9.2 Pell COD Origination & Disbursement
Reports

Purpose: Use this document as a reference on how to run Pell COD Origination and
Disbursement Reports using ctcLink.

Audience: Financial Aid staff.

The Pell Origination Report provides the status of whether or not records have been
imported or exported.

@© You must have at least one of these local college managed security roles:

+ ZD FA Director

+ ZD FA Pell Orig Reports
+ ZZ FA Pell Orig Reports
* ZZ FA Pell Processor

If you need assistance with the above security roles, please contact your local college
supervisor or IT Admin to request role access.

Pell COD Origination & Disbursement Reports

Pell Origination Report

Navigation: NavBar > Navigator > Financial Aid > Pell Payment > Origination Reports >
Origination Import and Export

1. The Pell Origination Records search page displays.
2. Enter an existing or new Run Control ID.
3. Select the Search or ADD button.
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Pell Origination Records

Eind an Existing Walee || Add a New Value

Fun Contral 1D | |

Add

Find an Existing Walue | Add a New Value

The Pell Originations page displays.
Enter the Academic Institution.
Enter the Aid Year.

Select the Run button.

Nouwuks

Pell Originations

Run Centrol I PELL_ORIG Report Manager  Process Monitor Run

Report Request Parameters
*Academic Institution 3, Spokane CC

“Aid Year 019 |2 203-2019 Financial Aid Year

[ Sawe ||[E] Motify =% &dd || 7] Update/Display

oo

The Process Scheduler Request page displays.

9. Select the Pell Originations item in the Process List table for the Process Type = Bl
Publisher.

10. Select the OK button.
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Process Scheduler Request

User Il CTC_JMERRILL Run Contrel ID PELL_ORIG
Server Name hd Run Date |02/03/2014] i

Recurrence Y Run Time [T-22-47AM Reseat to Current Date/Time

Time Zone a,
Process List
Select  Description Process Name Process Typs “Type “Format Distrioution
Pell Originations FASTS Bl Publisher [Web  ~|[FOF -] Distribution

Cance

11. The Pell Originations page displays.
12. Make note of the Process Instance number.
13. Select the Process Monitor link.

Pell Originations

Run Control ID PELL_CRIG Report Managsr ' ________ R ”"'

|F'rc-:ess- nstance 27012061 |

Report Request Parameters
*Academic Institution [WATT1 | Spakane CC

*Aid Year 2019 |3, 2018-2019 Financizl Aid Year

il Save | |[=] Notify % Add || ,#] UpdateDisplay

14. The Process Monitor page displays.
15. Locate Process Instance number assigned in previous step.

16. Select the Refresh button until the Run Status is Success and Distribution Status is
Posted.

17. Select Go back to Pell Origination Records link.
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Process List Senver List

View Process Request For

User ID [CTC_IMERF = |3 Type | | [Last | 1| [Days = I Refresh I
Sewer:| Mame 3, Instance From Instance To
RunStatus|  ~|  Distribution Status | ~] [ Save On Refresh
Process List Personalize | Find | View All | 5H] = First ‘4 10of1 '® Last
Zalgct Inetanca  Zaq. Process Type :;u"?:“ Usar Run Dats/Tima Run Status I:::E:”un" Datalle
27012961 Bl Publisher FARTE CTC_JMERRILL 02/03/2019 T:42:47AM FET IS-LEI:E;S Posted Details

IG:n back to Pell Crigination Records I
'Fl Sawe || =] Motify

Process List | Sereer List

18. The Pell Originations page displays.
19. To view the report, from the Pell Originations page, select the Report Manager link.

Pell Criginations

Run Control ID FELL_ORIG Process Manitor © Run

Report Request Parameters
*Academic Institution WA171 | Spokane CC

*Aid Year 2010 |0 2018-2018 Financial Aid Year

5] Save |||t Retumn to Search =] Maotify » Add || E| Update/Display

20. The Report Manager page displays.
21. Inthe File List tab, select the PDF link to open and view the report.
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Explorer || Administration Archives

View Reports For

Faolder | ] Instance to Refresh
Mame Created On i [Last - i
Reports Personalize | Find [ View a0 [ 20 B Firt 0 10f1 0 Last
Complation Raport Process
Raport Repart Description Folder Name DatwTims e inaiance
78 - iginati T8 - 2103 1
FA878 - Pell Origination FAE 8 - PELL ORIGINATION General E 10319 1141345 27012984
Records.pdf RECORDS.POF T-44AM
22. The Pell Origination Records report displays.
AL * PeopleSoft PageNo.  loflil
OR LE RusDate 020372012
FepartID:  FARTE Pell Origination Records Fun Time:  07:44:14 AM
Institution: WAI71 Aid Year: 2019
EMPLID  Name Crigination Id Transaction Status  Status Date Pall EFC AEI
Trans key Sehool Code Origination Status ~ MRR Status Verif Status Code
201308105 Adamsz, Kennedy 53343588 1NIZ01201 306105 Transmitted 2018/08/13 11:60:42:00 51,860 N
200948400 NI 2 003793 Ancaptad Verified
201352180 Adams, Kennedy 537004858N0201201352180 Transmittad 201810813 12:00:0400 50 N
201018200 NO 3 00ava3 Accapted Verified
201354820 Adams, Kennedy 2080885725C201201354830 Transmitted 201810813 12.00:06:00  §100 N
195158400 5C 1 00ava3 Accepted Mot Selected
201355285  Adams, Kennedy 510343158MC201201356266 Transmitted 2018/08/13 12:00:05:00 50 N
200515700 MC 1 003793 Ancaptad Not Selected
201005174 Adams, Kennedy 536941150HU201201005174 Transmitted 201810813 11:50:0400 50 N
201013000 HU 2 00ava3 Accepted Mot Selected
201009887 Adams, Kennedy 53002944851201201009687 Ready 2018/07/13 09:37:38:00 50 N
201088480 Bl 1 00ave3 Accapted Mot Selected
201001417 Adams, Kennedy B02045314B0201201001417 Transmitted 2018/08/13 11:60:00:00 50 N
202272300 BO 2 003793 Transmitted Verified
201035618 Adams, Kennady 676022124H6201201035818 Transmitted 2018108113 11:68:01:00 0 N
201890100 HA 2 003793 Transmitted Mot Selected
201037181 Adams, Kennedy 537200288/0201201037151 Ready 2018/07/02 07-31:60:00  §0 N
201020400 JO 3 003793 Aecepted Not Selected
201043748 Adams, Kennedy E17023584212012010487 48 Transmitted 2018/08/12 11:50:14:00 50 N
200835060 21 1 003793 Aecepted Not Selected
201081710 Adams, Kennady 510300892K4201201081710 Ready 20181068128 14:60:54:00  §0 N

23. The process to run the Pell Origination report is now complete.

Pell Disbursement Report

€ The Pell Disbursement Records Report basically provides the status of whether or not
records have been disbursed and its status.
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@© You must have at least one of these local college managed security roles:

ZD FA Director

+ ZD FA Pell Disb Reports
ZZ FA Pell Disb Reports
ZZ FA Pell Processor

If you need assistance with the above security roles, please contact your local college
supervisor or IT Admin to request role access.

Navigation: NavBar > Navigator > Financial Aid > Pell Payment > Disbursement Reports >
Disbursement Records

1. The Pell Disbursement Records search page displays.
2. Enter an existing or new Run Control ID.
3. Select the Search button.

Pell Disbursement Records

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

Find an Existing Value Add a Mew Value

Search Criteria

Fun Control 1D [begins with || |

O case Sensitive

Clear | Basic Search _*'IJ Sawve Search Criteria

Find an Existing Valee | Add a Mew Value

The Pell Disbursement Records page displays.
Enter the Academic Institution.

Enter the Aid Year.

Select the Run button.

No vk
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Pell Disbursement Records

Run Control ID PELL_DISB Report Managsr  Process Manitor

Report Request Parameters
*Academic Institution -’.'{ Spokane GG
*Pid Year]2019] |3 2013-2019 Financial Aid Year

% Add || 7] Update/Display

|Gl Save ||[E] Notify

8. Select the Pell Disbursements item in the Process List table for the Process Type = Bl

Publisher.
9. Select OK button.

Process Scheduler Request

User ID CTC_JMERRILL Run Control ID PELL_DMSB
Server Name W Run Date 02022019 (
Recurrence w Run Time [10:53:024M Reset to Current Date/Time
Time Zone Q,
Process List
Salect Description Procass Mame Process Typa “Type *Format Distribution
Pell Disbursaments FAZ33 Bl Publisher [Web ~|[PDF | Distribution

Ganca

10. The Process Scheduler Request page displays.
11. Make note of the Process Instance number.

12. Select the Process Monitor link.

Pell Disbursement Records

Run Control ID PELL_DISB Report Manager | Run |

| Process Instance-27012852 |

Report Request Parameters
*Academic Institution WATT1 [ Spokane CC

*Aid Year|2018 |3, 2018-2019 Financial Aid Year

s Add || 7] UpdateDisplay

[ Save ||[E] Notify
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13.
14.
15.

16.

RunStatus| |  Distribution Status |

The Process Monitor page displays.

From the Process List tab, locate Process Instance number assigned in previous step.

Select the Refresh button until the Run Status is Success and Distribution Status is
Posted.

Select Go back to Pell Disbursement Records link.

Process List Senver List

View Process Request For

User ID [ETC_JMERRIL Type | | |Last | 1 |Days o

Sewer:l Names 3, Instamce From Instance To

V| E save On Refresh

Process List

Personalize | Find | View All | EX| [ First ‘4 1-20f2 '} Last

salect Instance  Seq. Procese Type :';“::“ User Run DateTime Run Status Et'::z:’””':'" Detalls
27012982 Bl Publisher FAS83 CTC_JMERRILL 02/03/2019 10:53:028M PST IEL{:L‘EEE Posted l:letails
27012981 Bl Publisher FASTE CTC_JMERRILL 02/032019 T-42:47AM PST Success Posted Details

Go back to Pell Disbursement Records

F Save || =] Motify

Procass List | Seneer List

17. The Pell Disbursement Records page displays.
18. To view the report, from the Pell Disbursement Records page, select the Report Manager

link.

Pell Disbursement Records

Run Cantrel ID FELL_DISE Process Monitor . Pun

Report Request Parameters

5] Save |||t Retumn to Search =] Motify

*Academic Institution VWATT1 | Spokane CC

*Aid Year 2018 |0 2018-2018 Financial Aid Year

+ Add .

19. The Report Manager displays.
20. Select the Administration link.
21. Select the PDF link in the Report List table.
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List Explorer || Administration Archives
View Reports For
User ID CTC_MERRILL|  Type| ~[Last <] 1 Refresh
Status[ | Folder| | Instance to

Report List Personalize | Find | View AN | B2 E‘ First ‘4 1-20f2 '} Last
salect F[fp'm ::;I’:;nm Description E:ﬂ;‘#ﬁ;a Format  Stsfus  Detslls
1141347 27012062|F AE3 - Pell Dsbursement Rscordaodl  floogoa (o Posted Detais
1141245 27012961 FASTE - Pell Origination Records. pdf 52435;521\:; ﬁgrﬁ‘“‘ Fosted Detsils

il

~ Select A = Deselec: Al
Delats Chick the delete button to delete the selected repont(s)

Go back to Pell Disbursement Records

'5l Save

List | Explorer | Administration | Archives

22. The Pell Disbursement Records report displays in a new window.
23. Scroll through the report to review the various records and data.

ORACLE’ PeopleSoft PageNo:  10f363
RmnDate 02032019
ReportiD:  FASE3 Pell Dishursement Records RumTime 10:53:43 AM
Institution: WA1T1 Aid Year: 2019
EMPLID  Name Origination 1D Pell EFC Origination Status MAR Status AEI
Disk ID RFMS Disb Seq Mbr Disbursemant Amount Disk: Date ¥TD Disb Amount Disbursement Status Status Date
101000002 Klee,Paul §13131234K1201101000002 30 Accepted N
0z o0 $2.032.00 0908/2018 Originated 08282018
00 $2.032.00 1212372018 Originated 08282018
04 0 $2.031.00 032172019 Originated 08282018
101000035  Cook, Nico 238755970JE201101000035 30 Accepted N
00 §2.032.00 1212372018 Originated 02002018
04 0 $2.031.00 0222019 Originated 02002018
0z 1 $2.032.00 0908/2018 Transmitted 08002018
101000088  Crawford, Lumi §32637033HE201101000088 30 Accepted N
00 ,032.00 1212372018 Originated 0122018
04 0 $2.031.00 0222019 Originated 0122018
0z 1 $1.524.00 0908/2018 Transmitted 0122018
101000104 Cook, Nico §33080257WY201101000104 30 Accepted N
0z o0 $2.032.00 0908/2018 Originated 08282018
0 0 $2.032.00 1212372018 Originated 08282018
04 0 $2.031.00 0X21/2019 Originated 08282018
101000148 Rogers, Madisen §39354028KR201101000148 30 Accepted N
0 0 $2.032.00 1212372018 Originated 08152018
04 0 $2.031.00 0222019 Originated 08152018
0z 1 $2.032.00 0900/2018 Transmitted 08152018
101000428 Murray, Scout §30234481G0201101000438 30 Accepted N
0 0 2.032.00 1212372018 Originated 08142018
04 0 $2.031.00 0222019 Originated 08142018
0z 1 $1.524.00 0900/2018 Transmitted 0122018
101000845  Green, Hayden §38370723KU201101000045 3517 Accepted N
01 3462.00 06222018 $482.00 Disbursed 07022018
FARAED - Pall Disbursements Page 1 of 365 Run Date: 020319 Run Tima: 10-53:43 AM

24, The process to run the Pell Disbursement Records report is now complete.
25. You have successfully run both the Pell Origination and Pell Disbursement reports.
26. End of procedure.
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