SHSU Financial Aid and Scholarships Procedures - R2T4 All F’s

Title IV (R2T4) Funds Return Procedure
PROCESS & PROCEDURE FOR RUNNING THE ALL F’S (UNOFFICIAL RESIGNATIONS)

We are required by regulations to do a Title IV Return Calculation whenever a student receives
Fs in every class, for the semester. For every day a student is enrolled they are earning a small
portion of their Title IV aid. The LDA (Last Day of Attendance) for the student that earned all
F’s, will be the date that we use to determine how much aid the student earned. We must return
Title IV funds on the unearned aid. See the screen clipping of this from the FSA Handbook:

THESE FUNDS MUST BE RETURNED WITHIN 45 DAYS OF THE DATE OF DETERMINATION
THAT THE STUDENT WAS AN UNOFFICIAL RESIGNATION (the date grades were required to be
posted).
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ALL F’S Return Process

WHAT: TITLE IV Aid consists of: LOANS= Direct Loans and Perkins Loans; GRANTS=PELL, SEOG, &
TEACH. It does not include Scholarships, ALT, BOT, or CAL.

WHEN: Two days after grades are due, at the end of a semester, the process and procedure will be started.

WHERE: In BANNER, the SFRNOWD report.

Withdrawals

This chapter explains how Title IV funds are handled when a recipient of those funds ceases to be enrolled (100%
withdrawal) prior to the end of a payment period or period of enrollment. These requirements do not apply to a student
who does not actually begin attendance or cease attendance at the school. For example, when a student reduces their
course load from 12 credits to 9 credits, the reduction represents a change in enrollment status, not a withdrawal.
Therefore, no Return of Title IV Funds (R2T4) calculation is required.

The R2T4 regulations do not dictate an institutional refund policy. Instead, a school is required to determine the earned
and unearned portions of Title IV aid as of the date the student ceased attendance based on the amount of time the
student spent in attendance or, in the case of a clock-hour program, was scheduled to be in attendance. A pro rata
schedule is used to determine the amount of FSA funds the student has earned at the time of withdrawal up through the
60% point in each payment period or period of enroliment. After the 60% point in the payment period or period of
enrollment, a student has earned 100% of the FSA funds the student received and was scheduled to receive during the
period.

For a student who withdraws after the 60% point-in-time, there are no unearned funds. However, a school must still
determine whether the student is eligible for a post-withdrawal disbursement (PWD).

The Department published final regulations on September 2, 2020 that established several new withdrawal exemption
categories. If met, these withdrawal exemptions allow a student who has otherwise withdrawn or left the institution to not
be considered a withdrawal for Title IV purposes. These exemptions, along with other R2T4 regulations, will be discussed
in detail throughout this volume.
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R2T4 TERMINOLOGY

Title IV Aid — Federal financial aid provided to eligible college students. Title IV aid consists of student
loans, such as Direct Loans and Perkins Loans; also grants, such as the Pell Grant, the Supplemental
Education Opportunity Grant (SEOG), and the Teacher Education Assistance for College and Higher
Education (TEACH) Grant. It does not include Scholarships, Alternative Loans, BOT, or CAL loans.
Academic Year — The time period from the first day of class for the fall semester to the last day of the
spring semester. It also includes the first summer term when awarding financial aid.

Census — It is the 12" day of class.

R2T4 — The term used to identify the university’s return of unearned aid to the federal government after
students resign from school. R2T4 is Return to Title IV. R2T4s get processed in different intervals
throughout the academic year. There are different processes for R2T4s that occur prior to the census date
in Fall or Spring, after the census date in Fall or Spring, after 60% completion in Fall or Spring, and for
Fall or Spring unofficial resignations. There are also similar Summer resignation processes for R2T4s.
RPRTIVC — The Banner report used to process R2T4s. It is ALWAYS ran in Audit mode first. You may
also run the report in Audit mode a second time to see if your data entries in Banner have processed
correctly. After the information has been reviewed, and corrected as necessary, the RPRTIVC is ran in
Update mode which is the final report. After Update mode is ran in Banner, the RPRTIVC data is reset
and cannot be retrieved, therefore it is very important to save the report on the T: drive.

Eligible Disbursement — Title IV Aid that a student qualifies for under FAFSA. It is shown on the
RPRTIVC report as “ELIG DISB”.

Disbursement — Title IV Aid that was disbursed to the student, which is shown on the RPRTIVC report
as “DISB”. It can be verified by viewing the RSIAREV screen in Banner.

Not Disbursed — Title IV Aid that has not been disbursed to the student, which is shown on the
RPRTIVC report as “NOT DISB”. By using the Tracking tab on the ROARMAN screen or using the
Banner search function to find the RRAREQ screen, you can verify if the student has completed the
required requests to receive the funds.

Post-withdrawal Disbursement — Title IV Aid that is eligible to be disbursed after a student resigns. It is
shown on the RPRTIVC report as “POST-WD DISB”.

Eligibility Worksheet — A MS Excel sheet used for all student resignations that occur prior to Census.
The Eiligibility Worksheet (EW) details a summary of the student’s activity of adding and dropping
classes. The Banner SFASTCA screen is used to report the student activity. It is exported as an MS Excel
sheet to complete the EW. After Census, we assume the students are attending classes and EW no longer
needs to be performed. Templates for the EW are located at 7:/SFA/R2T4/Eligibility WS, Calculations
& Reporting Info/ELIGIBILITY WORKSHEET.

Perfect Forms — Emails sent from the Registrar’s Office with the name of the student who is resigning.
These emails are printed and added to the student’s R2T4 packet for documentation.

RHACOMM Category Code — The code that is entered in the Banner RHACOMM screen. Each
semester has a unique code, for example, fall’s code is R2ZT4FA . Each student resignation should have a
RHACOMM note in Banner with a category code.

Last of Attendance (LDA) — On the RPRTIVC, it is the last date that a student officially attended SHSU.
Student Letter — The official letter regarding the Return of Title IV funds that is required to be sent to
most of the students who have resigned from the university. Always use SHSU letterhead and envelopes
for these letters. A template is located at 7:/SFA/R2T4/Letters to Students. A letter template for a
Post-Withdrawal Disbursement is located at 7:SFA/R2T4/PostWithdrawalDisb.

Back-Dated Resignations: Sometimes the Registrar’s office will change the last date of
attendance for a student. Often, resignations are back-dated to before the first class day. If they
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truly never attended any classes, you will need to cancel all of their aid. If they did attend
classes, the original resignation calculation stands as it is. The calculation is not dependent on the
University’s refunds.

ALL F’S Return Procedure

INSTRUCTIONS FOR ALL F’S- UNOFFICIAL RESIGNATIONS (do not begin this
until 2 days after the date grades are due to be posted to allow for grade changes). All F’s
for each term: Fall — December, Spring — May, and Summer — August)

In Banner go to SFRNOWD = the report that will show all students that received all Fs for the semester

ROLL FORWARD

UNDER “PRINTER CONTROL” PRINTER: type “DATABASE”; ROLL FORWARD

Under “Parameter Values” for 01-Term code, put YEAR and semester CODE (EX: 201420);

FALL: 80 SPRING: 20 SUMMER: 40

5. YOU WILL NEED TO INSERT (1) RECORD: TO THE LEFT/BELOW -02 STUDENT LEVEL UG- INSERT
RECORD BY USING F6, THEN UNDER VALUES CHANGE AS SHOWED BELOW to “GR”.

03- FINANCIAL AID SELECTION: “F”

04- VERIFY ENROLLMENT: “N”

07- VERIFY HISTORY: “Y”

bl

P

RMETER VALUES

6. ROLL FORWARD AND SAVE
7. CLICK ON “RELATED” : REVIEW OUTPUT (IT TAKES ABOUT 2 MINUTES TO RUN)
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8. CLICK ON TOOLS FILE NAME (LITTLE DOWN ARROW) UNTIL THE FILE APPEARS ON THE
SCREEN: DBL CLICK ON THE FILE TO SHOW THE RECORDS (YOU ARE LOOKING FOR A “.LIS”
FILE)

9. GO TO “TOOLS”: SHOW DOCUMENT (SAVE & PRINT FILE): CLICK “SAVE FILE” — SAVES TO
YOUR BANNER OUTPUT FILE, CLICK OK

10. GO TO THAT FILE AND OPEN IT IN WORD (FIRST PAGE WILL BE BLANK)

11. CHANGE FONT TO SIZE 8, MARGINS TO NARROW, AND ORIENTATION TO LANDSCAPE- leave
Font: Courier New

12. FILE WILL LOOK LIKE PICTURE BELOW...

w S| O -
FILE HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW  VIEW  ACROBAT Cardwell, Krista -
e = i #4 Find ~
0 oW - A ~ Bpli=i= = == 8] € At - ~
) Eourienhlen: 5is A A |Aa == 2l AaBbCcDc AaBbCcDe AaBbCc AaBbCcl ap R
Jac Replace
Paste = B 7 U ~abke X, X A -3, A B=E== I=- B v . T Normal 1 No Spac Heading 1 Heading 2 |+ ' Sealack~
Clipboard rw Font 15 Paragraph [ Styles = Editing ~
-
0Z2-JAN-2014 10:35:55 AM EAIM HOUSTON STATE UNIVEREITY PAGE: 1
STUDENTS ELIGIBLE TO ENROLL WITH NO COURSES COMPLETED IN HISTORY SFRNOMD
TERM: FALL 2013
STUDENTE WITH FINANCIAL AID
CAMPUS/ LAST ORIGINAL NET
NAME ID LENEL  EMBEQLLEL COLLEGE CHANGE INST CHEE INST CHGS  TITLE IV TOTAL AID BALANCE
jil=) 11-apPR-13 M/CT 16-DEC-13 944a.00 4448, 00 7751.00 7751, 00 0.00
8z281 1 CRIT 3364 03 M E
835660 1 PHIL 2306 o7 M E
80418 1 ECON 2300 04 M -4
83199 1 CRIJ 3340 0z M e
81780 1 SPED 5304 01 M B e

PAGE 1 OF 18 4726 WORDS [[% ES £ + 100%

13. SAVE THE FILE AS A WORD DOCUMENT IN T:/SFA/R2T4/ then use the Folder of the year you are in /
use the All F’s Folder for the Semester you are in
14. PRINT OUT FILE AND STAPLE

SCREENPRINTS NEEDED FOR SFRNOWD REPORT ON STUDENTS:

1. YOU WILL NEED TO PRINT THE FOLLOWING SCREENS FOR EACH STUDENT ON THE
REPORT :

a. SFAWDRL- COURSE DETAIL — ROLL FORWARD 3 TIMES TO GET TO THE LDA
screen; HIGHLIGHT THE MOST RECENT LDA DATE: this needs to be printed on all
students :

2. WRITE, IN YOUR OWN HANDWRITING, THE MOST RECENT LDA (LAST DATE OF
ATTENDANCE) FROM THE SFAWDRL SCREEN AND WRITE IT ON THE SFRNOWD
REPORT ON EACH STUDENT, THEN HIGHLIGHT THE ONES THAT ARE BEFORE THE 60%
DATE. (AFTER THE 60% POINT IN THE PAYMENT PERIOD A STUDENT HAS EARNED
100% OF THE TITLE IV FUNDS HE OR SHE WAS SCHEDULED TO RECEIVE.)

3. DON’T FORGET: FOR THE ONES THAT HAD THE MOST RECENT LDA AFTER THE 60%
DATE YOU WILL NEED TO ENTER A COMMENT IN RHACOMM: (SEMESTER. YEAR)-
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UNOFFICIAL RESIGNATION, LDA  / / (MM,DD,YY)- NO AID TO RETURN, and add a
CATEGORY CODE THAT APPLIES: UNOFRF (for fall), UNOFRS (for Spring), or UNOFRM (for
Summer).

4. YOU CAN FIND THE 60% DATE BY GOING TO T: SFA: R2T4: TITLE IV when 60%
reached Calc Worksheet — USE THE TAB OF THE SEMESTER YOU ARE WORKING; FIND
THE 60%+ DATE. ANYTHING ON OR AFTER THAT DATE- THERE IS NO AID TO RETURN.

(see the screen print....)

e Ifthe student had a grant or scholarship- note the hours and LDA. This aid may have to
be returned if the student was not in enough hours at Census Date- based on the LDA.

e Also- if the LDA was within the First Class Day and Census you may have to adjust the
budget to what was in place when the loan paid out.
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5. ONCE YOU HAVE HIGHLIGHTED THE STUDENTS THAT ARE BEFORE THE 60+% DATE,
YOU NEED TO PRINT THE FOLLOWING SCREENS (in this order)— Open a WORD document
and do Screen Clipping instead of printing the BANNER SCREEN:

1. ROARMAN - screen clip to Word
SFAWDRL: 1T SCREEN - screen clip to Word- continue the Word
document, then roll forward for next SFAWDRL screen

3. SFAWDRL: 2°¢ SCREEN - screen clip to Word- there could be

several screens- continue the Word document, then roll forward for
SFAWDRL next screen

4. SFAWDRL: 3%P SCREEN - screen clip to Word- continue the Word
document; Close the screen

5. SHATERM:1* SCREEN - change the “Start Term” field to the Term
you are reviewing; CTL Pg Down- which takes you to the Second Tab:
Term GPA and Course Detail Information: screen clip this to Word-
continue the Word Document; Close the Screen

6. RNANA(yy): DEMOGRAPHIC TAB - screen clip to Word- continue
the Word document; Close the screen

7. SPAIDEN: ADDRESS TAB - screen clip to Word; Close the screen;
Print the Word Document; THEN Close the Word Document

8. RPAAWRD: AWARD SCHEDULE tab - print this BANNER screen;
Close the screen

15. BEFORE DOING ANYTHING ELSE SEND A LIST OF ALL SAM IDs, NAMES, and LDAs (last date of
attendance) TO
THE REGISTRAR’S OFFICE (DAVID HINTZEL) FOR THEIR REPORTING PURPOSES. To create this
list: Open the SFRNOWD file (that was saved in your BANNER OUTPUT)- in Excel:

d[ . » Computer » Common Drive (T:) » SFA » Judy » banner output

Search banner output

Organize v New folder + 0 @
Microsoft Excel Name Date modified Type Size
@ sfrnowd_2529808 5/18/2015 4:00 PM LIS File 10 KB
454 Favorites @ sfrnowd_2529806 5/18/20154:00 PM LIS File 83 KB
I Accounting @ sfrnowd_2529805 5/18/20153:59 PM LIS File 81 KB
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When you open it in Excel: Step 1 of the Text Import Wizard- Choose “Delimited”, the “Next™:

Text Import Wizard - Step 1 of 3 (B o]

The Text Wizard has determined that your data is Fixed Width.

I this is correct, choose Next, or choose the data
Original data type
Choo i emtype t st describes your data:

ed? - Characters such as commas or tabs separate each field.
) Fixed width - Fields are aligned in columns with spaces between each field.

at best describes your data.

Start importatrow: 1 )% File origin: 437 : OEM United States

[T] My data has headers.

Preview of file T:\SFA\Judy\banner output\sfrnowd_2529808.lis.

o ~
B £
[shs-Mav-201s 04:00:32 PM SAM HOUSTON ST UNI

A STUDENTS ELIGIBLE TO ENROLL WITK NO CO

s | TERM: R 20| ~
«

| m ] »

[ cancs | | <scoc | [ mea> ][ Enish |

On Step 2 of the Text Import Wizard, the “Tab” box will be checked, also check the “Space” box:
Then click “NEXT" to go to the 3™ Step:

-
Text Import Wizard - Step 2 of 3

This screen lets you set the delimiters your data contains. You can see how your text is affected in the
preview below,

Delimiters
Tab 4

[7] semicolon Treat consecutive delimiters as one

Text gualifier: |~ [Z'

Data preview

B-MAY-2015 D4:00:34 AM OUSTON [STATE IVERSITY [PAGE:
TUDENTS ELIGIBLE [ITO NROLL ITH {o] COURSES
RM: UMMER 014

< | 1] |

| cancet || <Back || met> || Finisn
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On Step 3 of 3 of the Text Import Wizard, just click FINISH™:

9 3

This screen lets you select each column and set the Data Format.

Column data format

@ General . . 3
General’ converts numeric values to numbers, date values to dates, and

) Text all remaining values to text.

Opste [wor  [3]

() Do not import column (skip)

Data preview

Cepncral)

il
COMPLET]

S

This brings up the file:

J A B C D | E | F G | H | I J [ K[ L |M|N|O P |
1] !

B

3 ##sts L0034PM  SAM  HOUSTONSTATE  UNIVERSIPAGE: 1

4 STUDENTELGIBLE O ENROLL WITH  NO  COURSESCOMPLETIN HSTORY SFRNOWD

5 TER  SUMMER 2014

6 STUDENTIWITH  FINANCIAIAD

7

8

9 CAVPUS/LAST  ORIGINAL NET

10 NAME 1D LEVEL ENROLLECOLLEGECHANGE NST  CHGS INST  CHGS TTE I TOTAL AD  BALANCE
11

2 : omes  GAgl 28705 26706 )00 231

13

" W87 1PHL w2 M F

15 M52 PSYC 202 2M F

16 M52 PSYC B2 M F

i

18

1 [T UMOFM  tAugt 11335 43362 W12 1712 2466

20

21 41034 82 HIST 3369 M F
2 40905 S2 PHIL 2361 6M F
2
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Copy this to a new tab within the Excel spreadsheet, and work from this copy (you want to keep an original).

Insert a column to the left of Column A. You will be using a formula to join the Last Name, First Name, and
Middle name. The formula is: “=concatenate(B12.” “,c12.” “,¢12)”. The B12 is the Last Name column-B, 12
row is the first student. C12 is First Name, EX? is Middle Name. Do a “CTL C” then “CTL V” to copy this
formula to the next name. in Column A. Dg this for all of the names in the report. Then “Copy”” Column A,
“Paste Special”-*“Values™, on top of itself. to r¢move the formula.

HE® Q& ©- = =M X ip B O- A~ - M O BH - sfrnowd_2529808 - Excel
FILE HOME  INSERT  PAGELAYOUT RMULAS  [DATA  REVIEW  VIEW  ACROBAT

Y
CONCATENATE(EhZ." ",C12,"",D12)

A12 vl Jr
A B D E F G J K L M N
1 4
2
3 4:00:34 PM SAM UNIVERSI PAGE: 1
4 STUDENT:ELIGIBLE TO ENROLL NO COURSES COMPLETIN HISTORY SFRNOWD
5 TERM: SUMMER 2014
6 STUDENT: WITH
7
8 4
9 CAMPUS/ LAST
10 NAME 1D ENROLLE COLLEGE CHANGE INST ~ CHGS INST  CHGS TITE IV
11
12 G 10-Apr-14 MHS ~ 4-Aug-14 28705 28705 0 1400 234
13
14 0867 1 PHIL 372 2M F
15 41476 S2 PSYC 2102 2M F
16 41475 S2 PSYC 2302 2M F
17)
18
19| - [ig 3-Jul-14 FM 1-Aug-14 11335 435362 1412 1712 246
20
21 41034 S2 HIST 3369 1M F
2 40905 S2 PHIL 2361 6M 3
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Click on Column E and Right Click “Copy *, Click on Column A, Right Click, Click on “Insert Copied Cells™.
This copies the column where the SAM ID resides.

A B c | D | E A F_ G H

1 | I 1
2 1 0 i
3 SAM AR - ! :HOUSTOI\ STATE up
4 |TO TUDENT: ELIGIBLE :TO :ENROLL WITH MNC
5 2014 TERM: SUMMER 1 20 4:
6 FINANCIAL STUDENT: WITH EFINAN G A: AlD
7 i
; |
9 |ORIGINAL CAMPUS/ LAST LINET
10 |LEVEL NAME ID EENROLLE COLLEGE CF
1
12 UG 10-Apr-14 M/
13 ' 1
14 |PHIL 40867 11PHIL : 3372 2M
15 |PSYC 41476 S2 :F’SYC : 2102 2M
16 PSYC 41475 S2 :PSYC 1 2302 2M
17 ! i
18 ' i
20 : [
21 |HIST 41034 S2 :HIST : 3369 TM
22 PHIL 40905 S2 :PHIL : 2361 6 M
23 1 !

1 |
24 i 1

remove the SID.

A B C D
109|PHIL 40863 1 PHIL 3362 1M
110|PSYC 3336 2W
111
112
113
114
115|SPED
116
117
118/GR
119
120/ CIED 40534 S1 CIED 5397 1M

121
122 M

uG 26-Mar-14 M/

41386 S2 3303 1M

GR 8-May-14 M/ED 2-
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This shows the spreadsheet after the corrections:

A /\B c D E F G H |

109 PHIL 40863 1 PHIL 3362 1M
110 PSYC 3336 2W F
111
112
113
114
115 SPED
116
117
118
119
120 CIED 40534 S1 CIED 5397 1M F
121

122 =

-n

UG 26-Mar-14 M/SC

41386 S2 3303 1M F

GR 8-May-14 M/ED 2-Aug-14

Continue down the report, making corrections where needed. Delete columns C thru T. Sort it by Column A. Delete all
rows that do not have a SID / NAME & delete any rows with duplicate names, so you are now left with only rows with
the SID / NAME. Insert a row above Row 1, and put the Headers in: Col A: SID, Col B: NAME, Col C: LDA. Click on
Column C and format it as a date.

FILE HOME INSERT PAGE LAYOUT FORP

B24 v | fx
A B C
1 |SID NAME LDA
2
3
4
5
6

KEEP STUDENT’S SCHEDULE ON THIS EXCEL SHEET IF POSSIBLE
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Identifying LDAs

1) For each student, you will need to document the latest date of attendance reported in SFAWDRL.

Whichever date is the latest is considered when a student stopping attending and will be the withdrawal
date used in the R2T4 calculation.

X Student Withdrawal SFAWDRL 9.3.9 (BANPROD)

B0 B RETREVE M REATED

2 10015

Start Over

.,

Term: 202420

v COURSE DETAIL

& setings @insen B YaCopy W.Fj
CRN Part of Term Subject Course Number Section Registration Status Code Registration Status Date Last Attendance Date
20783 1 COSC 5302 01 RW 12/11/2023 02/27/2024
20870 1 COsC 5335 01 RW 12/11/2023 02/16/2024
25587 1 cosc 5301 01 RW 12/11/2023 02/15/2024

Record 10f 3

2) Using the WORD printout of the SFRNOWD, key in the LDAs. Make sure you also notate the class and CRN to
document if the class is online or not.

A B C
NAME LDA
3114115
1/20/15
51115
2/2/15
3/14/15]

<2
o

W o0~ ) & Wk =

3) After identifying the course that had the latest LDA, you will need to identify if the course is a distance
education course. For distance education courses, there are steps below to verify that the LDA is correct.

Go to SSASECT in BANNER: You will use the CRN from the class you determined was the latest date to check
if the class is online.

X Schedule SSASECT 9.3.34 (BANPROD)

RAD B RETREVE A REATED  FgTOOLS M

Torm: | 202420 CRN: |20783 Co
Subject: COSC Course: 5302

Title: Computer Science Core Topics & Copy CRN

& Creale CRN
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X Schedule SSASECT 9.3.34 (BANPROD) B ApD B RETRIEVE
Torm: 202420 CRN: 20783 sSubject: COSC  course: 5302 Title:  Computer Science Core Topics | Start Ov-
Course Section Information Section Enroliment Information Meeting Times and Section F
~ COURSE SECTION INFORMATION Insert @3 Delete ¥mCopy Y.
subject BENE *+| COMPUTER SCIENCE camgus® (M [*=] Main Grade Mode |G =+ | Standard Latter-Graduate
Ceurse Number 5302 oo Staus* A oo | At Session Lo
Twe | Computer Science Core Topics Schedule Type X1 == | Cnline Lecture Special Approval v
Section * 01 oo Instructional Mathod 2 oo | Internet Duration
| Cross List Raad Integration Partner | BB ** | Elackboard Online Learning Override Duration
v CLASS TYPE L+ =] "= Y
Traditional Class
Partof Tem 1 oo | 01/16/2024 05/09/2024 16

WHEN DETERMINING THE LDA FOR ONLINE COURSES:

DISTANCE EDUCATION (ONLINE/INTERNET) COURSES rule: must have proof of academic engagement for all
resignations. for r2t4 purposes, logging into an online course does not constitute academic attendance. the student must
demonstrate that they are engaged in the course. examples include submitting an assignment, taking an exam, taking an
interactive tutorial, attending an assigned study group, seeing the instructor in person, or contacting the instructor
regarding the academic subject studied in the course.

1) Once you've determined the distance education courses, request Internet Activty (IA) for these students, email the list
to Imssupport@shsu.edu Jason Woodall is the main contact for any questions or inquiries.

2) Review Internet Activity to identify the last academic engagement compared to what was reported by professor on
SFAWDRL.

Example of IA: Shows date the student last logged into the course and the time spent.

\ Date Average hours in course Range of average hours Activity hours

10/7124 01 0-054 0

9730124 367 0-15.83 0

23124 234 0-477 0

916124 153 0-3.08 0

9/9/24 067 0-139 0

92724 1.97 0-55 0
0-58 052

3) If the academic engagement on the IA matches the date reported by professor, then this date stands as the LDA used
in R2T4 calculation

4) If the LDA provided by a professor is after the IA report’s LDA, then contact the professor to confirm if any of the
examples listed above occurred on the LDA they provided and submit proof. Professor should be given a deadline and
followed up on to ensure we meet R2T4 processing deadlines.

5) when two different LDA’s are given and both dates are after the 60% date, enter a note in thacomm and use the IA
report’s LDA.
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6) Save the file as an Excel Workbook at: T:SFA/R2T4/(folder of the year)/(ALL F’s Folder of the
Semester)/SFRNOWD (semester)

7) The tab with just the names can be copied to a new workbook within this folder, and saved as “SID, NAME, LDA
(semester) and this time delete the rows of the students who do not have to have a calculation done. Registar will
input these records into SFAWDRL so we can then run RPRTIVC to calculate the “unearned” funding that needs to
be returned. (Note: It usually takes 24-48 hours to receive a confirmation email from Registrars.
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PART 1: RUNNING RPRTIVC: Type the process name RPRTIVC in the first main banner screen.
The form will look like this:

Siscarmimi s P St AT - &ac| ™k ®

rocess Subminmon Controbs CJATNC - 9.3, 10 (BANPIOD)

You will need to Select Go to access the rest of the form:

QAR - v o oo et sopmon o ST -ac AXGO
© SHSUERP - Administrative w
= Q % Sam Houston State University ) JFB00G @ Sign Out ?
@ oellucian  Process Submissica Controls GJAPCTL €.3.10 (BANPROD) B rereeve Mpeaten e roas
Process: RPRTIVG Tille IV 15 Return Cale - Parameter Set _ wanover
¥ PRINTER CONTROL [+ =) Ta Y
Printer DATABASE Submit Time

Specal Print MIME Type

Lines PDF Font

~ PARAMETER VALUES Bmnsen @ociele "mCopy V. Fmer

Number * Parameters Valves

04 Sorl Sequence Iadicator

05 Mode

Raceed 5 of O

LENGTH. 1 TYPE Character O/R: Requred WS. Sngle

The type of return of Trse IV calculation o be performed
¥ SUBMISSION = . =
Sava Parameter Set as fold /Submt () Hokl (@ Submit
Name Decription

GJBPRUN GJBPRUN_VALUE [5] ©2000 - 2018 Elucian. All ights reserved ellucian.

The Printer must be set to DATABASE (or the process will never finish running).
The Term Code will be whatever semester you are trying to work in.

The Mode will need to be changed to either A-audit or U-Calculate, Update and Save mode.
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e ‘A’ mode - Audit mode is for you to review the resignations. Do not run it in
(U)PDATE until you are sure you don’t need to make any more corrections. ‘U’ mode-
Update mode- locks the fields and nothing more can be changed. You must verify the
LDA dates are correct. and the semester start/end dates are correct.

e For fall and spring semesters you run the report in ‘A’ mode. When you are satisfied
with the report you can then run it in ‘U’ mode- Calculate, Update and Save -which runs
the process and saves the work. Remember- no changes can be made after this is run.

e For summer you will need to run this in Audit Mode first for summer parts of term and
determine the start/end dates for each resignation. These dates are then updated in
SFAWDRL. Rerun the report again- in ‘A’-Mode. Then again in ‘U’ mode once all is
updated to ensure the data being pulled is accurate.

No other fields are changed. Next-block again. Then press F10 or Click the Save icon to
save the process.

Go to Related—Review Output (see below)

@ellucian  Process Submission Controls GJAPCTL 9.3.10 (BANPROD) Baco Rreteve  JRARELAED X TOOLS
sess: RPRTIVG Title IV Funds Retum Clc - Parameter Set: ( swrover )
IINTER CONTROL [+] 2 ™

printer [DATABASE Submit Time POF Font Size
Special Print | | MIME Type  None Delete After Days

Lines |55 POF Font Delete After Date

DD RETRIEVE R =) Toous
Q
Review Output [GJIREVO)] /

Delete Multiple Saved Output [GJIREVD)
Upload File [GUAUPLP)
Upload file [GJAJFLU)

Review PDF/plain text output [GJAJLIS)

Click on the down arrow next to File Name. The process that was just run will be saved as a “lis” file. This may
take a few minutes. Double click on this to open it up.

X @ellucan  Saved Ouput Raview GJIREVO 9.3 11 (BANPROD) A0 B RETREVE  MUREATED  ##TOOLS 1

Process: |RPRTIVC T=] Ttle IV Funds Retum Gele eV 502464 ( o

File Name: [ \ Beginning Date: m
Saved
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U 5 ros: oo sauedaspicatonangatresmiesseSaved Ouput Review (GHREVO) -&o GO
& SHSUERP - Administrative w

= Q % Sam Houston State University ) JFB006 & Sign Out ?

X @ ellcian 0d Output Roviow GJIREVO 0.3 11 (BANPR B oo reTRieve M opeaten  JfToas

Piocess: |RPRTIVC T v unds Return Cal Number 4502404 ?f,
File Name I - Begirning Date m
Saved
Lines

Available Files
Get Started. Complete the fields above and click Go. To search by name, pras

Output File Name Record Count  Date Saved
rprtive_4502464 ks 160 0322172019 1000.07 A
rprtive_4502464 log § 0321/2019 1000:06 A
< >
Record 1012

KEY BLOCK KEYBLCK_FLE_NAVE [1] ©2000 - 2018 Elucian. All ights reserved ellucian.

To save the file go to Tools—Show Document (Save and Print File)
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s i GREI ) EX T # %

) rooos @ Sign Out ?
X  @eliician  Saved Output Review GJIREVO 9.3 11 (EANPROD)

AD0 B REREVE B REATED ¥ TOOS
Process: RPRIIVC Title IV Funds Ret 3lc Number 4502464  FileName: rprivc_4502464 lis  Beginning Date Saved Lines: 160

T SAVED OUTPUT REVIEW

>
H 4 [{oap N 20 v| Per Pags Record 1 of 160

Recoed: 160 GUROUTP.OUTPUT_LINE[1]

0000 - 2018 Elucin. Allfights reseved ellucian.
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Select Save File—this will save the file in the default folder that the User has set up in Banner- to
receive Banner output.

&

© SHSUERP - Administratire

Q 'i) Sam Houston State University

@ ellucian

Saved Output Roviow GJIREVO 0.3 11 (EANPROD)

B oo

B retrieve

Process: RPRIIVG Number. 4502464 File Name: (priv S Deginning Date Saved.

¥ SAVED OUTPUT REVIEW

General WebUtil Flle Extrac’ GUGWUTL 9.0 (BANPROD) X

) FB006 @ Sign Out

e e e Y Y] Y ) 1 + @
w

< >
Racord 1 of 160
a S CANCEL | SELECT

GUOWUTL EXTRACT BTN [1] < 018 Elucian. All rights reserved
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Click OK and then click the CLOSE.

QI - 1 e s oo semesene e s s U -a¢ AxGO

© SHSUERP - Administrative w

& Sign Out ?

Q ’.‘b Sam Houston State University ) JFB00G
B o0

B remeeve M ovian & 1001s 1

X  @elucian  Saved Output Roviow GJIREVO 0.3 11 (BANPROD)

Process: RPRIIVG Tills IV 15 Ret 3 Number. 4502404  File Name: rprive S Deginning Date Saved. Lines: 160

¥ SAVED OUTPUT REVIEW

B[ Gereratwenuni Fie Emactouawin so(@aneron) x /

for fie rprivc_d502464 lis

< >
Racord 1 of 160

v Caxel

DO YOuU Want 10 OPEN Of 5ave IPITIVE < from Cpen save
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Now open T:/SFA/(your Banner Output folder)/(file with today’s date) in WORD.
THIS IS WHAT IT SHOULD LOOK LIKE (see the example below):

22-3EP-2014 08:24:30 SAM HOUSTON STATE UNIVERSITY PAGE 1
SIMULATION MODE RETURN OF TITLE IV FUNDS CALCULATION PROCESS RPRTIVC
AID YEAR: 1415 iD:

SEQUENCE NO: FA: 1 STU: 1

TERM: 201480 WD CODE: R DATE: 16-SEP-2014

TITLE IV ELIG INST REQ INST §P7 STUDENTS POST-WD REVISED
FUND AIDY DISB DISB RETURN RETURN RETURN DISE AWARD

NS, 43 3,952.00 3,952.00 0.9 2,§03.00 0.0 1,349.00 0.00 1,349.00
DLSUBA 415 1,781.00 1,781.00 0.00 0.0 &00.00 n.oo 1,781.00

TOTAL §,7232.00 $,7233.00 2,602.00 0.00 1,949.00 0.00 2,130.00

ENROLLMENT PERIOD START DATE: 27-RUG-2014
ENROLLMENT PERIOD END DATE: 11-DBEC-2014
DAYS IN ENROLLMENT PERIOD: 102

) 70 BE DISB TO STUDENN: 0.00
AID TO BE RETURNED: 4,552.00
REVIRED SHARE:

DAYZ ATTENDED: 21 STVD 1,%49%.00
ENRCLLED IN OPEN LEARNING COURSES: N
STYOENT ") 3 1,94%.00

TITLE IV EARNED: 20.6% 1,181.00
TITLE IV UNERARNED: 79.4% 4,552.00
TOTAL INSTITUTIONAL CHARGES: 3,278.00
RID YERAR: 1415 ID:
SEQUENCE No: FA: 1 STU: 1
TERM: 201480 WD CODE: DB Resign befgrd\ Census Date D T W-AUG-2014
TITLE 1V ELIG NOT INST REQ N7 STIENTS POST-WD REVISED
FUND AIDY DISB DISE DISE RETURN RETURM RENJRN DISE AWARD
RLUNSA...1415 990.00 990.00 0.00 990.00 0.00 .00 0.00 0.00
DLSuBA 1415 1,732.00 1,732.00 0.00 570.00 0.00 .00 0.00 162.00
DLELUA 415 0.00 0.00 0.00 0.00 0.00 (A DO 0.00 0.00
PELLA 1415 2,865.00 0.00 2,865.00 .00 0.00 00 0.00 0.00

TOTAL 5,587.00 2,722.90 2,865.00 2,560.0 0.00 0 0.00 162.00

**Note: You will need to/switch the orientation to Landscapey the Margins tp Narrow, and Sélect All and

change the font size to § This way everything fits on one page. Krom here ydu can print and saxe the file
under T:/SFA/R2T4/(Year)/(Semester).

Next- from this repoyt (RPRTIVC) you will need to highlight all of thastudents that have a DISB amotmt
AND an INST REQ RETURN amount for the loans. Also highlight the WITHDRAWAL DATE, and SA
ID.

For the ones that do not have any amounts in the INST REQ RETURN column)\just put an ‘X’ and do not
highlight, and move on to next student. When you get all the way through the report the ones highlighted are
those you will actually be returning funds on. NOTE: Be sure to check for TOTAL INSTITUTIONAL
CHARGES to make sure there are amounts in there- if there’s not, check SFAWDRL 2°¢ screen - Institutional
Charges. Also, make sure the enrollment has the right beginning and end date for the semester and
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number of days in the period (you may need to get with the Registrar’s Office to get this corrected). When
everyone has been checked you may run RPRTIVC in “U” Calculate, Update & Save mode.

For the “SUMMER I you must check individually if the students are registered in Summer II classes. If the
students are registered in Summer II they are still eligible to receive their Financial Aid, and you must make
notes on report that student is taking Summer II courses. Continue with the normal process for those students
with un-official resignations for Summer I.

Complete an Eligibility Worksheet on every student, prior to the 12" class day (Census). The Eligibility
Worksheet details a summary of the student’s activity of adding and dropping classes. (After Census we assume
the student is attending class(es).)

ELIGIBILITY WORKSHEETS ARE FOUND ON T:/SFA/R2T4/Eligibility WS, Calculations & Reporting
Info/ELIGIBILITY WORKSHEET.

See below an example of a blank Spring Semester:
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To complete this form:

¢ Fill in the Date

e Put “YES” in the R2T4 line

e Put your initials- in “Completed By”

e Put in the student’s SID, Name

e Status: “Resignation”

e Fill in the AWARDS: FUND, Awarded, and Paid

Go to the form SFASTCA to complete the main body of this form.

Make sure the SAM ID is the student’s and the TERM CODE is the SpringTerm you are wanting to analyze.

@ellucian  Sudent Course Registration Audit SFASTCA 9.3.6 (EANPROD) ADD
o (00660235 o) WekhEmy o — TerlZode: (201920 T s )
egistration From: :l Registration To Date: | | >
Date

ot Started: Complete the fiekds above ard click Go. To search by name, piess TAB from an 1D fiekd, enter your search criteria, and then press ENTER

Hit GO.

Click on Filter.

D: _emCodo: 201920  Reg From Cate:  Reg ToDate [ startover |
Regisraton rror tessage e

STUDENT COURSE REGISTRATION AUDIT B = Do e Cy . Y Finer ]
equesce Number Term CRN Subject Course Secton Campas Level Grading Mode Attempted Hours Credn Hours Bill Hours Source Course Status Status Date Add Date E
11201920 21020 BIOL 4361 04 M UG U 3000 3000 3000 TEMP RwW 1/09/2018 1V09/2018
2 201920 21021 BIOL 4362 01 M UG u 3000 3000 3000 TEMP RW 11/0912018 11008/2018
3 201920 23431 BIOL 3470 12 M UG u 0000 0000 0.000 TEMP RW 11/0972018 111092018
4 201920 207183 BIoL J4r0 03 M G U 4000 4000 4.000 TEMP Rw 1/09/2018 1V09/2018
5 201920 20800  BIOL 4110 02 M us L 1000 1000 1000 TEMP RW 11/00/2018 11/00/2018
6 201920 20789  BIOL 3470 03 M us L 4000 4000 4000 TEMP RV 11/09/2018 11109/2018

Click the down arrow in the Add Another Field box.

o form Code: 201520 Registration From Date:  Registration To Date Start Ovee
[ETo T Repatraton Emor Message
* STUDENT COURSE REGISTRA TION AUCIT B= 0 =
Basic Fiter  Advanced it o -
Sequence Number © m o o © Subjet © Course o /
Add Another Field V'
SeQuerce Numzer Term o Subject Course Sacnin Campus. Level Orading Mode  Amempted Hours. CnotHours  BM Hours. Source Course Sttus. Wanus Oaw Add Due €

120120 11020 BNOL 461 o u uw u 3000 3000 3000 TEMP W 1002018 10002018
1021 BIOK 452 []] u ! 300¢ 00 3000 TEMP W 10002018 11062018

Now click on SOURCE.
Click TOOLS, and Export the report to excel.

You can now use the data from SFASTCA to analyze if the student established Attendance in at least 6 hours.
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Write the CRN, DATE ENR(Activity Date); TIME ENR (Activity Date Time- use 24-hr format); HOURS on
the Eligibility Worksheet, for each line item on SFASTCA. Be sure to check the COURSE STATUS,
MESSAGE, and STATUS/ADD DATES. If the COURSE STATUS is anything other than RE or RW you will

enter the STATUS/ADD DATES in the DEL/W Eligibility Worksheet box, the ACTIVITY DATE time in the
TIME DROP EW box.

Once you have filled everything out on the EW, you will need to check to see if the classes were Face-To-Face
or Internet. On SSASECT key in the Class TERM and CRN number; roll forward.

FACE-TO-FACE: see below for the screen:

X @ellucian  Schadule SSASECT 9.3.11 (BANPROD) Baoo R remieve  Jreated £ Toos
ferm: 201920 CRN: 21020  Subject: BIOL Course: 4351 Title: Introductory Evolutionary Bio .Wl
Course Section Information Meeting Times. Section
COURSE SECTION INFORMATION nsenn @ Decte TaCopy V. Finer
Sunpect  BIOL . | BIOLOGY Campus* M « | Main Grace Mode ) « Standard Letter-Undergraduate
Course Number 4361 Stalus ™ A w | Adive Session
Title | Introductory Evolubionary Bio Schedule Type 1 - | Lecture Specual Approval |
Section* |04 | Instructional Method 1 - | Fece-loFace Duration
Cross List integrabion Partner | BB - | Blackboard Online Learing Overmde Duraton
' CLASS TYPE [+ B

Traditional Class

Partof Tarm 4 S 01/18/2019 051092019

15
Open Learning Class
First Last
Regisiration Dates Processing RUGs

Start Dates

Indicate on the EW the Part Of Term (POT) for this class.

INSTRUCTIONAL METHOD indicates it is Face-To-Face; You will put this on the EW in the COMMENT;
Click on the SSASECT “Meeting Times and Instructor” tab:

Term: 201620 CRN 21020 Subiect 310U  Course: 431 Tige:  Inboductory Evoltionary Bic Sart Over
Course [ e Lol Secten Prefennces ///,
[ e e I —
SRS taetng sesten ma o _—
" SCHEDULE 4 Ot GDeese WaCpy Y Fne
Veetng Teme Waenng Type sean D * £nd Dot Wondsy  Tuesdyy  Wednestsy Mussy  Friy Swmrsy  Sundy  SttTme £nd T Session mdicane
) [ Ec 01162019 05092019 0 B 0 B 0 n| 0 e 0620 o1
< >
Recoed § of 1

* INSTRUCTOR ol
Session Indicanr 0 Name Instrucooeal Workioad Percert of Responsibiey Primary Ingcator Overnde Ingicator Perzent of lession
o ] ozt w @ @

Record § of 1

The class meets Tuesday and Thursday from 08:00 — 09:20. Put this in the Comment line also. You can now
determine if the student could have possibly have attended even 1 class meeting time. (ie...if the class was
dropped at 10:55 on Monday before first class day and the first class day was Tuesday, the student could not
have attended; however, if it was dropped at 07:00 on Wednesday after Tuesday, the 1** class day, the student
could have attended a class.) We assume if the student COULD have attended, that he/she did.
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INTERNET:

erm: 201920 CRN: 21152  subject: CRW Course: 5363 Title:  Leadrshp Psy In CJ Management
ourse Secton Information Section Enroliment information  Meeting Times and Instuctor  Section Prefwrences
COURSE SECTION INFORMATION
Subject * CRIMINAL JUSTICE Campus* [M [-.] Main

Course Number * |6363 Status* |A - | Active

insed  @@Delote WgCopy W, Fiter

- | Standard | etter.Graduste

Tle | Leadshp Psy In C J Managament Schedule Type* | X1 = | Online Lecturs
Secton* |02 Insructional Method |2 - | Inlernet Duration
Cross List integraton Patner [BB | .. | Backbeard Oniine Learming Ovemde Duration
CLASS TYPE o =)
Traditional Class
Partof Term  |7A

The INSTRUCTIONAL METHOD is “2 Internet”. Check the INT box- to the left -on the EW. You will need
to email Jason Woodall asking for the student’s Online Internet Activity on each Internet Class. In this email,
include the student’s SAM ID & NAME. And from SSASECT include the 4 letter SUBJECT, 4 number
COURSE NUMBER, and 2 number SECTION. There should be a reply from one of them within 24 hours. (If
not, send a reminder to them.) They will email you the Activity Worksheets for each class on each student. The
student must show academic engagement as well as actual activity for at least 15 minutes or more on each class
to have established attendance. Academic engagement means that the student has participated in group
conversations about class material, submitted a quiz or assignment, or engaged in a course related discussion
with the instructor. (If there are questions on determining internet activity, refer to your Team Lead or Associate
Director.)

The INSTRUCTIONAL METHOD is “2 Internet”. Check the INT box- to the left -on the EW. You will need
to email the instructor requesting them to provide documentation of last date of student interaction from one of
the following:

Submitting an academic assignment;

Taking an assessment or an exam;

Participating in an interactive tutorial, webinar, or other interactive computer-assisted instruction;

Participating in a study group, group project, or an online discussion that is assigned by the school; or
Interacting with an instructor about academic matters

Indicate on the EW the Part Of Term (POT) for this class.

ESTABLISHING ATTENDANCE and ENROLLMENT DATES: in order to be eligible for loans the student
must have established attendance in at least 6 hours for the Spring. Following are the possible scenarios:

e Student in 6 hours for Spring; resigned all classes in January (before census) but established attendance
in 3 hours; student is NOT eligible for loans or grants.

¢ Student in 6 hours for Spring; resigned all classes in February (after census) but established attendance
n 3 hours; student is NOT eligible for loans, established eligibility for 3 hours PELL grant and did not
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establish eligibility for any other grants. In relation to R2T4 processes, if a student had originally
enrolled in 15 hours when the time of loan disbursement occurs, they are eligible for the funds. If the
same student decides to resign after census and they’re enrollment status is less than half time, it 1s still
possible to keep loan eligibility. The FAEV Team, Counseling Team, or the Tech Team could have
entered a RHACOMM note that determines if the student has established attendance and maintains loan
eligibilty.

e Student is in 6 hours for Spring; resigned all classes in February (after census) and established
attendance in 6 hours; student s eligible for the loans and grants

PART 2: ADJUSTING AWARDS TO RETURN THE TITLE IV FUNDS - BASED ON
THE INFORMATION FROM RPRTIVC or MANUAL CALCULATION
SPREADSHEET:

Using the RPAAWRD screen print write out the calculations needed for the Fee Adjustments on the LRFS:

TO CALCULATE WHAT NEEDS TO BE ADDED TO THE “DIFFERENCE” NUMBER on the LRFS: Go to
RLADLOR- for that student- make sure the ORIGINATION tab 1s on the loan you want to look at, then click
on the DISBURSEMENTS tab. See the Screen Clipping below:

WD Exists for Aid Year

. Mavear: [isie[*

Loan ID: _ Fund: {DLUNSA Loan Period: [26-AUG-2015 I |05-MAY-2016

BBAY/SAY: [Fasse Loan Amount: 19,068.00 [ Award Discrepancy Academic Year: 26-AUG-2015 1 [05-MAv-2016

Origination ULl Logged Changes MPN Student Data FLUS Data SULAData  Addiional Information

Dish Scheduled Reported Payment Period  Gross Fee Net Enroliment Enroliment Program

No Period Date Date StartDate  Amount  Amount Amount Status School Code  CIP Code

_ @ = @ 54 &

| [ [201s80 [16-AUG-2015 [16-AUG2015  [26-AUG-2015 | 9,534 | 102 | 9,432 |F=Fulltime ~ | 00380600 [130301 &
[ ‘02 [201620 03-JAN-2018 | | 9,534 | 102 | 9,432 [ (None) || [ v

Divide the NET AMOUNT by the GROSS AMOUNT- in this example it would be 9,432 divided by 9,534 —
which gives you- IN THIS CASE- .9ik9§3.

TAKE THE AMOUNT THAT NEEDS TO BE RETURNED (from RPRTIVC) AND DIVIDE BY THE

DECIMAL NUMBER YOU GOT (see above). THE RESULT WILL BE THE AMOUNT YOU PUT IN THE
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“DIFFERENCE COLUMN”- (as a negative number) ON THE LRF FORM. THE REVISED AWARD
SHOULD THEN CALCULATE.

Fill the LRF fields as indicated on the next page:
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Loan Revision Form (LRF) - Direct Loans Reallocation: Yor N
Classification Change: Yor N

Date: 2/15/2016 Originator: ] Loan Processor: _
student Name: || EGGNNNGE Class: UNDERGRAD

sam 10: [ EGR AcademicYear: 2015-2016
[CURRENT AWARD DIFFERENCE REVISED AWARD
F - DLSUBA $1,000.00 $0.00 $1,000.00

S - DLSUBA $1,000.00 -$865.00 $135.00

M - SDLSBA $0.00 $0.00 $0.00

T- SUB $2,000.00 -$865.00 $1,135.00

F - DLUNSA $3,000.00 $0.00 $3,000.00

S- DLUNSA $3,000.00 -$3,000.00 $0.00

M - SDLUNA $0.00 $0.00 $0.00

T- UNSUB $6,000.00 -$3,000.00 $3,000.00

F - DLAUNA $0.00 $0.00 $0.00

S - DLAUNA $0.00 $0.00 $0.00

M - SDLAUA $0.00 $0.00 $0.00

T- ADDL. UNSUB $0.00 $0.00 $0.00

F - DLPLUA $5,000.00 $5,000.00

S- DLPLUA $5,000.00 -$5,000.00 $0.00

M - SDLPLA $0.00 $0.00 $0.00

T- PLUS $10,000.00 -$5,000.00 $5,000.00
COMMENTS:

(Put the same notes here that you put in RHACOMM)

Total Loan Allocation on form should match the total loan allocation on RPAAWRD once completed by loan area.

RHACOMM: FINAL REVIEW:
RRAAREQ:

SUPPORTING DOCUMENTATION ATTACHED: ___

SCHOVA: __ Fund code: Name: Amount: Sem:

Navmemd WavifiaAd INIIC Anld. Aeclmacd Aniniar naar
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NOTE: THE LRF “DIFFERENCE COLUMN” WILL BE THE AMOUNT THAT NEEDS TO BE
RETURNED. HOWEVER- YOU WILL NEED TO INCREASE IT FOR THE FEES THAT BANNER
AUTOMATICALLY ADDS BACK IN WHEN IT SENDS THE MONEY BACK. THE “NET AMOUNT
RETURNED” WILL THEN BE THE AMOUNT ON RPRTIVC.

At this point, add the notes to RHACOMM, so you can Copy and Paste these to the LRF COMMENTS at the
bottom of the form.

RHACOMM NOTES SHOULD INCLUDE: “SEMESTER/YEAR”; “UNOFFICIAL RESIGNATION”; LDA;
Reduced “what” (i.e. SUB LOAN), how much it was before, how much it is now; put the math you did for the
reduction (return) you just did; “Due to ALL F’S * * ADD the CATEGORY CODE: UNOFREF (for fall)
UNOFREFS (for Spring) UNOFRM (for Summer) **

e Note: if you add to a Comment at a later date, please preface the additional words with the date you are
adding it
PELL ADJUSTMENTS (if needed):
Cancelling the Pell Grant is more involved. Adjust the Award for the appropriate semester in RPAAWRD. Go

to Period Lock and change the “Y” to “N”. This unlocks the Pell to be adjusted. Enter adjusted amount.
REMEMBER: Change the “N” back to “Y” to lock it back when done.

Award Maintenance Disbursement Schedule Direct Loan Interface

~ FUND AWARD SCHEDULE

Fund * Status Period * Offered Accepted Declined or Cancelled Memoed or Paid Period Lock Load
Authorized
DLPLUA c 202280 0.00 N 1=Full
DLPLUA C 202320 0.00 N 1=Full
DLSUBA C 202280 0.00 N 1=Full
DLSUBA C 202320 0.00 N 1=Full
DLUNSA C 202280 0.00 N 1=Full
DLUNSA C 202320 0.00 N 1=Full
PELLA A 202280 3.448.00 3,448.00 344800 Y 1=Full
Total 3,448.00 3,448.00 0.00 3,448.00
Fund Total 0.00 0.00

RHACOMM NOTES SHOULD INCLUDE: “SEMESTER/YEAR”; “UNOFFICIAL RESIGNATION”; LDA;
Reduced PELL), how much it was before, how much it is now; put the math you did for the reduction (return)
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you just did; “Due to ALL F’S * * ADD the CATEGORY CODE: UNOFREF (for fall) UNOFRFS (for
Spring) UNOFRM (for Summer) **

e Note: if you add to a Comment at a later date, please preface the additional words with the date you are
adding it

PART 3: LETTERS TO STUDENTS

The Resignation Letter template is saved under T;/SFA/R2T4/Letters to Students—Resignation Student
Letter Template. Open the letter:

1. The following message will appear:

Microsoft Word W x|

Opening this document will run the Following 0L command:
! E SELECT * FROM * Office Address Lisk”
Daka from wour database will be placed in the document, Do wou wank ko conkinue?

Show Help == |

Yes I | Mo I Help |

2. Select “No”
3. This will open the letter. It will look like this (see below)

4. To Start the Mail Merge: Click on the Mailings tab, then Click on Start Mail Merge, then Letters
5. Click “Letters” and Click “Next: Starting document”- at the bottom of the page.
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Sam Houston State University

A Member of The Texas State University System
STUDENT FINANCIAL AID

Dales

«Firsi_Name> eMiddle_Inil> cLasl_Names
«Addrossy
«Cily», «Staler «Zp»

Dear «First_Neme> chMidcle_inil» <Last_Name»

Your financial ad award for the «Semesters semesler was based on your allendance for he enire semester. Snce
you did not rocaive a passing grade i any of your caursos jeffeetive aLDAs), you am no kngor cigibk 1o receve the
ful amownt of your award(s). In eccordance wilh the Federal Retum of Title IV Funds Palicy, SHSU is requred to
relum the followng Federal funds Lo the epproprale accountis) on your behalfl

Unsubsideed Stafford Loan

1.

2. Sutsidzed Slafford Loan $ Sub»
3. PLUS {Pawnl) Loan $_« nts
4. PLUS (Graduale) Loan §_«FLUS Grad»
6. Perkns Lean $ Podingy
6. Pel Grant § «PELLY
7. Academic Competdiveness Grant $ «ACG»
8 Nalonal SMART Gran| $ SMART
9. SEOG Grant

TOTAL $ <Tolal 13
If you receved a Stafford or a PLUS loan, the amount of the delermined Tille IV Refund wil be senl to your lender,
wheh will reduse yourloan ndebledness when you enter repayment Plegse nole that when SHSU retums these funds
to the it may be d that you owe for lulion, feee, room & board, or othar inctitutional

charges previously paid with the above mentioned funds.
HCkbamant af Ansnimte’ fram tha Chidant Assminte danarmant Ealliva ba asv ams acdobandlna sharmae

6. Next, select “Use Current Document”,
And click “Next: Select Recipients”
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nformation,

StepZof b
D et Select recinients .l
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7. Next you will select “Use an existing list”, and Click on
to pull up the list. You are looking for

“Browse”

8. The address list is saved under SFA—R2T4—Letters to Students—aauress 11s
click on the file to open it up.

) i

Select recipients
P @ Lse an existing lisk
= Select from Outlock contacts

> Type a new list

Usc an existing list

Mail Merge =

Use names and addresses from a
file or a databace.

—» =3 Browse...

=% Edit recipient list. ..

Judv. pouvle

il

Look in: | Letters to Students Al @-3 X s~
DMY Recent Name | Size | Type | Date Modified _~ 1
Documents I Previous Semester Letters File Fold 2/4/2010 4:54 PM

(=% Deskiop 2010 ©/9/2010 2:00 AM
E]Merge Table Template. accdb 336 KB rosoft Acce 2/4/2010 10:22 PM
Y monts Eall F's Student Letter Template.docx Microsoft Wor...  3/3/2010 11:35 AM
B Fall PELL List Letters,docx Microsoft Wor...  5/12/2010 11:38 AM
C Egmp — [ ]l F's Student Letter 210-blank. docx 1 KB Microsoft Wor... 97102010 4:41 PM
M Nt 1 evglkiple Enroliment . docx 1 KB Microsoft Wor...  10/14/2010 8:30 PM
b P G all Fs Student Letter F10-blank, docx 33KB  Microsoft Wor...  1/31j2011 11:51 AM
- E address List All F's F10.mdb 336 KB Microsoft Acce...  1/31/2011 3:99 PM
L sFa 1 agsignation Student Letter Template, docx 1 KB Microsoft Wor,..  3/9/2011 12:56 PM
oA T [ ~ogl F's Student Letter Template, docx 1 KB Microsoft Wor,., S§27/2011 11:04 AM
coounting = y - :
C%Nﬂ F's Student Letter F10-blank.do Typo: Microsoft Word Document 6f1jz011 L_DB PM
S Dish ALL ) all F's Student Letter-blank.d Size: 162 bytes 112642012 6:02 PM
30 B rultiple Enroliment . rtf Date Modified: 5/27/2011 11:04 AM 3/6/2012 4:28 PM
2 v i i
£ Lawen = multiple Enrollment .d . 3]6/2012 5:55 PM
420 KB Microsoft Acce...  3/12/201Z 10:33 AM
CaRr2TH ) resgnation Student Letter Template. docy 37 KB Microsoft Wor...  3{28{2012 1:32 PM
CIRECONCL...  File name: [ =l New Source... |
Files of type: lAl Data Sources (*.odc; *.mdb; *.mde; *.accdb; *.accde; *.ols; *.ade; *.adp; *.udl; *.den; ".xisx:l
Tools -
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Open the file...this will pop up:

Mail Merge Recipients 21l

This is the list of recipients that will be used in your merge. Use the options below to add to or change your list. Use the
checkboxes to add or remove recipients from the merge. When your list is ready, click OK,

D ata Source Iv' w | Fi w | Title w | Company Name w | Address
v
address list.mdb v

<]

Data Source

Edit...

Refine recipient list -
“z\l Sort...
fj Filter...

-1 Find duplicates. ..

L validate addresses...
I Refresh I

T =

\

9. Click on “address list. mdb” under Data Source and Click Edit...you will need to delete anything

that 1s currently there...and add the new records: You will enter in Last Name, First Name,
Semester, Address, City, State, Zip, SID, the amount of Title IV aid that has to be returned: SUB,
UNSUB, etc, and the LDA. (You will get this information from the Packet you have printed. Use
the SPAIDEN screen clip for the address.) A line i1s added for each student (Max 14 before vou
need to start a new list)

21x]
To edit items in your data source, type your changes in the table below. Column headings display fields from your data source and any recipient list fields to which they have
been matched (in parentheses).
Data source being edited:  address list.mdb
First Name w | Middle Init w | Semester w | Last Name w | Company Name v
Spring 2012 1
<| | »
NewEntry | Eind... |
Delete Entry | Customize Columns... I oK I Cancel
= /e
Page 34 of 43

R2T4 Al F's

T:\SFA\Procedures\Policy and Procedure Manual Project\Accounting\Procedure Revised: 12/2024



SHSU Financial Aid and Scholarships Procedures - R2T4 All F’s

10. When you are done entering in the information, click OK.

11. A BOX will pop up asking ‘Do you want to update your recipient list and save these changes to
the address list” CLICK ‘YES’.

12. Mail Merge Recipients CLICK ‘OK’.

13. Then click Next on the Mail Merge Wizard. Click Next one more time to Preview your letters.

Then click Next again to complete the mail merge. A =1
1 Complete the merge B
Mall Merge Is ready to produce i
your letters. i
To personalize your letters, click 9
“Edit Indrvidual Letters.™ This vall ]
open a new document with your 3
. . . . merged [etters. To nAuaIu:- chﬁr:gei %
14. Click: “Print”; Click: “Print all records.” the onansl daciment. g
w: A
P23 Print... F.
= L) Edit individual letters. .. |
Next screen: change it to print 2 copies:

one to send to the student, one for r A
the R2T4 packet that will be scanned. Be sure to print on !

SHSU Financial Aid & Scholarships letterhead.
15. After the letters are printed this screen comes up again \
|

you will need to click on “Previous Preview Your
Letters”; keep clicking this till it takes you back to the
Select Document Type so you can now print the envelopes
16. This time you will select Envelopes; Click Next: Starting Docume

Step 6 of 6 1]
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17. The address list. mbd should still be active, so you will select Change document Layout
18. A box will pop up “In order to apply the selected envelope option, word must delete current
contents of “Resignation Student Letter template any unsaved changes to this document will be

lost”— Click OK.
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19. Click: Next: Select recipients

73 Ml Merge

Selact starting docanent

«AddressBlock=

Page 1 ob 1l | Weeds t | D i3 3 M e (— | +

20. From here Click on Address Block...

A Mail Merge

| Arrange your

«AddressBlocks

+ Stepaof6
= * it Py

® ey lort racipler
=

Page: L ot L | woeds: 1 =Ty G -

This will pull up the Insert Address Block box; make sure it looks good, then click “OK”.
21

Specify address elements Preview

IV Insert recipient's name in this format: Here is a preview from your recipient list:

Page 370 Joshua Il > M

|
R2T4 All F's Joshua Randall Jr.
Joshua Q. Randall Jr. -J
Mr. Josh Randall Jr.
Mr, Josh Q. Randall Jr,

IV Insert company name |

A TR L R A TR
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21. The Mail Merge screen pops up again. You need to Click Next: Preview your Envelopes (make
sure address block is in the middle of envelope screen- if it’s not cut/paste where it needs to be.)

£ | Mail Merge

«AddressBlock»

Page: Lof L Words 1 | X5 =l ) R 3 111% (= » (+

*Note Envelope Options lets you select envelope size (if needed); it defaults to the regular envelope size

(IF ENVELOPE BOX POPS UP, JUST CLICK ‘OK’- and it does pop up...©)
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22. This screen will show you what your envelope will look like...Click Next: Complete the merge

Sr
3 = ABC v - - 35 Finol: Show Laarkey . o > B} Proious N
5 = a P - 5 D ! -t 4
YV @ B 5 % 8 @ ta tm B G o (27 531 1 a =l 5
Spellineg £ Research Thesauru ord | Trarslate Language e Tranh - X cept Repct Compae Resuict  Shae  Send
= amanar ount - Chang: ewing Pare ~ - - Ecitin [
| b
v
- StepS5ol6
- » te b
- e
Page Lot 1 | Word=9 | &35 | O0ra » M 1 (- [ +
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23. Place Envelopes in printer — face side up, flap on the left side; Click PRINT and then
PRINTALL; Click “OK”

3 3 P Fene

e
2 o aj : <
W O B % 8 kgt [ e
\ Thesur ord | Translae Language  te Tak ;‘
Count > ’ Comment e b v

pelling & Pesearch
Gramman

£ Mail Merge v X

“ | complete the marga

Page: 1ol 1 | wiords:9 (KX |E P == 1% (- [ +

24 When done, close the Word Doucment and DO NOT SAVE THE DOCUMENT. (That way the
next time you open it, it will be ready to merge again with new information. If you save, it saves all of
the letters...not good...the template will have to be recreated!!)

25. Last, make sure your whole packet- including the LRF and letter gets put in the box “to be scanned” in
mail room. On the top right corner of the top sheet put: R2T4 / C / (your initials); be sure — if you have
multiple packets- to put a “NEW STUDENT” colored paper in between each student’s packet.

PART 4: PELL GRANTS- when RPRTIVC indicates PELL needs to be returned by the
student and they do not have loans to return (there will not be many of these)

On the RPRTIVC report look at the STUDENTS RETURN column. You will need to reduce PELL by the
amount the student is required to return.
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FOR PELL ADJUSTMENTS:

On the RPRTIVC report look at the STUDENTS RETURN column. You will need to reduce PELL by the
amount the student is required to return.

Updating the Pell Grant: Adjust the Award for the appropriate semester in RPAAWRD as previously
mentioned.. Go to the AWARD SCHEDULE tab.

Don’t forget to “Unlock” the pell, make the adjustment, then “Relock” the pell.

RHACOMM NOTES SHOULD INCLUDE: “SEMESTER/YEAR?”; “UNOFFICIAL RESIGNATION”; LDA;
Reduced PELL), how much it was before, how much it is now; put the math you did for the reduction (return)
you just did; “Due to ALL F’S, Student has to pay back (the amount, and the date the payment has to be made —
45 days from the date of the letter) ,* * ADD the CATEGORY CODE: UNOFREF (for fall) UNOFRFS (for
Spring) UNOFRM (for Summer) **

e Note: if you add to a Comment at a later date, please preface the additional words with the date you are
adding it

(You can have this ROAIMMP’d to make sure the adjustment worked.)

CREATING A LETTER FOR THE STUDENT:

Using the same instructions as above (STEP 7: LETTERS TO STUDENTS), input the information and the
Address List and create a letter and envelope. (The PELL information is on the lower part of the letter.)

This letter lets the student know they have been overpaid on their PELL and have 45 days to make payment
arrangements with the Bursar’s Office or pay the balance to the school.

report this PELL overpayment to NSLDS.
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TO REPORT A PELL OVERPAYMENT TO NSLDS: Log into the National Student Loan Database
https://www.nsldsfap.ed.cov/nslds FAP/default.isp. Enter the student’s SSN, FIRST NAME, DOB, then click
the RETRIEVE button. Select “Overpayment List” from the menu. Then Click “Add Overpayment”

Enroll | Org JREN

inquen er: nt Access Interfad
SSN: | First Name: | DOB: {MMDDCCYY)
FSA ID: gged on as:| om SAM HOUSTON STATE UNIVERSITY / TGD08S?

Overpayment Add

School: SAM HOUSTON STATE UNIVERSITY 00360600
Type: |[FEDERAL PELL GRANT &

Disbursement Date: |081 520121  mmMppccyy
Indicator: | OVERPAYMENT |

Indicator Date: |03152012 MMDDCCYY

Outstanding Principal Balance: |500
Outstanding Interest Balance: ID

Source: | TRF - TRANSFER »l

From here (see above) enter in the TYPE of grant overpayment; the DISBURSEMENT DATE (This should
match the disbursement date on COD — you will need to go onto COD and check this!); the INDICATOR
should say OVERPAYMENT; the INDICATOR DATE is the date of the overpayment (the Last Date of
Attendance); the OUTSTANDING BALANCE is the amount the student owes- this number will have to be
rounded to a whole number; the OUTSTANDING INTEREST BALANCE should be -0-; and the SOURCE

should say “TRF — TRANSFER”. (We are transferring this information to the Dept. of Education.) Click
Submit.
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The student is now reported to NSLDS and the overpayment will load into BANNER and appear as a Hold on
the students account until payment is met. The student will also not be eligible for any financial aid at any
University.

NOTE: if the student, at a later date, does make full payment, Update NSLDS (remove the record), and let the
Bursars Office know to remove the SOAHOLD.

SPECIAL CIRCUMSTANCES - RESIGNATION

Student Called to Active Duty Military: In the event the student is called to active duty in the middle of a
semester, generally the resignation is back-dated by the Registrar’s Office. This gives the student a full tuition
and fees refund. However, considering that the student did actually attend school, all of their financial aid
should not be cancelled. Under these circumstances we will reduce the financial aid by the amount of tuition
and fees refund. This leaves the student owing a zero balance. This prevents the student from owing, or getting
a refund. In the event they have a balance, we are not to contact the student per regulations.

Back-Dated Resignations: Sometimes the Registrar’s office will change the last date of attendance for a
student. Often, resignations are back-dated to before the first class day. If they truly never attended any classes,
you will need to cancel all of their aid. If they did attend classes, the original resignation calculation stands as it
is. The calculation is not dependent on the University’s refunds.

Post Withdrawal Disbursement: If a Loan Post Withdrawal Disbursement is indicated you will need to
generate a Post Withdrawal Disbursement Letter to see if the student/parent wants to proceed with this.
Examples of this letter are at T:SFA/R2T4/PostWithdrawalDisb. There is a response deadline for these that will
need to be calculated (14 days after the letter) and notated in your Outlook Calendar to remind you. PELL Post
Withdrawal Disbursements don’t need an approval from the student and the PELL award will need to be
changed in BANNER so the student can receive it.

Withdrawal date when a student dies: If a school that is not required to take attendance is informed that a
student has died, it must determine the withdrawal date for the student under 34 CFR 668.22(c)(1)(iv). This
section provides that if the institution determines that a student did not begin its withdrawal process or
otherwise provide official notification of his or her intent to withdraw because of illness, accident, grievous
personal loss, or other such circumstances beyond the student’s control, the withdrawal date is the date that the
institution determines is related to that circumstance.
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