9.2 Manually Cancel a Term Award

Purpose: Use this document as a reference on how to cancel an award for one term in
ctcLink.

Audience: Financial Aid Technician/Staff.

Manually Cancel a Term Award

@ Youmust have at least one of these local college managed security roles:

ZD FA Award Processing
ZD FA Director

ZZ FA Award Processing
ZZ FA Award 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 > Awards > Award Processing > Assign
Awards to a Student

@ This example is for a student on whom aid has not yet disbursed. If you are canceling
aid on a student for the term, be sure the award has not yet been Authorized/
Disbursed as additional steps may need to be taken at that point.

1. The Award Entry search page displays.
2. Complete the following fields:

* Empl ID

+ Academic Institution

+ Aid year

3. Select the Search button.
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Award Entry

Enter any Information you have and click Search. Leave flelds blank for a list of all values.
Find an Existing Value

* Search Criteria

Empl ID | begins with « qQ
Academic Institution | = ~ WaZ20 Q
AidYear | = ~ 2021 Q

National ID  begins with

£

Campus ID  begins with

Last Name begins with

£

First Name  begins with ~

Search Clear Basic Search & Save Search Criteria

4. The Award Entry page displays.

Identify the award you want to cancel for the term. In this example, the Spring 2021 term
College Bound Scholarship award will be canceled.

6. Select the Disbursement link to review how the aid is split into each term.

U

Mew W | e
Student Ald Package Need Summary Term Summary
*
ID
Aid Year 2021  2020-2021 Financial Aid Year Institution  WA220 M H
Career UGRD Q  Undergrad Package Status  Packaging Completed - Validate
Packaging Plan ID  WI-SP Q Retrieve Aggregate Source  FA Installation Default - Post
Repackaging Plan ID Q Repackage Award Period  Bath Academic & Non Std - Reset
Attributes Award Notification
Award Status 103
“NUM Action Career Item Type Description Offered Accepted Disbursement Plan ~Split Code
10 Q UGRD 911000000000 Federal Pell Grant 3,701.00 3701.00) 14 x - Q Disbursement +
20 Q UGRD 912000000000 Washington College Grant 2462.00 246200 14 x o Q Disbursement +

30 Q UGRD 912000000200 College Bound Scholarship 291.00 / 291.00) 44 oo Q +

Save | Return to Search Notity

N

The Award Disbursement Detail page displays.

8. Note the different amounts in the term. In this example, the spring 2021 term will be
canceled (2213). Recall that the amount that is Offer/Accepted is counted in annual
amounts, so this means you must note how much of the award is offered in other terms. In

9.2 Manually Cancel a Term Award Page 2



this example, the Spring amount will be canceled, so the annual Offered/Accepted amount

will now be $125, to reflect the fall only amount.
9. Select OK or Cancel to return to the award page.

Award Disbursement Detail

Sequence 30 Item Type 912000000200 Net Award Amount  $291.00

Disbursement Plan 14 *SplitCode xx Q[ Custom Spiit

Disbursement Distribution

5 Q
Disbt ID Term Award Period Level Offered Accepted Met Disbursement Balance
o 21 Academic 125,00 125.00 125.00
02 2213 Academic 166.00 166.00 166.00
03 2215 Academic 0.00 0.00 0.00

10. The Award Entry page displays.
11. Enter a "B" the Action field of the College Bound Scholarship award.

12. Tab over to the "Offered" field, and enter in the new annual amount. In this example,

the winter term amount is used, which is $125. Tab out, and the Accepted field will
automatically populate.

Disbursed

125.00

0.00

only

NEW VI U mep
Student Ald Package Need Summary Term Summary
*
D
Aid Year 2021  2020-2021 Financial Aid Year Institution  WA220 M E
Career |UGRD Q Undergrad Package Status  Packaging Comple Validate
Packaging Plan ID | WI-SP Q Retrieve Aggregate Source  FA Installation Default ~ FPost
Repackaging Plan ID Q Repackage Award Perlod  Both Academic & Non Std w Reset
Altributes Award Notification
Award Status  II»
NUM Action Career Item Type Description Offered Accepted Disbursement Plan ~Split Code
0 Qa UGRD 911000000000 Federal Pell Grant 3,701.00 3701000 44 x Q Disbursement
20 Q UGRD 912000000000 Washington College Grant 2,462.00 2462000 14 > Q Disbursement
30 UGRD 512000000200 College Bound Schalarship [ 125.00 125.00 | 14 XX Q Disbursement
Save | Return to Search Notify

13. The Award Disbursement Detail pagelet will automatically display.

14. Select the Custom Split checkbox, and then enter in the $125 in the Winter Term, and leave

the $0 in Spring -- this ensures the Spring award has been canceled.
15. Select the OK button.
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Award Disbursement Detail

Sequence 30 Item Type 912000000200
Disbursement Plan 14 *splitCode Xx @ |H Custom Spiit

Net Award Amount  $125.00

Disbursement Distribution
5 Q 4 4 1303+~ » )
Disbt ID Term Award Period Level Offered Accepted Net Disbursement Balance Disbursed
01 2211 Academic 125.00 125.00 125.00
02 2213 Academic . ( 0.00 0.00 0.00 0.00
03 . 2215 . Academic . . 0.00| . 0.00 0.00 0.00
= o |
16. The Award Entry page displays.
17. Select the Validate button.
[ Student Ald Package l Need Summary H Term Summary
*
-——— - [[=]
M A e

Institution  WA220

Aid Year 2021 2020-2021 Financial Aid Year
Career UGRD Q  Undergrad

Package Status  Packaging Completed hd m
Packaging Plan |D WiI-SP Q I Retrieve l Aggregate Source  FA Installation Default v Post

Repackaging Plan ID . Q Repackage Award Period  Both Academic & Non Std v Reset ‘

Alributes Award Notification
[P [ s |
‘NUM  Action Career  Item Type Description Offered Acceptad DisbursementPlan  -Split Code
[T_ [—Q‘ UGRD 911000000000 Federal Pell Grant | 3‘701-00| | 370100 14 ﬁ\ Disbursement +
[?_ [7‘1‘ UGRD 912000000000 Washington College Grant I 2.45?-°°| | 246200 44 ﬁ‘ EE e +
IK_ I—Ql UGRD 912000000200 College Bound Scholarship I 125-°°| | 12500 44 ﬁ\ Disbursement +

[ ranose o

18. A Validation message appears.
19. Select the OK button to acknowledge the message and continue on to the Posting process.

Award Validation completed successfully. Please review each award message. (14420,57)

The award amount may have besn adjusted as a result of the Validation process.

-

20. The Award Entry page displays.
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21. Select the Post button to post the award.

[ Student Ald Package ] Need Summary H Term Surnmary

*
- —— e — 1D
Aid Year 2021  2020-2021 Financial Aid Year Institution  WA220 M A e
Career .UGRD Q Undergrad Package Status  Packaging Completed Validate
Packaging Plan (D \WI-SP Q [ Aggregate Source  FA Installation Default O —
Repackaging Plan ID . Q Repackage Award Perlod ~ Both Academic & Non Std Reset
Altributes Award Notification
Award Status I
“NUM  Action Career  Item Type Description Accepted Disbursement Plan -Split Code
10 | Q| UGRD 911000000000 Federal Pell Grant | 370100 14 x>a Disbursement +
2 | @ ucrp 912000000000 Washington College Grant | 246200 44 R Disbursement E
| 100 44 X Q Disbursement +

30 Q UGRD 912000000200 College Bound Scholarship

[ ranose o

22. A Posting message appears.

23. Select the OK button to acknowledge the message and continue on.

Award Posting completed successfully, (14420,61)

Awards were successfully posted. You should verify that all award amounts and disbursements are correct. Make

approp

——

24. End of procedure.
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