9.2 Run Return to Title IV Report

Purpose: Use this document as a reference on how to run the R2T4 report using ctcLink.

Audience: Financial Aid staff

Use the Return of TIV Funds Report page to generate the Return of Title IV Funds
Withdrawal report.

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

ZD FA Director

ZD FA R2T4 Prcs

ZZ FA Funds Manager
ZZ FA R2T4 Prcs

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

Run the R2T4 Report

Navigation: NavBar > Navigator > Financial Aid > Return to Title IV Funds > Return of TIV
Aid Report

1. The Return of TIV Aid Report run control search page displays.
2. Enter the Run Control ID.
3. Select the Search button.
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< Student Tracking Return of TIV Aid Report

Return of TIV Aid Report
Enter any information you have and ofick Search. Leave fields blank for a list of all values.
Find an Existing Value Add a Mew Valus

Search Criteria

Search by,  Run Confrol IDbegins '.'.".r'l I

O case Sensitive

Search Advanced Search

Find an Existing Value | Add a New Value

4. The Return of TIV Aid Report page displays.
The report displays the most recent withdrawal dates first and the oldest last. The system
displays the information based on how you define your run control options. It includes:

+ worksheet calculations,

+ return of funds by the school and student,

* institutional charges, and

* number of days since the withdrawal date.

U

6. Complete the following fields:
* Institution
* Aid Year
« Term
* Program Type

7. Select the Active check box.

8. Use the Report Structured By field to structure the report by date, by name, or by date
range/name.

9. Use the Process Students field to select completed, new, new and pending, or pending
withdrawals.

10. You can select to process the report by specific careers. If the Process Selected
Careers check box is clear, the system processes all careers.

11. Select the Save button.

12. Select the Run button.
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< Student Tracking Return of TIV Aid Report

Return of TIV Funds Report

Run Control ID TRAINING

Return of TIV Funds Report Parameters

R e

Report Manager  Process Monitor

Find | Wiew Al

*Aid Yea Q

ez ]2 | active|

Report Structured Byl EE Diate

~J| | Program Type (Credit/Clock Hr)

First ‘4" 10f1 ‘b Last

O Clock Hour Program
®) Credit Hour Program

Process S-rul:lemsl New and Pending Withdrawals i |

I [ Process Selected Careers I

Selected Careers Personalize | Find | View il | (1] B

| -

First ‘4" 1of1 '} Last

Academic: Career Totals
1] Academic | Totals +]
Total Students Processed 1] Students 0-10 Days o Students 21-30 Days o
Students 11-20 Days o Students Over 30 Days ]
Process Instance o Run Date and Time
Refresh
or Refurn to Search | | =] Motify |54 Add F| Update
13. The Process Scheduler Request page displays.
14. Select the OK button.
Process Scheduler Request
User ID CTC JMERRILL Run Control ID TRAIMIMNG
Server Name o Run Date |11/07/2019 H
Recurrence v Run Time [&:13:24AM Reset to Current Date/Time
Time Zone Q
Process List
Select Descripfion Process Name Process Type *Type *Format Distribution
[  Title ¥ Retum of Funds FATIVRTH SOR: Report [\eb | [POFE ~ | Distribution

.

15. The Return of TIV Funds Report page displays.
16. Make note of the Process Instance number.
17. Select the Process Monitor link.
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Return of TIV Funds Report

Run Control ID TRAINING

Report Manager IF'rucEs Mon IDrI § . mum
Process Instance: 30524447

Return of TIV Funds Report Parameters

Find | View Al First ‘4 1of1 "} Last
"Institution fwazzo | *pid Year 2015 |2 Term[2177 | [ Active ==l
Report Structured By [By Date ~] | Program Type (Credit/Clock Hr)
O Clock Hour Program
Process Students | Mew and Pending Withdrawals \ ®) Credit Hour Program
[ Process Selected Careers Selected Careers Personalize | Find | WiewAll | £2| E‘ First ‘4 1of1 '}’ Last
Academic Career Totals
1 [Academic -] Totals +] -
Total Students Processed L] Students 0-10 Days o Students 21-30 Days o
Students 11-20 Days o Students Owver 30 Days o
Process Instance L] Run Date and Time
Refresh
|5 Save || oh Retumn to Search =] Mofify 5% Add Update/Displa
18. The Process Monitor page displays.
19. Select the Refresh button until the status is Success and Posted.
20. Select the Go Back to Return to TIV Aid Report link.
| Process List | Server List
View Process Request For
User ID | CTC_JMERRIL Q Type " Last v 1 Days R
Server w Mame Q| instance From Instance To
Run v Distribution Status [ Save On Refresh
Status
Process List
F O 1-2 aof 2 Wiear Al
Select  Instance Seq. Process Type :m""”:“ User Run DateTime Run Status ggz:""“ Details
30524447 S0R Report FATIVRETH CTC JMERRILL TOT2018 8:13:24AM PST Success Posted Dietails
30524441 PSJob CODIN CTC_JMERRILL 11062018 11:58:13AM PST Success Posted Distails

IEC- back to Reten of TV Aid Report I

T ] e

Process List

Server List

21. The Return of TIV Funds Report page displays.
22. Select Report Manager link.
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Return of TIV Funds Report

Run Conrol D TRAIMING

Process Monitor

Retumn of TIV Funds Report Parameters Find | View A First & 10f1 & Lasi
“nstitution fWazz | *AM Year[Z0iE |4 Tem 377 | [ ackve [+][=]
Report Structured By [y Daie /] | Program Type [CreditiClock Hr)
) Clock Hour Program
Process Students | New and Pending Withdrawals -] (% Credit Hour Program
[ Process 2slectsd Carsers Selected Careers Persoralize | Fird | Wiew &l | L2 | D.I First ‘4 1af1 ‘b Last
Anadamic Cansar Totals
1 |.-"||.'::uu|ri|: | Totals il :I
Total Ftudents Processed 124 Studants 0-10 Daye 4 Studants 21-30 Days o
Studants 11-20 Days a Students Crwar 30 Days 125
Process Instance 30524447 Fun Date and Time 110772018 8:14:394M
Reerfresh
|5 Save ||[gh Retum io Search =] Natify =5 Add 42 UndateiDisntay

23. The Report Manager page displays.

24. Select the Administration tab.

25. Select the Title IV Return of Funds report link associated with the Process Instance
number.

‘ List || Explorer |I Administration I| Archives. |

View Reports For

User!D CTCLIMERRILL  Type | I || Lst v 1| [pays | | Refresh
Status ad Folder ~ | Instance to
Report List
B Q 12 of 2 v | View Al
Select ;eport  Pres  Description Request Date/Time Format Status  Details
1332561 | 30524447 [Title IV Refum of Funds 10772010 8 14:11AM Acrobat (“pdf}  Posted | Details
1332656 | 30524442 | SFA_COD N 11/06/2018 12:00:13PM Texd Files (“td)  Posted | Details
e 2
Select All Diesslect All
Delete Click the delete button to delete the selected repart(s)

Go back to Retum of TIV Aid Report

=

List | Explorer | Administration | Archives

26. The report opens in a new window.

9.2 Run Return to Title IV Report Page 5



Peoplefaft
Report ID:  EATIVRTH.SOR TITLE IV RETURN OF FUNDS REPORT Fage Ho. 1
In=titutic E Rur Date 11/07/2018
Bur Time 08:14:3%

Academic Carssx: UGRD

Student Hame 338 ¥Fdxl Date Days Jince F& Term Dt Status Create 06 Day= Since

11/08/2017
12/14/2017
11/01/2017
1z/01/2017 1a/is/aoLT

mom

oo
m

mom

11/31/2017 716 11/21/2017
11/31/2017 716

11/17/2017 720 11/17/2017
13/17/2017 720

13/17/2017 720 11/17/2017
13/17/2017 720 11/17/2017
13/17/2017 720 11/17/2017
11/17/2017 720 11/17/2017

momom

mom

m
£2 DD 0 LD LD D DD D DB D
[T T T T R I A )

m

27. You have successfully generated a Return of TIV Funds Withdrawal report.
28. End of procedure.
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