017 |Q Copy to New Award Batch IRewse Batch72 NewFundNewAmnt]

Select All Deselect All
First ‘4" 10of1 ' Last
Status

Posted

Personalize | Find | View All | 2 | [
Org Level 4 Award Batch

COREC DEPT AWARD SPH 080516

Batch Number Institution Aid Year Career

72 UCBO1 2017

Fin Aid Type

& 1

Graduate Department Awards
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You'll get a message saying the
copy has been successful.

Click OK to acknowledge this
message.

Now click back on the menu links
above to go to the Award Entry

page.

You do not have to Save,
despite what the message says.

Click No to dismiss that
message.

Editing the Copied Award

Revising Posted Award Entry

Batch Number

72|Q

Fin Aid Type

Award Batch

|Department Awards vl

Copy To Aid Year 2017 |Q

Select All

Batch Number Institution Aid Year Career

Deselect All

72 UCBO1

Institution |UCBO1 /& AidYear 2017 |Q  Career |Graduate
Org Level 4 Q  status |Posted
Q Search

Copy to New Award Batch |REVISE BATCH72 NEWFUNDNEWAMN|

Personalize | Find | View All | £ | E= First ‘4
Fin Aid Type Org Level 4 Award Batch
2017 Graduate Department Awards COREC DEPT AWARD SPH 080516

Message

Successfully copied External Award Batches (26000,110)

Favorites ¥

Main Menu ¥

Berkeley

Batch Number
Fin Aid Type

Award Batch

Select All

72/Q Institution areer | =T
Department Awards Org Level 4 Q  status IPosted .
Q Search

Copy To Aid Year 2017 |Q

Deselect All

Batch Number Institution Aid Year Career

72 UCBO1

Administer Batch Ext. Award:

Avard Entry | |

\_j Award Entry Approver
D Administer Batch Ext. Awards

CAL Components ¥ Financial Aid ¥

D Department Security Tester

UCBO1 /& Aid Year 12017 |Q

Copy to New Award Batch |REVISE BATCH72 NEWFUNDNEWAMN|

Personalize | Find | View All | 2 | B First ‘4 10of1 '} Last
Fin Aid Type OrgLevel4 Award Batch Status
2017 Graduate Department Awards COREC DEPT AWARD SPH 080516 Posted

Save Warning

Do you want to save your changes? Click Yes to go back and save, or No to discard your changes
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Back on the Award Entry page, Award Entry

you’” need to SearCh on the Enter any information you have and click Search. Leave fields blank for a list of all valueg
Find an Existing Value tab Find an Existing Value || Add a New Value

page' Search Criteria

SearCh the Values Of Academlc Academic Institution: Ibeglns wnh. UCBO1 Q
Career, Financial Aid Type and A Year [begins win¥] 2017 Q

or an. at.onal Le el 4 Academic Career: |= | Graduate
g 1z ! v Financial Aid Type: IZ IDepanmem Awards
(Department COde) Organization Level 4 = Q
Award Batch Package: Jcontains [REVISE BATCH72| Q
You can also include the new Awarding Package Status:|= I
“ 9 Created By begins with
name” in the Award Batch | ™
. Created Datetime >=
Package field.
@
Search Clear | Basic Search 2 Save Search Criteria
The resu Its Wi” display beIOW_ Find an Existing Value || Add a New Value
Search Criteria
In this example, we have a new hcademic nsiution:  [pege W[ [UGEO1 Q
Batch Number 83 that we will e beans v ] 2017 2
) Academic Career: = [Graduate
need to click on to make the Financial Aid Type: = [Department Avwards
H H Organization Level 4 = COREC Q
approprlate edlts Award Batch Package: contains REVISE BATCH72 Q
Awarding Package Status:[= |
Created By begins with .
Created Datetime: >=
Search || Clear | Basic Search (& Save Search Crteria
Search Results
View All First ‘&' 1011 & Last
Batch . . . 5 o Awarding
Sequence | /\cademic | Ald | Academic | Financlal | Organization Award Batch Package Package Created By Created Datetime
Institution Year Career Aid Type  Level4
Number Status
83 UCB0O1 2017 Graduate DSAS  COREC REVISE BATCH72 NEWFUNDNEWAMNT Pending 3030729326 08/19/2016 4:04PM
We are nOW in the neW AWard [Batch Number Department Awards Revised From Batch Nbr 72 I
E t b t h Institution UC Berkeley Aid Year  Federal Aid Year 2016-2017 Career  Graduate
n r.y a C - [Org Level 4  SPH Divisional Rsrch and Cntrs Award Batch  REVISE BATCH72 NEWFUNDNEWAMNT
Status Pending f nien(s;‘ Created By 08/19/16 4:04PM
H H A Q i
Notice that it references the perover
P H Select All Deselect Al Delete Add
Orlglnal batCh number In the Awards Personalize | Find | View All | £ | =] First ‘4 10f1 ‘» Last
upper I’Ight corner. Item Type “Sd::r';f Descripti Additional Info Status Amount Charge Priority  Disburse Plan Split Code
I 1 945100032470 Q@ Department Award Sehool of PUble  ctive 10000.00] F&Y Al -NO TV ot and spring — Fall Spring
Select Al Deselect All Delete Add Student(s) Search
G Personalize | Find | View All | | B First ‘& 1-20f2 ‘» Last
Student ID Name puand
Summary
O 1 Gennady Gradstudent 2=
O 2 Galina Gradstudent 2=
Apply Disbursements Delete All Replace Disbursements using first row values
Disbursements Personalize | Find | View All | £ | B First ‘4 120f2 ‘» Last
mType St sugenin e = T
1 0.00
1 945100032470 Department Award r gfa”(;‘;%em AY | [Fs|@ [ 1000000 #
Galina 1
2 945100032470 Department Award Gradstudent MB |Q [MB|Q | 10000.00 ﬁ
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Awards Section:

We are ready to add the new funding source from which this payment is coming. We do NOT want to delete
the previous Item Type. That would retain the original $10,000 payment and would then grant an
ADDITIONAL $10,000 on the new funding sources if we simply added a new Item Type.

Therefore, our first step will be to add the second Item Type, then make sure we change the amount on the
original Item Type to zero.

Warning: There is currently a bug, if you zero out the amount on the original ltem Type, and then add the
second ltem Type, the amount will return and you will have to zero it out again.

Select All Deselect Al Delete
Awards Personalize | Find | View All | £Y | k= First ‘& 10of1 ' Last
Item Type Asdevaarrgie Description Additional Info Status Amount Charge Priority  Disburse Plan Split Code
[0 1 945100032470 Q@ Department Award 2;2‘;‘;' of Public  Active 10000.00 ng Q!S'K!‘:f’ TV Eall and Spring  Fall Spring
Click the Advance Search icon Select All Deselect Al Delete  [Add _
on the new I|ne awards Personalize | Find | View All | & | (&
’ Item Type Asd::r';%e Description Additional Info Status Amount Charge Priority
[] 1945100032470 Q_ Department Award a‘;g‘;f\‘ of Public A cfive 10000.00 Ez‘rf nﬁ!s-n;\l‘wo w
I:\ 2 Q Description Active 0.00
For Department awards, look up ltem Type Search
the new Item Type using —
. . ItemType Status v
Charge_Prlorlty and chartstring o Tooe
information. Item From |>=
Item To ==
If you are revising a Graduate Description [begins vith [V]
Division award, use the short Dese [begins with [¥]
Keyword 3 or Short Descr Key Word 1
fields, along with Charge Key Word 2 2
Priority to search for the new ey Words
[t T Charge Priority FALLN |Q
em ype Refundable Indicator I -
Enrollment Required?
In this case we have found the [ summer Award?
second Item Type with the Account Q
updated chartstring information. Fund Code 81786 _1Q
Department 14015 Q Create New Item
We've selected that Item Type chareldt 2 .
. . . Chartfield 2
by clicking the radio button and T
W|” CI|Ck the Return button to Select an Item Type and then choose Return -
Personalize | Find | View All | (2| k&
i Item Type Description Additional Info Charge Priority]
carry that to the previous page.
1 945100017170 Department Award School of Public Health F_ALL_N
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We now have two ltem Types and we must decide how much of the Awards should come from each of these
funding sources.

Awards Personalize | Find | View All | £ | E First ‘4" 1-20f2 ‘*' Las
Item Type Ag‘:aar';ie Description Additional Info Status Amount Charge Priority  Disburse Plan Split Code

] 1 945100032470 Q. Department Award az’;‘;‘r’l' of Public A ctive 10000.00 ng nﬁlslgc:\rl'lo TV Fall and Spring  Fall Spring
O 2 945100017170 Q  Department Award Hoath e Active Doy e | Fall and Spring _Fall Spring

In this example, we’d like the full amount for each student to come from the 2nd [tem Type (on the different
chartstring), so we will enter $10,000 Award amount on the second ltem Type.

You could also move only part of the money, for example leaving half on the 1st Item Type and half
on the 2nd one.

Awards Personalize | Find | View All | £ B First ‘& 120f2 ‘*' Las
Item Type Asdevaarr;(r:]e Description Additional Info Status Amount Charge Priority  Disburse Plan Split Code
School of Public Pay All - No TIV ) .
Q y
[0 1 945100032470 3 Department Award Health Active 10000.00 Permission Fall and Spring  Fall Spring
Q School of Public - Pay All - No TIV )
[0 2 945100017170 S} Department Award Health Active 10000.00] - Fall and Spring  Fall Spring
TO ensure we baCk out the 1 st Batch Number 83 Department Awards Revised From Batch Nbr 72

payment, we must zero out the Institution  UC Berkeley | ) 1osqage
information on the original Iltem  |o@teve4 SiHbvisions

Status Pending

Type Change the amount tO I Changing Amount will update Award Amounts for this award. (26000,104)
pprover
zZero.

Choose OK to change the Amount and Award Amounts for this award in the Disbursement Grid
Select All Deselect All D 9

Awards Choose Cancel to not change the Amount @
Do N
OT delete the Item Type Cancel rity
1St Item Type We need tO SChool of PUbIic Pay Alr-No T
S|gna| that funds disbursed from [0 1 945100032470 Q Department Award Health Active O perrrission
this source should be backed O 2 945100017170 Q  Department Award pehool of PUDIE pctive 10000.00| F2Y A1l =N Tl

out.

As soon as we make the
change, a message displays,
warning us that changing the
Amount will affect the Award
Amounts. Click the OK button
to proceed with the change.

Students section:

We could add another student to this batch, if appropriate. In this example we do not need to make any edits
to the Students section, so we will not make any changes.
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Disbursements section:
Scroll down to the Disbursements section. Disbursement Plan & Split Codes were before you apply the
new ltem Type.

When ready, click the Apply Disbursements link to carryover the new information to these students.

lApply Disbursements] Delete All Replace Disbursements using first row values
Disbursements Personalize | Find | View All | " | E First ‘4 1-20f2 ‘' Last
Student Award Disburse Split Award
femylype Description Studenti Plan Code  Amount
Gennady ]
L" r
1 945100032470 Department Award Gradstudent AY |Q FS Q 0.00| &
Galina y
L_‘ A I
2 945100032470 Department Award Gradstudent MB |Q |[MB|Q 0.00 &
Notice that we now have 2 lines Apply Disbursements Delete All Replace Disbursements using first row values
per student. The original Award/ Disbursements Personalize | Find | View All | £ | E First ‘4 1-40f4 ‘» Last
Item Type that now shows zero. ltem Type Student Award Student ID Disburse Split Award
And a Second Iine ‘that ShOWS Description Plan Code Amount
Gt '
1 945100032470 Department Award AY FS
the new Award on the second ? Gradstudent a /
Gennady y
ltem Type. 2 945100017170 Department Award P AY |Q |Fs |@][[10000.00] &
3 945100032470 Department Award Galina AY |Q [Fs @ 0.00 #
Check the N Gradstudent .
i i Galina y
Disbursement Plan and Split 4 945100017170 Department Award Gradatudent Ay |Q [Fs |@ [ 10000.00 &

Codes after clicking the Apply
Disbursements link. Those
values will reset to the default.

In this case, the Disbursement
Plan and Split Code have re-
defaulted to AY (Academic Year)
& FS (Fall/Spring). We must
remember to change them back
to what they were in the original
batch, otherwise our changes
may not go through (the system
wouldn’t see a matching
Disbursement to zero out).
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We need to reenter any
changes to Disburse Plan and
Split Code that were on the
original batch.

For example, we previously
Galina on a Monthly (Beginning
of Month) Disbursement Plan
(MB) with a Spring/Fall Split
Code (MB).

We need to change her original
award on the first ltem Type to
be MB — MB. (If we want the
new Item Type to also disburse
monthly, we would also change
the second line as well.) In this
example, we’ll leave the new
Award to pay out as AY - FS
(Academic Year — Fall & Spring).

We will now click the red pencil
to verify how Galina’s award is
set up. She is now set up to
get two disbursements, once
each semester on the new ltem
Type.

Any amount disbursed on the
old ltem Type will be reversed
out.

Galina )
IT=1le
3 945100032470 Department Award - IMB  |Q |[MB|Q 0.00 ¢
Galina '
-
4 945100017170 Department Award . AY |Q [Fs |@ [ 10000.00 #

Ppply Disbursements Delete All
Disbursements

Student Award

ltem Type Description

1 945100032470 Department Award
2 945100017070 Department Award

3 945100032470 Department Award

4 945100017070 Department Award

Replace Disbursements using first row values

Personalize | Find | View All | £ | E

Student ID
Gennady
Gradstudent

Gennady
Gradstudent

Galina
Gradstudent

Galina

Siadsiuden]

Disburse Split
Plan Code

AY |Q [Fs|Q
AY | [FsQ
MB |Q [MB|Q

First ‘4 1-40f4 ‘»' Last

Award
Amount

Department Award
Galina Gradstudent

ID Date

0.00 &

101 08/15/2016

2 02 01/09/2017

Amount

5000.00

5000.00

10000.00| &

0.00 &

A | [Fs | [ 10000.00 [7]

In this example, we also have an update to one of these student’s Amounts. We’d like to change Gennady to
receive $4,000 (instead of $10,000) and only for Fall. So we will need to change his Amount and the Split
Code.

Item Type

Student Award
Description

Student ID

1 945100032470 Department Award

2 945100017070 Department Award

Gennady
Gradstudent

Gennady
Gradstudent

Disburse Split
Plan Code

AY |Q [Fs|@
AY |Q [Fs|Q

Award
Amount

0.00 &

10000.00, &
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CI|Ck ‘the Spl |t Code Lookup JApply Disbursements Delete All Replace Disbursements using first row values Disbursement Plan AY
icon to see the choices allowed Disbursements Personalize | Find | View All | 2| E&  First (¢ 4| SplitCode [begins with [
Student Award Disburse Split Description Ibegmsw“h.
when the Disbursement Plan e O vswion e PN Code
is set to AY 1 945100032470 Department Award - gfa”(;‘;ﬂ‘éem AY |Q [Fs|@Q Look Up Clear Cancel
2 945100017070 Department Award muny ey AY |@ [Fs @ Search Results
: - W i £ 1303
We see choices for Fall onIy, 3 945100032470 Department Award gf:g:mdem MB |Q [MB|Q e ;?.?C ert Descrin Lt
. . plr ode lescription
Fall & Sprlng or Sprmg Only‘ 4 945100017070 Department Award gf:g;udem AY |Q [Fs @
FS Fall Spring
. . SP Spring

Click the FL choice to select Fall
only.
We now want to update the e (i [swien T [ [
amount Gennady receives. Gennady ,

1 945100032470 Department Award Gradstudent AY |Q FS Q 0.00| #
We will change the $1 0,000 Gennady

QG Q

amount o $4000 ’ 2 945100017070 Department Award e AY |Q [FL|Q 4

Next we’ll click the red pencil to verify that Gennady will now get one disbursement of $4,000.

Based on the zeroed out line above, any previous disbursements will be reversed (backed out).

o Department Award
Apply Disbursements Delete All Replace Disbursements usmgirst row values Gennady Gradstudent
Disbursements Personalize | Find | View All | (2 | [ First ‘4" 1-40f4 ‘» Last
Item Type Sg';:ﬁ:gtﬁ)‘?"a'd Student ID Blizrl‘])urse (S:gl(;te 2:1?)2?"[ ID Date Amount
Gennady F‘? 1 01 08/15/2016 4000.00
1 945100032470 Department Award AY |Q FS |Q 0.00
Gradstudent 2 02 01/09/2017 0.00
Gennady a a -
2 945100017070 Department Award Gradstudent AY |Q |FL |Q | 4000.00
We have made a” the Changes Batch Number 83 Department Awards Revised From Batch Nbr 72
needed to th|s revised batch_ Institution  UC Berkeley Aid Year  Federal Aid Year 2016-2017 Career Graduate
Org Level 4 SPH Divisional Rsrch and Cntrs Award Batch REVISE BATCH72 NEWFUNDNEWAMNT
Status Pending Comments Created By .
Scroll up to look up the ] o] Look Up Approver
. Approver
Approver field. Use the e Emp 10: oegins with [¥]
Lookup icon to Se|eCt the Select Al Deselect All  Delete Add
. Awards Look Up Clear Cancel Basic Lookup
appropriate person. Y
Item Type Search Description Search Results
4 3
[0 1945100032470 Q  Department Award View 100 First taors M Last
Empl ID Display Name
[0 2 945100017070 Q Department Award zg PEA
A message displays letting us Message

know the Approver has received
an email notification that there is
a batch to review.

Successfully notified the approver (26000,115)

OK
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Scroll down and click the Save Disbursements Personalize | Find | View All | 2| B First (4 140f4 * Last
Student Award Disburse Split Award

bUtton at the bOttom Of the page Item Type Description Student ID Plan Code Amount
Gennady y
1 945100017070 Department Award Gradstudent AY |Q |[FL |@ [ 4000.00 &
Gennady ,
2 945100032470 Department Award e AY |Q FS |Q 0.00 ;’
3 945100032470 Department Award Galina MB |Q [MB|Q 000 &

- Gradstudent :
Galina /
4 945100017070 Department Award o AY |Q |FS |Q | 10000.00 &

| olSave | [ah Return to Search Previous in List 4] Nextin List

Until the “zero” bug can be fixed, the Approver may see the original amount display again in Award
section (the zero keeps being replaced by the original amount). However, the revision will go through
correctly since the Amount in the Disbursements section will continue to show the zero Amount.

Support

For questions or assistance, please contact SIS Support.:
Call 510-664-9000 (press option 6 to reach SIS support) or Email: sishelp@berkeley.edu
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