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Session Rules of Etiquette

- Please turn off your cell phone

- If you must leave the session early, please do
so discreetly

- Please avoid side conversation during the
session




Introduction

» Sandra Spraglin

» Ellucian

» Financial Aid Principal Functional Consultant
» 34 years in Financial Aid Higher Education

» 10 years with Ellucian

» Sandra.Spraglin@ellucian.com




Agenda

» Overview

» Setup Forms

» Procedures

» Reports and Processes




Requirements Tracking Overview

» Module Definition
- Define Applicant Requirement Status Codes

(e]

Define Applicant Requirements
- General or Fund Specific

(e]

Define Applicant Tracking Groups
Determine Categories for each group
Define specific requirements to be assigned to each group.
Establish assignment rules for each group

(e]

Associate Message Codes and Funds with Tracking Requirements

(e]

Tracking Group Assignment
Manual, On-Line, or Batch




Expectations

» The purpose of this session is for you to gain
an understanding of the Requirements
Tracking module and its uses which allows
for configuration of unlimited documents
requirements and status codes which can be
assigned to applicants.




Requirements Tracking Process Flow

School loads
student’s ISIR
information

School records
documents as
satisfied

Student now
ready for other
processes

Student is
placed into a
tracking group

Student submits
all required
documents

Budgeting

Tracking group
assigns required
items

School sends
tracking letter
to student

Packaging




Requirements Tracking — Record

Processing Students: Creation
Requirements Tracking Grou |
Posted to Student« ASS] gnng’]l ent P < Start
record
- . Student
Print TraCkmg MAIL receives...
Letters
....then
Repeat Responds
Cycle as
needed Reqmt's
« NO Complete?
Update Student Y/N
Record with
doc’s received antinue Aid
rocess....
kaii% Pckg, Disb., etc.




Requirements Tracking - Set Up:

Tracking ey Tracking

Control Status
Menu Codes Group

Trkg
Reqmts

Fund
Tracking Codes and

Reqmts Rgmnts

Message
Codes and
Rgmnts

1 .

Group
Assgnmt
Rules

Tracking
Groups
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Requirement Tracking Control Forms

Go To... [*] Welcome, Carol Coe.

’;E_.E General Menu GUAGMNU 8.4.2 (C800) - Sunday, September 15, 2013 - Last login Friday, September 13, 2013 08:57:19 AM

r\él Oracle Fusion Middleware Forms Services @E‘gw
File Edit Options Block Item Record Query Tools Help DRACI—G
(RoOB AEABE %! YOI A E Y R )

Products: B Menu | Site Map | Help Center

_1Human Resources [*HRS]
‘AFinancial Aid ["RESOURCE]
(I Applicant Processing ["RESAPPL]
_INeed Analysis ['RESNEED]
‘JRequirements Tracking ['RESTRACK]
B Applicant Requirements [RRAAREQ]
B Applicant Requirements Inquiry [RRIAREQ]
B Financial Aid Record Maintenance [ROARMAN]
B Applicant Requirements Mass Entry [RRAMASS]
B Applicant Comments [RHACOMM]
B Applicant Inmediate Process [ROAIMMP]

B Financial Aid Selection Rules [RORRULE]

B Requirements Tracking Group/Requirements Rules [RRRGREQ]
B Message Rules [RORMESG]

B Group Inquiry [ROIGRPI]

B Requirements Tracking Validation [RTVTREQ]

B Requirements Tracking Group Validation [RTVTGRP]

B Requirements Tracking Status Validation [RTVTRST]

Broad

o]

t M g

My Links
Change Banner Password
Check Banner Messages
IFAP
Personal Link 2
FERPA policy
Personal Link 4
Personal Link 5

Personal Link 6

My Institution

ellucian.

UNIVERSITY

Press ENTER to start selection or expand/collapse menu.

Record: 1/1 | | | | | <0SC>




Build the Tracking Module . ..

 RTVTRST - Define tracking requirement status codes

 RTVTGRP - Define tracking groups

« RTVTREQ- Define tracking requirement codes

« RTVMESG _ Develop text for any requirements that need
additional explanation in letters

« RORMESG - Assign specific messages to each tracking
code (optional)

 RRRGREQ - Develop tracking requirements for each
tracking group

* RORRULE - Develop tracking group rules for each group

* ROAINST _ Enter a Default Tracking Group

 RTVINFC - Review document/status associated with FM/IM
data load(s)




Define Tracking Status Codes

» Tracking Status Codes are define on the RTVTRST form

» Think about status codes that you could use to establish or
satisfy a requirement, or to track a document through a
procedure. For example:

- received

- waived

- established

- satisfied

- cancelled

- received incomplete

- received, not yet reviewed

» It may be beneficial to use the codes you are familiar with in
your current system when implementing a new system.




Requirements Tracking Status Validation
Form (RTVTRST)

() Oracle Fusion Middieware Forms Services: Open > RIVIRST E T "
File Edit Options Block Item Record Query Tools Help ORACLE
A BeaEE %9 D@ @ & BE Sk & @ &£ @0 01X

ements Tracking Status Validation RTVTRS

[Received Incomplete Returned
|Received Not Yet Reviewed

. Pending Counselor Review
|Required - For Survey

CUEFPEEEL PP

R Q... QRQE
EEEEEEEEEREQERQARQ N NN
B E QR

O T R D
Requirements Tracking Status Code | J

Record: 1/15 | | | | | <0SC> ll




Define Your Tracking Groups

» Tracking Groups are defined on the RTVTGRP form.

» Think of all possible groups of students from whom you
require tracking documents. For example:

* Independent, selected for verification
+ Dependent, selected for verification
* Not selected for verification

- V1

« V2

- V3

* You will assign priorities to the tracking groups to make the
grouping process more efficient.

« It may be beneficial to use the same groups you are familiar
with in your current system.




Requirements Tracking Group Validation
Form (RTVTGRP

. e
b e

ORACLE

T < B @1 I X

14-JUN-2013 J
19-0CT-2011

-
o |

]

Y

B

-
-
|

EQQEpRR QR Q

HEHHEEEE B

K I ,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,
Tracking Group Code
Record: 3/30 | | | | | <0sSC>




Define Your Tracking Requirement Codes

« Tracking Requirement Codes are defined on the RTVTREQ form.

* Think about the codes that you will use to refer to the documents
you use in your office. For example:

tax returns
» verification forms
loan applications

« Codes can also be fund-specific:
* promissory notes
entrance interviews

« Document Requirements can be set up to be required once only,
annually or as needed.

« The received status of the document can control packaging,
disbursement, or memoing.




Requirements Tracking Validation Form
(RTVTREQ)

-
|| Oracle Fusion Middleware Forms Services: Open > RTVTREQ

[E=RECSE ™)

File Edit

Block Itemm Record Query Tools Help

ORACLE

Code:

Short Description:
Long Description:

URL:

Instructions:

Activity Date:

Code:

Short Description:
Long Description:

URL:

Instructions:

Activity Date:

Code:

Short Description:
Long Description:

URL:

Instructions:

Activity Date:

|
Tracking Requirement Code
Record: 8/? |

*z8 Requirements Tracking Validation RTVTREQ 8.9 (C800) :

I Active

IZO‘I 1 Parent Tax Ret

Message Number:

B0 RAEE %9 DR @ & BB S ¢ E

ICopy of your parents’ 2011 completed, signed tax return

Ihttp:llwww.rs.govl

22-NOV-2011
11PTXT ¥ Active

|20‘I 1 Parent Tax Tran

Pl submit a copy of your parents’ completed, signed 2011 tax return

Message Number:

IParents' 2011 Federal Tax Transcript

Ihﬂp‘llwww.is.govl

ratien Ar an

22-NOV-2011
11STAX v Active

[2011 Parent Tax Ret

Please request a 2011 federal tax transcript to comply with federal verification
regulations. Visit the IRS website Online Services page and click on ‘Order a tax

trane ~rint and fallaus the inetr~tinne

Message Number:

4

|Copy of your 2011 completed, signed tax return

Ihnpillwww,i’s,gow

22-NOV-2011

| = |

Please submit a copy of your completed, signed 2011 tax return

| <osc>

|»

'« Packaging

¥ Memo

'+ Disbursement

[ Letter Exclusion
[ Perkins MPN

" Period Eligible

'+ Disbursement
| Letter Exclusion
' Perkins MPN

' Period Eligible

Packaging
Memo

v Disbursement
' Letter Exclusion

QQ

[ Satisfy All =
" Match Federal Fund ID

'+ Required Once

" Update Prior Year

I Access Indicator

¥ Information Access

| Satisfy All

| Match Federal Fund ID
'« Required Once

| Update Prior Year

| Access Indicator

'« Information Access

| Satisfy All

| Match Federal Fund ID
'+ Required Once

| Update Prior Year

' Access Indicator

' Information Access




Assign Specific Messages to Individual
Document Codes

» Messages can be attached to specific
document codes on the RORMESG form.

» This allows you to optionally attach a written
message to a specific document listed on the
student’s tracking letter.

» These messages must first be set up on the
Message Code Validation Form (RTVMESQ).




Message Rules Form (RORMESG)

r|i-fo| Cracle Fusion Middleware Forms Services: Open > RORMESG E@gj
File Edit Options Block Item Record Query Tools Help ORACLE
(B B BEEE %% DEE G & EE S ¢ S 2 @ . X 1
Aid Year: IW [T Type: | Tracking | Code: W [T Admitted to a degree program i
Message Code Message Description Activity Date
El
EAw T | - In erder to be eligible for federal student aid, you must first be admitted to a degree program. |19—N OwW-2012 ==
I I I
I I I
I I I
I I I
I I I
I I I
I I I
I I I
I I I
I I I
I I I
I I I
I I I
I I I
I I I
I I I
I I I
I I I ~
! -~
e e R [ I3
Message Code; Press LIST forvalid values | J
Record: 1/1 | | =1 | =osC=




Message Code Validation Form
(RTVMESG)

rmmmmmmsmopm>_ - B T M
File Edit Options Block Item Record Query Tools Help ORACLE
BYE BAEEER YD PEE O B BRI GG S L @01 X

de Validation RTVMESG 8.6 (C80

Stop Electronic Award Process

- In order to be eligible for federal student aid, you must first be admitted to a degree program.

- Please provide documentation of your AFDC benefits.
1) Gaps

2) OSFA Info system

a. Intranet (internal to Staff)

= =
Ll
- Please provide a statement that lists all of your current assets. -~
V
ez =
L]
- Please provide proof of your U.S. citizenship. -
v

£l
Message Code
Record: 2/?




Associate Requirements with
Groups

 Develop Tracking Group Requirements for Each
Tracking Group on the RRRGREQ form.

- Defines the documents required for a specific tracking

group.
« When the student is placed in the tracking group, Banner
will automatically assign the requirements you have listed
on this form.




Requirements Tracking Group Requirements
Rules Form (RRRGREQ)

(1 O usion WiddtewaeFoms Sevces Open > wowsReQ . _ W W
File Edit Options Block ltem Record Query Tools Help ORACLE
BYEH AEEE %P DB Q S RE SHHE S L@ X '
%8B Requirements Tracking Group/Requirements Rules RRRGREQ 8.6 (C800)  -.--l-rlr-rmir - 54 54 25 e -

Student's 2011 Federal Tax Transcript

Lol
e |
_—
]
E—
E—
—
—
E—
.}
——
[

EEEEEEEEEE B[
EEEEEEEEEE B
EEmEEEEEEE QR

£l
Tracking Requirement Code; Press LIST for valid values
Record: 12 [




Develop Tracking Group Rules For Each Group

» Assign criteria for placing applicants into
tracking groups on the RORRULE form.

» Use the standard Ellucian Banner data
element dictionary table.

» Selection criteria may come from the Ellucian
Banner Student System, Financial Aid System,
or any other Ellucian Banner system that has
been installed.




Financial Aid Selection Rules Form -
RORRULE

(&) Oracle Fusion Middleware Forms Services: Open > RORRULE "
File Edit Qptions Block Item Record Query Tools Help ORACLE
B BaEE %% E B & BB DG @B @C X

%8 Financial Ai n Rules RORRULE 8 00 i

T=Requirements Tracking Group b

— (=] X

BELECT DISTINCT (RCRAPP1_PIDM) FROM RCRAPP3,RCRAPP1
WHERE RCRAPP1_CURR_REC_IND = Y*
AND NOT EXISTS (SELECT X' FROM SATURN.SARADAP
WHERE SARADAP_PIDM = RCRAPP1_PIDM)
AND NOT EXISTS (SELECT “Y" FROM SATURN.SGBSTDN

RCRAPP1_INFC_CODE = RCRAPP3_INFC_CODE
RCRAPP1_SEQ_NO = RCRAPP3_SEQ_NO
RCRAPP3_OFFL_UNOFFL_IND = '2'

RCRAPP1 _AINY CONF = -ANY

| &1
Enter SQL Statement
Record: 1/1 |




Review of Setup Forms...

v

RTVTRST

RTVTGRP
RTVTREQ
RTVMESG
RORMESG
RRRGREQ
RORRULE

- Define status codes for tracking
requirements

- Define tracking groups

- Create tracking requirement codes

- Create optional tracking messages

- Assign messages to tracking requirements
- Add tracking requirements to groups

- Build and test tracking group rules




Processing Students...

» Assign students to tracking groups
» ldentify students needing tracking letters

» Track the documents that a student has
submitted

» Modify a student’s tracking requirements




Assigning a tracking group...

» You can assign a tracking group in the
following ways:

- Batch process
- RORGRPS

> On-line automatic assignment
- RRAAREQ, ROAIMMP

> Manually
- RRAAREQ




Modifying a Tracking Group
and/or Requirement....

- RRAAREQ

» Change a student’s tracking group and default in the new
requirements.

- RRAAREQ, RRAMASS
+ Add requirements manually to a student’s tracking record.

- RRAAREQ (2nd Pg)

- Add non-coded “unique” requirements to a student’s tracking
record.

- RHACOMM

« Enter a commentto explain why you’ve added tracking items
to the student’s record.




When You Receive Tracking Documents Back
From Student...

- RRAAREQ, RRAMASS, ROASMRY:

- Update the student’s tracking record to indicate that a
requirement has been satisfied.

- RRAAREQ:

- Review the system indicators to determine if the
document was requested by the system or manually.




Applicant Requirements Form
(RRAAREQ)

| ) Oracle Fusion Middleware Forms Services: Open > RRAAREQ @E@
File Edt Options Block Item Record Query Tools Help DRACLE
NEIBQEE SF DBEIQERRBIZAIG GILQ0/X

" AgplicantRequirements RRAAREQ. B0 (0800) 1 e o

» On-line automatic group
assignment

Ndver, [o [ ;A |7 e Sueen (& Create Person

e GETE N Feins [P Dl Additional Requirements

» Change a student’s tracking group || s

Tracking Group: ~ NOVER @natselededfoweﬂﬁcaﬁan

a n d d e fa u I t | n t h e n eW | Renuestlefier | Wneatisfied Promissory Notes exiat
H | [lopkGronp | Addiional Requirements All Requirements Complete: 1-FEB-2013
re q u I re m e n t S - [ Holdsexist [ linsatisfied Period Reqtirements exist Packaging Requirements Complete; 10-HAR-2013
(2 Create Requirement |2 Delte Requirement Disbursement Requitements Complete: ~11-7E8.2013

» Add requirements manually to a

Reguirements Opfons :
student’s tracking record. _— - -

Yl N _E
WY TestReq, wi insix F H-FEB-2013  10-FEB-2013 F

» Add non-coded “unique”
requirements to a student’s
tracking record (2nd page).

|11}

= [
Requirement Code; press LIST forvalid codes \
Record 11 | ] \ \ | <0sc=




Applicant Immediate Process Form -
ROAIMMP

|4 Oracle Fusion Middleware Forms Senvices: Open > ROAIMMP @E‘g

} O n - I i n e a u to m at i C Ele Edi Qptons Bock fem Record Query Tools Hel ORACLE
group assignment

Action Indicator Period Term Current Stafus Completion Date
Tracking Group Assignment: 7] e [7)
Budgeting Group Assignment: (None) v B B
Packaging Group Assigment. | fone) - [ [
T sap Calcuiated From: i
Efective [
Packaging Fund Assignment: (None) z
’—

Need Analysis Calculation: (None) T

" Authorize o Disburse Availabe Aid Peiod: 7
" immediate ACG, SMART, TEACH Calcuation Fund: 7]

Period Budget Grouping: Period "] Run Name: [
" Period Budget Recalcultion Period: i

Letter Generation

LetterCode: [ i

i Code: [ | 5
= )

Record: 1/1 . | ListafValu.. | | <0sC»




Applicant Comments Form
(RHACOMM)

r@ Oracle Fusion Middleware Forms Services: Open > RHACOMM @M1
File Edt Opions Block ftem Record Query Tools Help ORACLE
BEVE RAERER $7 2EBE QIE AR SR G L 2@ X
" Applicant Comments RHACOMM 8.1 (CB00) sl T T T =]
i0:  [rooot2rez [¥ [Etucin Student
Aid Year: [*]  category Code: [*] Created: [0APR2013 Activity Date: 06-APR2013 | User: [FASUSR -
E n te r a C O m m e nt to These comments can show on the Financial Aid Snapshot ;@
- ’ .
explain why you’ve connens
added tracking items g
)
to the StUdent S AdYea: | [ CategoryCode: | (7 Createt: |  ActiityDate: User:
sz
record. Z
Comment:
Aid Year: [*  Ccategory Code: [* Created: Activity Date: | User:
B /|
Comment: Ll
= = L .
Aid Year Code; press LIST for valid codes \
Record: 1/1 [ .. | ListofValu... | | <05C= J




Applicant Requirements Mass
Entry Form - RRAMASS

» Add requirements
manually to

s Runtimy E
le Edit Options Block Item Record Que

File Edi Block T R
(BYE REEE %% RE

students’ tracking wen [ P e e E

records. " T & E
» Update students — F —|

tracking records to — 0 =

indicate that a — 0 —|

requirement has — 0 —

been satisfied. | | | — 0 —H

ID; Press LIST for Name/ID search, COUNT HITS for Alternate 1D Search.
Record: 141 [ ] | | <osC>

Bsartl B0 G ©

Sandrs Spragin - L. | [E] Microsoft PoverPei




Who needs a tracking letter.....

» Tracking Letter Indicator on RRAAREQ
Use in Population Selection process (GLRSLCT)

» Delivered Population Selections

Track]
Track?2

il
ik




Other Tracking-Related Forms,
Reports, and Processes. . .

» ROARMAN - FA Record Maintenance Form

» ROIGRPI - Group Inquiry Form

» RORGRPS - Batch Grouping Process

» RRREXIT - Exit Interview Requirements
Process

» RRRAREQ - Applicant Requirements

Report




FA Record Maintenance

» On the ROARMAN form you can review and change many

important aspects of a student's financial aid record from one
central form.

o Award detail

- Applicant processing status, enrollment status, satisfactory
academic progress, and admissions status detail

> Budget components

> Other resources

- Coded and non-coded tracking requirements
> Pell Grant Status

> Need Analysis information




FA Record Maintenance
(ROARMAN)

r@OradeFusionM'uidIemreFonmSavimsOpm>mm _
File Edit Options Block Item Record Query Tools Help
OE I BRAEE W E B & RE G ISR @0 X

ial Aid Record Maintenance ROARMA

E N
ORACLE

1314 | 400012792 [ ¥ |Elucian Student

!
e T AR PO
Fund Code

Record: 1/1




Group Inquiry Form

 The purpose of the ROIGRPI form is to display
Budgeting, Packaging, Tracking, or SAP group
information for all valid group codes.




Group Inquiry Form (ROIGRPI

] Oracle Fusion Middleware Forms Services: Open > ROIGRPI T R [ESECE™ )

File Edit Options Block ltem Record Query Tools Help ORACLE

RERAARAR Qe
RREQRRRARAE e e EQ m

RlElRleseEe Qe @

<]
Requirements Tracking Group Code
Record: 1/2 ||




Batch Grouping Process

» The Batch Automatic Grouping process
(RORGRPS) assigns applicants to
requirements tracking groups through the
use of the group selection criteria.

» The changes that take place during the
running of the process are captured and
recorded for audit purposes on the logging
forms (ROIILOG, ROIALOG)




RORGRPS - Batch Grouping Process

r B
|| Oracle Fusion Middleware Forms Services: Open > GJAPCTL - GJIREVO l&@u
File Edit Options Block ltem Record Query Tools Help ORACLE
B0 BeEE 9 DEE @ & BRE Tl X
"z8 Saved Output Review GJIREVO 8.6 (C800) - :

Process:  |RORGRPS |~ Automatic Group Assignment Beginning Date Saved: E

Number: 57005 [~  FileName: |rorgrps_57005.is [~ Lines: 46
tzs-oc‘r—zo:l.z 09:50:39 AM BANNER University PAGE 01 =
AID YEAR: 1112 TRACKING GROUP ASSIGNMENTI REPORT RORGRPS

ESTIMATED APPLICANT POOL USED IN GROUPING: g2
APPLICANTS WHOSE GROUP WAS LOCKED: 2

GRCUP CODE PRIORITY DESC APPLICANTS ASSIGNED
GADIPL 1 Hope Scholarship Verification 25
SPCRC 2 Special Circumstances 0 e}
KWIEST 3 TEST 0
REJECT S Rejected ISIR 11
TEMPOA 26 test 25
TEMPNV 27 test g
INDVER 100 Independent Verify 0
DEFVER 115 Dependent Verify 0
INDNVR 200 Independent No Verify 1
DEPNVR 225 Dependent No Verify (4] |
INVALI 350 Invalid Degree Program 0
lli.EVIEH 400 Review 0 X
4 »
Press KEY-COMMIT to save, KEY-DELREC to delete the output, TAB or ENTER to shift view. |
Record: 1/? | | . | | <osc>




Exit Interview Reguirements
Process- RRREXIT

» The purpose of the Exit Interview
Requirement process is to:

- identify those students that require federal loan
exit counseling and

- establish an exit interview requirement code for
each student's tracking record.

» See Ellucian Banner FA Users Manual for a
detailed description of the process.




Applicant Requirements Report

» The Appli

cant Requirements Report (RRRAREQ)

provides you with detailed information on each

applicant’

s tracking requirements.

» You can use the available parameters to tailor the
report to your needs.

» For exam
Requirem

nle, you can use the optional Packaging
ent Indicator to restrict the report so

that it on

y lists those tracking requirements that

are required for packaging.



Applicant Requirement Tracking Report
- RRRAREQ

- N
|| Oracle Fusion Middleware Forms Services: Open > GJAPCTL - GJIREVO @M
File Edit Options Block Item Record Query Tools Help ORACLE
B E REEE Y DEE Q& BRI G ¢ SR @ 1X

Process: RRRAREQ | * Applicant Requirements Report Beginning Date Saved: = W
Number: 56990 [~  FileName: |rrrareq_S6990.is [+ Lines: 46

23-0CT-2012 09:31 AM BANNER University PAGE 1
AID YEAR: 1112 Applicant Requirements Tracking Report RRRAREQ
NAME: Edit0167, Test0167 AID PERIOD: Fall-Spring Semesters
ID: A00010183 TGRP: CANADM LTR: Y BGRP: PGRP: DEP: I CLASS:

INFO
REQUIREMENT STATUS SAT PCKG DISB MEMO TRK ACCESS FUND PERICD SYS
FAFSA Federal Student Financial Aid Application E 18-JAN-2012 N Y Y b 4 p 4 Y M

23-0CT-2012 09:31 AM BANNER University PAGE 2

AID YEAR: 1112 Applicant Requirements Tracking Report RRRAREQ
* * % REPORT CONTROL INFORMATION * * *

4] | »lvi—
4| [ I3
Press KEY-COMMIT to save, KEY-DELREC to delete the output, TAB or ENTER to shift view. |
Record: 1/? | | = | | <osc>




Requirements Tracking Module
Summary

» Allows you to define and track an unlimited number of
documents that students need to submit

» These requirements can control whether students are eligible
for packaging and/or disbursement

» Enables you to define your document requirements

» Place students into groups and assign the same requirements to
students in the same group

» Permits mass entry of documents for multiple students on one form

» Provides the ability to print letters to inform students of the
documents they need to submit




Questions?




