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Sending ISIR Corrections

Navigation Description
Financial Aid > File Management > ISIR ctcLink is used to process ISIR corrections.
Corrections > Process ISIR Corrections Creates files and sends to staging tables.

This process is part of your nightly ISIR JobSet, but can be run ad hoc. If you are building this Run Control
ID to enter into a JobSet, you will select the Save button. If running ad hoc, select the Run button.

1. Enter New or use existing Run Control ID
2. Enter the following
a. Institution
b. Aid Year
¢. School Code
d. TG Number
3. Select the ‘Active’ box
4. Select ‘Process Corrections’
Select Run

ISIR Corrections Export
Run Control ID  WA171_EY_ISIR_CORR_PRCSS_KF Report Manager  Process Monitor

ISIR Corrections Export Find | View All First (4 10f1 (b Last
*Institution]WAT71 |y 2026 |Q *school Code002793 |a | Edactive (=]
*TG Number] 51366 I Process Correctiollsl

I Process Add Institution

Run Information Process Instance 0 Run Date and Time

Refresh Batch Message Print

[5] Bave ||[=] Motify =% Add 4| Update/Display

Select OK from Process Scheduler Request page
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Process Scheduler Request

User ID CTC_KFORSBERG Run Control ID WA171_EY_ISIR_CORR_PRCSS_KF
Server Name | v| Run Date 06/26/2025 El
Recurrence | v| Run Time |2:43:08PM Reset to Current Date/Time
Time Zone &}
Process List
Select Description Process Mame Process Type *Type * Format Distribution
ISIR Corrections Outbound FAPCORDD COBOL SQL [(Nong) w|[{None) | Distribution

Select Process Monitor from the ISIR Corrections Export page

ISIR Corrections Export

Run Control ID WA171_EY_ISIR_CORR_PRCSS_KF Report Manager | Process Monitor Run

Process Instance: 203829170

Ensure process runs to Success and Posted
Select the ‘Actions’ link and then select the Message Log option from the drop-down list

Process List ‘ Server List ‘

View Process Requests

UserID [CTC_KFORSBI Q| Type | o [Last N o [pay | Refresh
Server | Y Name | a Instance | | Range
Run status | v Distribution Status | v  Save On Refresh Report Manager

Vv Process List
‘E| ‘E‘ 1505 v | View Al

Distribution " ;
Sta Details  Actions

Select Instance  Seq. Run Control ID Process Type Process Name User Run Date/Time Run Status

1203820170 {WA171_EY_ISIR_ CORR_PRCSS KF {COBOL SQL | FAPCOR00 {CTC_KFORSBERG |06/26/2025 2.43:08PM PDT {Success  [Posted  iDetals |

Update Process >

203829147 WA171_EY_ISIR_CORR_PRCSS_KF  COBOL SQL FAPCORO00 CTC_KFORSBERG  06/25/2025 10:39:08AM PDT  Success Posted Details Details

203829086 WA171_LOAN_RPT_RECON_KF Application Engine  CTC_FA_DLRCN  CTC_KFORSBERG  06/11/2025 3:12:25PM PDT  Success  Posted Details Parameters
Message Log
203829085 WA171_LOAN_RECON_KF Application Engine  FA INBOUND ~ CTC_KFORSBERG  06/11/2025 3.04:23PM PDT  Success  Posted Details ew TooTTace @

203829084 WA171_LOAN_ORIG_KF COBOL sQL FAPLBOG1 CTC_KFORSBERG  06/11/2025 11:32:10AM PDT  Success Posted Details v Actions
Go back to ISIR Correction Export

Process List | Server List

Locate and note the FAPCORO0O Batch Number for review
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Message Log
Process
Instance: 203829170 Type: COBOL SQL
Name: FAPCORO00 Description:

‘Eﬂ. |Q ‘ of 9 v | View Al

Severity Log Time Message Text Explain
FAPCOROQ - Begin program execution at ‘ ) ‘

10 2:44:29PM 14 44 29 420000 on 2025-06-26 bi@in
FAPCORO0Q - Processing BATCH NUMBER ‘ Explai ‘

10 2:44:29PM #CB00379320250626144429 Starting xpiain
FAPCORO0 : ECQUEUEINST Rec Created for .

10 2:44:32PM ECTRANSID = CORR26IN Explain
FAPCOROO : TOTAL Number of Records Processed... :

10 2:44:33PM 00002 Explain
FAPCOROO : TOTAL Number of Records In Error......: }

10 2:44:33PM 00000 Explain
FAPCORO0O : Processing For BATCH NUMBER Explain

10 2:44:33PM #CB00379320250626144429 completed P
FAPCORO0O : TOTAL Records Processed For BATCH Explain

10 2:44:33PM NUMBER #C600379320250626144429 = 00002 P
FAPCORO0Q : End program execution at Exolain

10 2:44:33PM 14.44.33 260000 on 2025-06-26 P

Successiully posted generated files to the report Explai
2:44:44PM repository xplain

Viewing Outbound Corrections

Navigation Description
Financial Aid > File Management > ISIR Review of Corrections being sent out.
Corrections > View 20xx-20xx Outbound Files
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Select the Search button to do an open search

Select the Find button

Enter the Batch Number from previous process into the Search String
Select OK

@ CTC Lin k FA Business Flow

ISIR Outbound Summary

Qutbound 25/26 ISIR Batch Summary Perscnal\ze view All | (2 | EF First (40 10f1 (») Last
Outbound Batch Files Eile Create Date/Time
EC Queue Instance Batch Number Record Type Academic Institution Aid Year Award Year Total Records
1 1 #C600379320250626144429 Detail  Corrections/Duplicate Req WA1T1 2026 2526 2

cs-trd.peoplesoft-nonprod-aws.ctclink.sbctc.edu says

Enter search string:

l tE-DEI 370320250626144429 ]

Cancel
' |

Select the Detail Link to view Outbound File Data

ISIR Outbound Summary

Qutbound 25/26 ISIR Batch Summary Personalize | Find | View All | (1] E First (4) 10f1 (») Last
Outbound Batch Files File Create Date/Time
EC Queue Instance Batch Number Record Type Academic Institution Aid Year Award Year Total Records
1 1 #CG00279320250626144429 Carrecﬂons-’Duph:ate Reqg WA1T1 2028 2526 2

[5h Return to Search [=] Notify

The Header Tab contains file data

The ISIR Correction A tab will have the list of students included in the batch with Correction
Data links to review correction details
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Header ISIR Correction A

EC Transaction ID CORR26IM
EC Queue Instance 1
Correction Records
Seq Number Correction Year

16
26

[@ Return to Search [=] Motify

Header | ISIR Correction A

55N

Inbound / Qutbound Switch O

Personalize | Find | View All | (21| [

Trans Num
01
o1

FA Business Flow

First (4) 1-20f2 (») Last

Correction Data

Correction Data
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Corrected Fields/Overrides

EC Queue Instance 1 EC Transaction I CORRZ6IM Sequence Number 1
Corrected Fields

FPS CORR # Correction Data

Field Nbr1 017
Field Nbr 2
Field Nbr 3
Field Nbr 4
Field Nbr 5
Field Nbr 6
Field Nbr 7
Field Nbr 8
Field Nbr 9
Field Nbr 10
Field Nbr 11
Field Nbr 12

Additional Correction Fields
Serial Number 00001
EDE Federal School Code 003793 Transaction Receipt Date 06/26/2025

Return
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Exporting Corrections

Navigation Description

Financial Aid > File Management > Create Exporting corrections made in ctcLink. This step

Federal Data Files moves the data to a staging table in preparation
of creating a file for EdConnect

1. Enter New or use existing Run Control ID
2. Enter the following

a. Outbound File Path

b. Outbound File Type

c. Aid Year

d. Institution
3. Select Run

Run Control D WA171_EY_ISIR_CORR_EXPRT_KF Report Manager  Process Monitor

*Qutbound File Path|/CSTRANSFERMWATT11SIR2026/

*Qutbound File Type] ISIR Corrections v

“Aid Year| 2026 |

*Institution| WA171 |3

I_EJ_I Save ||[=] Motify =4 Add 27| Update/Display

Select OK from the Process Scheduler Request page

Process Scheduler Request

UserID CTC_KFORSBERG Run Control ID WA171_EY_ISIR_CORR_EXPRT_KF
Server Name [ ~] Run Date | 06/26/2025 5]
Recurren{:e| v| Run Time | 3:30:39PM Reset to Current Date/Time
Time Zone Q.
Process List
Select Description Process Mame Process Type *Type *Format Distribution
FA_QUTBOUND FA_OUTBOUND Application Engine | Web L | | TXT w | Distribution
Cance
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Select Process Monitor and ensure process runs to Success and Posted

Run Control ID  WA171_EY_ISIR_CORR_EXPRT_KF Report Manager Run
Process Instance:203829172
Select the Actions link and then select the Message Log option
R 1
‘ Process List | ‘ Server List ‘
View Process Requests
UseriD | CTC_KFORSBI Q| Type | o [Last o | [pays | [ reesn ]
Server | v Name | Q| Instance | | Range
Run Status | v|  Distribution Status | ~ @ save on Refresh Report Mansger
v Process List
‘ BQ ‘ B0f6 v View Al
Select Instance Seq. Run Control ID Process Type Process Name User Run Date/Time Run Status 2;::::““"" Details  Actions
{203829172 | {WA171_EY_ISIR_ CORR_EXPRT KF | Application Engine | FA OUTBOUND | CTG_KFORSBERG | 0612612026 33039PM PDT | Success | Posted | Details
i i i i t i i T i i *| " Update Process >
203829170 WA171_EY_ISIR_CORR_PRCSS_ KF  COBOL SQL FAPCOROD CTC_KFORSBERG  06/26/2025 2:43.08PMPDT  Success  Posted Details Details
203829147 WA171_EY_ISIR_CORR_PRCSS_KF  COBOL SQL FAPGOROD CTC_KFORSBERG  06/25/2025 10:39:08AM PDT  Success  Posted Details Parameters
203829086 WA171_LOAN_RPT_RECON_KF Application Engine | CTC_FA DLRCN  CTC_KFORSBERG ~ 08/11/2025 3:12:25PMPDT  Success  Posted Details Batch Timings @
203829085 WA171_LOAN_RECON_KF Application Engine FA_INBOUND CTC_KFORSBERG  06/11/2025 304:23PMPDT  Success Posted Details View Log/Trace
203829084 WA171_LOAN_ORIG_KF COBOL SQL FAPLBOG1 CTC_KFORSBERG  06/11/2025 11:32:10AM PDT  Success  Posted Details Actions

Go back to FAEC File Outbound

Save

Locate the File Name and note it; it will be used in the download step
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Message Log
Process
Instance: 203829172 Type: Application Engine
Name: FA OUTBOUND Description:
|EF. |Q‘ 50f5 v | View Al
Severity Log Time Message Text Explain
10 3-31:50PM FA Outbound process started for message class: CORR [ Explain l
FA Outbound File Created: Exolain
3:31:51PM /CSTRANSFER/WA171/1SIR2026/CORR28IN.001 ‘ P ‘
10 3-31°51PM FA Outbound process ended for message class: CORR [ Explain l
Published message with ID 62d1c0f2-52dd-11f0-8013- Explai
3:32:04PM 53391806da7f to create entry in folder GENERAL. ‘ xpiain ‘
Successfully posted generated files to the report i
3:32:04PM repository Explain

Use the Upload/Download process to download the file to desktop or other file management
source
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Upload/Download Process for ISIR Corrections

FA Business Flow

EdConnect.

Navigation Description
PeopleTools > CTC Custom > Extensions > Downloading ISIR corrections. This step moves
Upload/Download Files the data from the staging table and then creates

a compatible file that needs to be exported to

1. Enter Academic Institution

2. Functional Area — Financial Aid

3. Business Process Name - ISIR

4. Select Search

5. Select the ISIR year in which you are processing (ISIR 20xx)

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

ORecent Searches [ Choose from recent searches v| Vi [ Saved Searches | Choose from saved searches v| 7
Academic Institution) begins with ~ || WA171 Q

Functional Areal begins with v | | Financial Aid

Business Process Name] begins with v | |ISIR
#~ Show fewer options

[Jcase Sensitive

Search Results
Jresults - Academic Institution "WA171" Functional Area "Financial Aid" +1 more

View All | First (4) 1-30f3 (» Last
Academic Institution Functional Area Business Process Name
WA1T1 Financial Aid ISIR 2024 >
WA1TA Financial Aid ISIR 2025 >
WATTA Financial Aid ISIR 2026 >

Tip! Locate File Path from the list used in prior processing
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Select the Download File tab
Enter the File Name created in prior processing (Found in the Message Text)
Select the Download File button

Upload Files Download Files

Institution: WA1TT1 Spokane CC
Functional Area: Financial Aid

Business Process: |SIR 2026

File Path: ICSTRANSFERMWATT1NSIR2026/
File Mame: CORRZG6IN.001 Download File
[@" Returnto Search ||4=] Previous in List Mext in List

Upload Files | Download Files

Save File to computer for exporting to FPS
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Importing and Processing ISIR Files
Colleges have the option to load ISIRs individually or combined in a batch process.

Combining ISIR Files from CPS

The process to bring in ISIR files from CPS remains the same. From EDconnect users will save
files to their local network drive.

Create a text file (.txt) to batch the files for using the Upload/Download process in PeopleSoft.
1. Open Notepad from your computer and list the file path and desired files (see screen
shot) to include in the batch process. Be sure to include the extension in the file
name.
2. Save the file to your local network drive.

(*Note — A good business practice could include saving the files from FPS and the text file in
the same network drive. Using dates at the end of the file can help users identify files quickly
when troubleshooting.)

4l
| File Edit Format View Help
| /CSTRANSFER/WALYL1/ISIR2026/idsa2bop.dat o)

| /CSTRANSFER/WALYL/ISIR2B26/idsa2bop.BB2
| /CSTRANSFER/WAL171/I5IR2826/1dsalbop. 883
| /CSTRANSFER /WAL71/1I5IR2826/idsaZbop. B84
| /CSTRANSFER/WA171/ISIR2026/idsa260p . 005
| /CSTRANSFER WALV /ISIR2B26/idsa2bop.BBb
| /CSTRANSFER/WA171/ISIR2026/idsa260p. 007
| /CSTRANSFER /WAL71/1I5IR2826/idsaZbop. BEE

Ln 1, Col 40 100%  Windows (CRLF) UTF-8

File name: | WA1T1ISIRTEXTFILE20260626]

Save as type: | Text Documents (*.txt)
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Upload/Download Process
AILISIR files need to be processed through the upload process regardless of using the
individual or combined method

Navigation Description
PeopleTools > CTC Custom > Extensions > To Upload or Download files colleges will need
Upload/Download Files to use the File Upload/Download Function

1. Enter Academic Institution
1. Functional Area - Financial Aid
2. Business Process Name — ISIR 20xx

Select Search

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

@Recent Searches | Choose from recent searches v| [ Saved Searches | Choose from saved searches v|#
Academic Institution] begins with + || WA171 Q

Functional Area] begins with + | | Financial Aid
Business Process Name[ pegins with w || ISIR 2026
. Show fewer options

[C]case Sensitive

From the Upload Files tab select Upload File

Upload Files Download Files

Institution: WAIT Spokane CC
Functional Area: Financial Aid
Business Process: |SIR 2026

File Path: [CSTRANSFERMANT1SIR2026/

File Name: I Upload File |

[&* Return to Search #Z| Previous in List Mext in List

Upload Files | Download Files
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Choose the desired file

1. Select the Browse button to select the file

2. Select the Upload button

Choose File

Upload

File Attachment

Mo file chosen

Cancel

Date n':::t“fi&d
a1y
[ 1178/
(11
[ 1178
E R
(1117
£

= RNV

[==]

Fd
=]
Fa

f- ==
Fed
=]
Fa

1=
(2]
=]
Fa

o
Fd
=]
Fa

1=
P
=]
Fa

[==]
[

[}
1=

o
Fd
=]
Fa

1=
(o]
=]
Fa

Mame v Type

idsa2Bop 008 File
idsa2Bop.007 007 File
idsa2Gop.006 006 File
idsa2bop.005 005 File
idsalBop 004 File
idsa2Gop.003 003 File
idsalBop 002 File
idsaZbop 001 File

FA Business Flow

*Note - ISIR Files need to be
uploaded one at a time as
well as the text file needs to
be uploaded if using the
combined process

The file will be uploaded and the File Name will appear, select OK to continue

Upload Files

Institution:
Functional Area:
Business Process:
File Path:

File Name:

[ Return to Search

Download Files

WA1T1 Spokane CC
Financial Aid

ISIR 2026
[CSTRANSFER/MWA1T1NSIR2026/

idsa26op.007

4= Previousin List ||y Nextin List

Upload Files | Download Files

Message

Attachment Uploaded Successfully (25000,278)

Attachment Uploaded Successfully

*Remember* to also upload the .txt file if using the combined process!
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Process Complete

FA Business Flow

Navigation

Description

Financial Aid > File Management > Import
Federal Data Files

The FA Inbound process automatically
determines the type of file from CPS and loads
the file into the inbound staging tables.

This process is part of your nightly ISIR JobSet, but can be run ad hoc. If you are building this Run Control
ID to enter into a JobSet, you will select the Save button. If running ad hoc, select the Run button.

ghwhR

Insert ISIR TG Number

Enter New or use existing Run Control ID

Choose ‘Single File’ radio button when loading single files

Choose ‘File List’ radio button when loading combined files

Insert ‘Inbound File’ name (*Note - “File Path” and “File Name” from FTP)

Select Run and OK from the Process Monitor screen

FA Inbound

Run Control IDWA171_EY_ISIR_IMPRT_KF

@ single File

ISIR TG Number |51866

O File List Driven

Inbound File /CSTRANSFER/WA171/1SIR2026/idsa260p.007

Report Manager  Process Monitor
Example of

‘Single File’
Run Option

=% Add 2| Update/Display
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FA Inbound

Run Control IDWA171_EY_ISIR_IMPRT_KF Report Manager  Process Monitor Run

Example of

dE: H r
File List

Inbound File] (CSTRANSFER/WA171/1SIR2026/WA1711SIRTXTFILE2026.txt Run O pt ion

ISIR TG Number] 51866

=] Notify Eh Add || 5] Update/Display

Select Process Monitor
You may select ‘Refresh’ until the Run Status reads ‘Success’ and Distribution Status reads
‘Posted’

‘ Process List H Server List |

View Process Requests

User ID ‘CTC,KFTBIQ| Type | v‘ |Last v‘ |730‘ ‘ Days v‘ i | l

S Y B B P
7.,‘ [ save On Refresh Report Manager

Run Status ‘ “‘ Distribution Status ‘

v Process List

‘EHQ‘ 70f7 v | View Al
Select Instance Seq. Run Centrol ID Process Type Process Name User Run Date/Time Run Status Igi:&igution Details  Actions
203829173 WAI171_EY_ISIR_IMPRT_KF Application Engine FA_INBOUND CTC_KFORSBERG  06/26/2025 4:59:10PM PDT  Success Posted Details v Actions
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Process Imported ISIRs

Navigation Description

Financial Aid > File Management > ISIR Import > | Load the ISIR records from the ISIR staging tables

Process ISIRs into the database using the rules that are set up
in the ISIR Data Load Parms page.

This process is part of your nightly ISIR JobSet, but can be run ad hoc. If you are building this Run Control
ID to enter into a JobSet, you will select the Save button. If running ad hoc, select the Run button.

Enter New or use existing Run Control ID

Select Aid Year

Select Institution ID

Enter TG Number

Check ‘Active’ ‘Load ISIRs’ ‘Load System Generated ISIRs’ ‘Load Correction’ boxes

LU o

Select Run and OK from the Process Scheduler Request screen

ISIR File Load
Run Control 1D WA171_EY_ISIR_PRCSS_KF Report Manager  Process Monitor
ISIR Load Run Options Find | View All First (4 10f1 (» Last
*Aid Year |2026 |Qy TG Number | 51866 “Institution WAI1T1 |Q & Active +[=]
Load ISIRs Load System Generated ISIRs Load ISIR Corrections
(Applications and Renewals)

Process Instance 0 Run Date and Time

Refresh Batch Message Print

;J_Is:ave [=] Motify =4 Add 27 Update/Display

Select Process Monitor
Select ‘Refresh’ until the Run Status reads ‘Success’ and Distribution Status reads ‘Posted’
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[ Process List H Server List I

View Process Requests

UserID [CTG KFORSBI Q | Type | | | Last o o [Days ] [ Refresh I
Server ‘ "‘ Name ‘ Q ‘ Instance ‘ ‘ Range
Run Status ‘ "‘ Distribution Status |

7\" Save On Refresh Report Manager

Vv Process List

‘ 5 H Q| 1-80f8 v | ViewAll
Distribution . :
Select Instance Seq. Run Control ID Process Type Process Name User Run Date/Time Run Status Status Details  Actions
203829174 WA171_EY_ISIR_PRCSS_KF COBOL sQL FAPSAROO CTC_KFORSBERG 06/26/2025 5:08:52PM PDT  Success Posted Details v Actions

Select the ‘Details’ link then ‘Message Log’ link to view messages regarding the process’

Message Log
Process
Instance: 203829174 Type: COBOL SQL
Name: FAPSAROO Description:

‘Eé’. ‘Q| 1-50 of 1321 vl > > | View100

Severity Log Time Message Text Explain
FAPSAROO : Begin program execution at Exolain

10 5:07:58PM 17.07.58.300000 on 2025-06-26 P
FAPSAROO : Processing ECQUEUEINSTANCE o

10 5:08:14PM 000000165, CPS Record Type = (YR-2026) | xpiain ‘
FAPSAROO : Number of Records Read ... 00634 ]

10 5:08:14PM l Explain ]
FAPSAROO : Number of Records Loaded 00001 :

10 5:08:14PM l Explain ]
FAPSAROO : Number of Changes Processed ..... 00000

10 5:08:14PM l Explain ]
FAPSAROO : Number of Records Suspended 00633

-no- Explain ‘
E 2Lk FAPSAROO : Number of Records Skipped 00000
o Explai

10 2:08:14PM FAPSARO0 - Number of Records In Error 00000 xplain ‘
FAPSAROO : Processing For ECQUEUEINSTANCE Exolai ‘

10 5:08:14PM 000000165 completed (YR-2026) xpiain
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Suspended ISIRs
Navigation Description
Reporting Tools > Query > Schedule Queries This query is designed to show suspended ISIRs
from the most recent load processes.

This process is part of your nightly ISIR JobSet, but can be run ad hoc. If you are building this Run Control
ID to enter into a JobSet, you will select the Save button. If running ad hoc, select the Run button.

Due to the large amount of data that could potentially be returned, you will need to use Schedule
Queries instead of Query Viewer.

Identify suspended ISIRs by running the following query using:
CTC_FA_SUSPEND_ISIR_DETAIL

Use a New or Existing Run Control ID

Enter the query name and select Search

Run Control ID  \ya171 EY ISIR SUSP DTL QRY KF Report Manager  Process Monitor

Query Name | CTC_FA_SUSPEND_ISR_DETAL | Search

*Description | |

l Add H Update/Display

Select the blue link for the desired query

Scheduled Query Search Page

*Query Type: | Queries V‘

Query: |CTC_FA_SUSPEND_ISIR_DETAIL |
Query

‘Eﬂ. Q‘ 1-10f1 v | ViewAl

CTC_FA_SUSPEND_ISIR_DETAIL ISIR Suspense With Details Public

Edit Prompts will appear

Enter the following:
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— Institution
— Aid Year
Select OK
X
Help

CTC_FA_SUSPEND_ISIR_DETAIL

“Institution |WA171 Q|

"AidYr [2026 Q|

OK | Cancel ‘

From the Schedule Queries page select Run

Run Control ID WA171_EY_ISIR_SUSP_DTL_QRY_KF Report Manager Process Monitor

Query Name | CTC_FA_SUSPEND_ISIR_DETAIL | [..Search |

“Description | ISIR Suspense With Details |

Update Parameters

Prompt Name Value

INSTITUTION | WA171 /

AID_YEAR | 2026 z

4 3

l Add H Update/Display
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Ensure the Process Monitor reads “Success” and “Posted” select Details link

From the View Log/Trace file select the Query name with .csv to open with Excel

View Log/Trace

Report

ReportID 19091128 Process Instance 208468440 Message Log
Name PSQUERY Process Type Application Engine

Run Status Success

ISIR Suspense With Details

Distribution Details

N~ TS
Distribution Node local Expiration Date | 07/31/2025

File List

Name File Size (bytes) Datetime Created
AE_PSQUERY_208468440.log 166 07/01/2025 1-05-31.125732PM PDT
CTC_FA SUSPEND_ISIR_DETAIL-

208463440, csy 469,358 07/01/2025 1-05-31.125732PM PDT

Distribute To
Distribution ID Type *Distribution ID

User CTC_KFORSBERG
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After Running the CTC_FA_SUSPEND_ISIR_DETAIL ISIR Suspense Report in Schedule Queries
and downloading to your computer, open the report.

Locate the Max Match column and sort to review the students with Max Match Level 10, 20,
30, 40, and 50.

. | J K N 0 Q R

Last Name | ~ |First Name | ¥ |SSN Match v |Status |~ |ID ¥ |Max Match Lev~!|Match Level | ~
KERIE SSN, Name, and DOB Suspended 50 50 - SSN only
SHELLEY SSN, Name, and DOB Suspended 40 40- SSN, DOB
SHELLEY SSN, Name, and DOB Suspended 40 40 - SSN, DOB

There are five Max Match Level reasons that can stop an ISIR from loading. They rank form
10-50. The greater the number, the more severe the suspend reason. The Match Level tells
you which value it did match on. The A-E list below describes what values did not match.

A. 10 - The student is a match but is suspending due to multiple students sharing the
same information

20 - SSN mismatch.
30 - DOB mismatch.

40 - Last Name and First name mismatch.

m o o w

50 - DOB, Last Name and First name mismatch.

The Max Match Level reason can also be viewed by navigating to the 20xx-20xx ISIR Suspense
Management page.
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FA Business Flow

Review Suspended ISIRs Max Match Level

Navigation

Description

Financial Aid > File Management > ISIR Import > | Review all ISIR records processed by the FA
20xx-20xx Suspense Management

Inbound and load processes.

1. Enter the student’s Social Security Number, Empl ID or Last Name

2. Select Search

Find an Existing Value

~ Search Criteria

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

{7) Recent Searches ‘ Choose from recent searches

v| / [l Saved Searches | Choose from saved searches

EC Queue Instance | = v| |
Sequence Number | = v| |
Load Status | = v| |

Social Security # | begins with V| |

Empl ID | begins with V| |

Last Name | begins with V| |

Academic Institution | begins with v| |WA171

~ Show fewer options

When the ISIR Suspense Management page opens, ensure that the ISIR transaction number
displayed is the appropriate transaction that needs to be reviewed.
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ISIR Suspense Management 25/26

EC Queue Instance/Seq Num 292

I1SIR Manual Load Parameters

D Q | OID Lock

*Institution |WA171  Q

Process Dt (Effdt) 03/04/2025

Student Information

Last Name
SARID
Dependency Status D Dependent
Federal PELL Eligibility
ED Verification Status

138

01

Transaction Receipt Date  (3/01/2025

FA Business Flow

Load Status  Suspended

OAdd I1SIR @® Recycle O Skip/Done

School Code (003793 Q|

Alternate Effective Date | |

First Name

SSN

Student Aid Index
Student's Admit Lvl

Verification Select/ Tracking

ISIR Load Information FPS Generated Information ISIR Reject Reasons

Search Match Corrected Fields

l Return to Search H Notify I

Process ISIR
Mi
Date of Birth
17218
0 - Student Not Found
N

The ISIR Load Information will display the Max Match Level as to why the student’s ISIR is

suspended.

View ISIR Load Information

Load Information

Suspend Reason 1 - Stu Not Found (Max Match)

Skip Reason
Error Code
Max Match Level 20

Process Instance 208451604

Process Date 07/01/2025

School Choices/Multiple School

1st Choice 0037
2nd Choice
3rd Choice
4th Choice

93
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Select Return. Work with your Records and Enrollment department to resolve the reason the
student’s ISIR is suspending. After resolution, the ISIR can be manually loaded or let the
batch process load it.

To process a suspended ISIR please reference the following QRGs:

Understanding ISIR Search Match
Manually Loading ISIRs

ISIR Transaction Source Process

Navigation Description
Financial Aid > File Management > ISIR Import > | Identifying EC QUEUE Instance number
Process ISIRs

The ISIR Transaction Source query is designed to assist users with identifying the source by which the
ISIR transaction has been generated. In addition, it identifies ISIR Load, Receipt and Process date.

Identify EC QUEUE INSTANCE number from Process ISIRs (FAPSARO0) process.

The EC Queue Instance Number is viewable on both the ISIR File Load page, and the Process
Monitor List page after the FAPSAROO process is complete.

ISIR File Load
Run Control D WA171_EY_ISIR_PRCSS_KF Report Manager | Process Monitor Run
ISIR Load Run Options Find | View All First ‘4 10f1 (b Last
*Aid Year[2026 | Q TG Number| 51866 “nstitution WA171 |Q, [ Active [+ =]
Load ISIRs Load System Generated ISIRs Load ISIR Corrections

(Applications and Renewals)

Process Instance 208468441 Run Date and Time 07/01/2025 1:24:40PM

Refresh Batch Message Print

[E]save | |[GF Returnto Search | |[=] Motify =+ Add

Updated 07/22/2025Page 28


https://ctclinkreferencecenter.ctclink.us/searches?text=UNDERSTANDING+SEACH+MATCH&commit=Search
https://ctclinkreferencecenter.ctclink.us/m/92421/l/938357-9-2-manually-loading-isirs

@ CtC Li n k FA Business Flow

From the Process Detail page Actions link and select the Message Log option

| Process List H Server List ‘

View Process Requests

User ID ‘CTQKFORSBI o,\ Type | v‘ ‘ Last v‘ ‘ 30‘ ‘ Days v‘ Refresh ]

R T E— e ——
Run Status |7v‘ Distribution Status ‘7‘4 Save On Refresh Report Manager

~ Process List

|EHQ‘ 20f2 v | View Al
Process Distribution Z 5
Select Instance  Seq.  Run Control ID Process Type = User Run Date/Time Run Status it Details  Actions
{208468441 | {WA171_EY_ISIR_PRCSS_KF {cosoL saL | FAPSARO0 | CTG_KFORSBERG {07/0172025 1:21:59PM PDT  {Success | Posted {Details |
t F t i i i F t F i Update Process >
208468440 WA171_EY_ISIR_SUSP_DTL_QRY_KF  Application Engine ~ PSQUERY CTC_KFORSBERG  07/01/2025 12.56:65PM PDT  Success  Posted Details petais

Parameters

Go back to ISIR Load Message Log |

View Log/Trace
Process List | Server List
From the Message Log select the Last link to be taken to the last page of processing
Message Log
Process
Instance: 208468441 Type: COBOL SAQL
Name: FAPSAROO Description:
B Q] 1.50 of 1441 v| > |11 view1oo
Severity Log Time Message Text Explain
FAPSAROQO : Begin program execution at e
10 1:22:09PM 13.22.09.320000 on 2025-07-01 ‘ Explain ] |
FAPSAROO : Processing ECQUEUEINSTANCE ‘ Exolai |
10 1:22:12PM 000000165, CPS Record Type = (YR-2026) Xpiain
FAPSAROQO : Number of Records Read............... }
10 1:22:12PM 00004 Explain
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Scroll to the bottom of the page and locate the last ECQUEUEINSTANCE

Message Log

Process
Instance: 208468441 Type: COBOLSAL
Name: FAPSAROQD Description:

‘ m |Q | K < | 1401-1441 of 1441 v| | View 100

Severity Log Time Message Text Explain
FAPSAROO : Number of Records Read................: )

10 1:24:35PM 00005 Explain
FAPSAROO : Number of Records Loaded...........__: :

10 1:24:35PM 00000 Explain
FAPSAROOQ : Number of Changes Processed ............... Explai

10 1:24:35PM 00000 xplain
FAPSARQOOQ : Number of Records Suspended. .- :

10 1:24:35PM 00005 Explain
FAPSAROOQ : Number of Records Skipped............. :

10 1:24:35PM 00000 Explain

10 1-24-35PM FAPSARO0 - Number of Records I EITr........: 00000 | Explain |
FAPSAROO : Processing For ECQUEUEINSTANCE Exolain

10 1:24:35PM 000007171 completed (YR-2026) P
FAPSAROO : Processing ECQUEUEINSTANCE [ Explain l

10 1:24:35PM 000007251, CPS Record Type = (YR-2026) p

The highlighted EQQUEUEINSTANCE number will be used in subsequent processing.

Running the ISIR Transaction query

Navigation Description
Reporting Tools > Query > Schedule Queries Reviewing ISIR Transactions by source

Use a New or Existing Run Control ID

Enter query name and select Search - CTC_FA_ISIR_TRANS_SRCE
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Schedule Query

Run Control ID  \waA171 ISIR TRANS SRCE QRY KF Report Manager  Process Monitor Run

| Query Name ,CTC_FA_ISIR_TRANS_SRCE \ | Search

*Description ‘ ‘
[ Add H Update/Display

From the Scheduled Query Search Page select the Query name

Scheduled Query Search Page

*Query Type: ‘ Queries V‘
Query: |CTC_FA_ISIR_TRANS_SRCE |
Query
‘ m ‘ Q ‘ 1-10f1 v | View Al

CTC_FA_ISIR_TRANS SRCE ISIRs By Transaction Source Public

When the Edit Prompts open, enter the following information:

Institution

Aid Year

Queue Instance (From earlier processing)
Select OK
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*

Help
CTC_FA_ISIR_TRANS_SRCE

“Institution [WA171 Q |

“Aid Yr [2026 Q|

Queue Inst | 000007251 ‘

OK | Cancel |

Ensure Parameters are correct when the Schedule Queries page opens

Select Run

Run Control ID WA171 EY ISIR TRANS SRCE QRY K Report Manager Process Monitor

Query Name | CTC_FA_ISIR_TRANS_SRCE |

*Description | ISIRs By Transaction Source |

Update Parameters

Prompt Name Value

INSTITUTION | WA1T71 ¥

AID_YEAR | 2026 y
ECQUEUEINSTANCE (7251 y
] »

l Add H Update/Display

Select OK from the Process Scheduler Request page
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Process Scheduler Request

UserlD CTC_KFORSBERG

Server Name ’

Recurrence ‘

Time Zone ‘ Q

Process List

Select Description

PSQUERY

FA Business Flow

Run Control ID  WA171_EY_ISIR_TRANS_SRCE_QRY_K

Run Date |07/01/2025 \

Run Time | 1:45:05PM | [

Process Name

PSQUERY

Process Type

Reset to Current Date/Time

“Type

*Format

Application Engine Web

Select Process Monitor from the Schedule Queries page

Run Control ID \A171_EY_ISIR_TRANS_SRCE_QRY_K

Query Name | CTC_FA_ISIR_TRANS_SRCE

Ensure process run to Success and Posted

R

v

eport Manager

Select the Actions link and then select the View Log/Trace option

‘ Process List H Server List ‘

Distribution

Distribution

Process Monitor |

|

Process Instance: 208468446

View Process Requests

V| | Last V‘

UseriD |CTC KFORSBI Q| Type |
Server ‘ v‘ Name ‘
Run Status ‘ "‘ Distribution Status ‘

v Process List

Instance ‘

30‘ ‘ Days V‘

| Range

v| Save On Refresh

l Refresh l

Report Manager

[®][a] i3 v | ViewAl
Select Instance Seq. Run Control ID Process Type :::"1::53 User Run Date/Time Run Status EEm:miD" Details  Actions
{ 208468446 | {WA171_EY_ISIR_TRANS_SRGE_QRY K | Application Engine QUERY {CTC_KFORSBERG |07/01/2025 1:45:05PMPDT |{Success | Posted { Details
+ + + i + i + + + Update Process >
208468441 WATT1_EY_ISIR_PRCSS_KF COBOL SaL FAPSARO0 | CTC_KFORSBERG 07/01/2025 121:59PMPDT | Success  Posted Details Detals
208468440 WA1T1_EY_ISIR_SUSP_DTL_QRY_KF  Application Engine ~ PSQUERY | CTC_KFORSBERG  07/01/2025 12.6655PM PDT | Success  Posted Details Parameters
Message Log
Batch Timings

Go back to Schedule Query

Process List | Server List

Select the CTC_FA_ISIR_TRANS_SRCE_xxxxxx.csv link

View Log/Trace
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View Log/Trace

Report
ReportID 19091134 Process Instance 208468446 Message Log
Name PSQUERY Process Type Application Engine
Run Status Success
ISIRs By Transaction Source
Distribution Details

- . I
Distribution Node local Expiration Date | 07/31/2025

File List

Name File Size (bytes) Datetime Created
AE_PSQUERY_208468446.log 166 07/01/2025 1:47:52.428749PM PDT
CTC_FA_ISIR_TRANS_SRCE-208468446.csv 3,640 07/01/2025 1:47:52.428749PM PDT

Distribute To
Distribution ID Type +Distribution ID

User CTC_KFORSBERG

The file will open or will be downloaded depending on browser

Open to review student list

x™  autosave (@ Off D~ <  CTC_FA_ISIR_TRANS_SRCE-208468446 ~ P search

File Home Insert Draw Page Layout Formulas Data Review View Automate Help Acrobat

[T & oot & x| = =[]0 | e m o A
I

& copy ~ -
Paste U e | M A = = =2 = Mer P Conditional Formatas Cell Insert Delete F
U v ~AY | == = |E = EMegetCenter ~ | $ ~ % 9 % 0 .
~  <¥ Format Painter . Formatting v Table v Styles ~ = =
Clipboard [F] Font ] Alignment [ Number ] Styles Cells

135

4| 5 | 5

Bl SIR Load Date ISIR Trans Nbr SSN Trans Source CPS Pushed CP3Trans ReceiptDate CPSTrans Process Date EC Queue Instance Owning School Code ISIR Corr Source
2 6/30/2025 2 Web Student Correction 6/24/2025 6/25/2025 7251 3793

6/26/2025 2 Web Student Correction 6/25/2025 6/25/2025 7251 3793

6/26/2025 2 Web Student Correction 6/24/2025 6/25/2025 7251 3793

6/26/2025 2 Web FAA Correction Y 6/25/2025 6/25/2025 7251 3793

6/26/2025 2 Web Student Correction 6/24/2025 6/25/2025 7251 3793

6/26/2025 2 Web Student Correction Y 6/25/2025 6/25/2025 7251 3793

6/26/2025 3 Web Student Correction 6/25/2025 6/25/2025 7251 3793
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Viewing Archived ISIR Information

FA Business Flow

Navigation

Description

Financial Aid > Financial Aid History > View
Archived Application Data

Reviewing archived ISIR information from prior
aid year

Enter the following:

- Institution
- Aid Year

Select ISIR Correction

Historical Application Information

D Q

Institution] WATT1 |

*Aid Year] 2021 |Q

Term Q
Program Type (Credit/Clock Hr)\ Credit Hour Program vl
Source | v]

=] Notify

Institutional EFC Summary

ISIR Corrections

ISIR Suspenze

Federal EFC Summary
Institutional Application
ISR Inbound

View RTIV Worksheet Application Data Verification
View RTIV PW Disbursement View RTIV Fund Return

View RTIV Return Summary

ISIR data for the prompted aid year is displayed in the ISIR Corrections page for that year.

Note: To view an individual student, enter the Empl ID prior to selecting ISIR Corrections. A new
window will appear with the prompted Federal Application data page displayed.
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Find an Existing Value

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

) Recent Searches | Choose from recent searches o 2

EmplID | begins with ~| | Q|

Academic Institution | begins with v| [WA171 Q|

National ID. | beginswith | | |

Campus 1D | begins with v | |

Last Name | begins with v| | |

~ Show fewer options

[ Case Sensitive

- e

v Search Results

FA Business Flow

] Saved Searches | Choose from saved searches V4

Only the first 300 results of a possible 10815 can be displayed. Academic Institution "WA171"

Academic National ID NID Short

Empl ID Aid Year

National ID

Date of Name

1-10 of 300 vl > | view100

Campus ID Gender Last Name First Name

Institution Country Description Birth
WA1T71 2021 USA ssNo T {blank) Male >
WA171 2021 USA SsNo o (blank) Male >
. . e _ac
Navigation Description

to Benefit

Financial Aid > Ability to Benefit > Create Ability

Use this page to create and maintain Ability to
Benefit data in batch.

This process is part of your nightly ISIR JobSet, but can be run ad hoc. If you are building this Run Control

ID to enter into a JobSet, you will select the Save button. If running ad hoc, select the Run button.

Select Edit Prompts

No u s~ WNR

. Enter Academic Institution

. Enter New or use existing Run Control ID

Choose ‘PS Query’ from the Selection Tool
. Choose CTC_FA_SB_PS_ATB for the Query Name

Enter Institution and Aid Year — Select OK
. Select Preview Selection and note a student’s ID from the preview list to review later

Select Run and OK from the Process Monitor screen if processing immediately, or

Select Save, if a Run Control is being created to become part of a JobSet

Please Note — Aid year is not required under Default Values; leave blank
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Run Control ID  WA1T1_EY_ATB_BATCH_KF Report Manager  Process Monitor Run

Population Selection

Selection Tool] PS Query v] | Eqit Prompts |
Query Name] CTC_FA_SB_PS_ATE Q,

Launch Query ager Preview Selection Results

Default Values

"’""M?' Q. spokane CC
Help
Aid Year a
Query Prompts
Student Eligibility Code QL
- *Institution |WA171 |3
Test Administrator Code | v |
| ! “pid vrj2026 |Q
Test Code v I 0K I Cancel
State Code QL
Completion Date £
|5 Save ||[=] Notify =% Add #7 Update/Display
Update Aggregate Push
Navigation Description
Financial Aid > File Management > NSLDS > Update NSLDS Aggregate tables with incoming
Update Aggregates with NSLDS data

This process is part of your nightly ISIR JobSet, but can be run ad hoc. If you are building this Run Control
ID to enter into a JobSet, you will select the Save button. If running ad hoc, select the Run button.

Enter New or use existing Run Control ID

1. Parameters
a. Enter Institution and Aid Year
2. Report Parameters Preserve Override Check box:

a. Select the “Update NSLDS Data” radio button Update does not take place if the
NSLDS Total amount has been

overridden at the student level.

b. Preserve Override — See Note

3. Population Selection
a. Selection Tool = PS Query
b. Query Name = CTC_FA_SB_PS_NSLDS_WEEKLY_PUSH
4. Select Edit Prompts and enter the following:
a. Institution
b. Aid Year
5. Select Run to run ad hoc or Save to add to a JobSet

Updated 07/22/2025Page 37



@ Qi@ Li n k FA Business Flow

NSLDS Data Push

Run Control ID WA171_EY_NSLDS_PUSH_KF Report Manager  Process Monitor
Parameters Find | View All First (4) 10f1 (¢ Last
Wp'”' Q. spokane cC 2026 Q 20252026 Financial Aig vear =)

Report Parameters

() Refresh NSLDS Data

® update NSLDS Data I Preserve Override | Help

Query Prompts

Population Selection

Population Selection *Institution [Wa171 |Q
Selection Tool| PS Query v| I EditPromptsI “AldYT|2026 |

Query Name |CTC_FA_SB_PS_NSLDS_WEEKLY_PUS|Q Cancel

Launch Query Manager

Student Override

[J student Override

5] save E: Add || 5| Update/Display

Assign College Financing Plan

Navigation Description

Set Up SACR > System Administration > Utilities | Assign the College Financing Plan to a group of
> Population Update > Population Update students. Query selects students with an award
Process offer amount greater than zero

This process is part of your nightly ISIR JobSet, but can be run ad hoc. If you are building this Run Control
ID to enter into a JobSet, you will select the Save button. If running ad hoc, select the Run button.

1. Enter New or use existing Run Control ID
Choose STDNT_AID_ATRBT - Packaging Status Summary from the Record (Table) Name
from the dropdown menu

3. Select the Report Error Messages radio button

4. Choose PS Query from the Selection Tool dropdown menu

5. Use the lookup tool next to the Query Name field to choose
CTC_FA_SB_SL_SHOPPING_SHEET

6. Select Edit Prompts and enter Institution and Aid Year

7. For Field Name select Shopping Sheet Group from the dropdown menu
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FA Business Flow
8. For Field Value choose SHOPGRPO1
9. Select Run (Select Save if adding to a JobSet)
10. Ensure process runs to “Success” and “Posted”

Run Control I WA171_EY_EY_CFP_BATCH_KF

Report Manager  Process Monitor Run

Select Record fields for update

Find | View All
| *Record (Table) Namel STDNT_AID_ATRET - Packaging Status Summary

v

HE
Institution| WAT71 |G gpokane cc
o Aid Year|2026 | 20252026 Financial Aid Year

Error Reporting Selection

Report Error Messages @ Do Not Report Messages ()

Population Selection

Help
uery Prompts
Selection Toof| PS Query - Edit Prompts |— Query Pt
Query Name] CTC_FA_SB_SL_SHOPPING_SHEET

Q Launch Query Manager

First (4) 10f1 (») Last

Report All Messages ()

Preview Selection Results “Institution} WA171 |
*Aid Y} 2026 |G

Select Fields to Update

Field Name

Personalize | Find | View All | (21| [E First (4 I OK I Cancel

Field Value
I | Shopping Shest Group v| I SHOPGRPO1 Q

Select Attributes to Update

Save ||[Z] Notify

s Add | F| Update/Display

Process Scheduler Request

UserlD CTC_KFORSEERG Run Control ID WA171_EY_EY_CFP_BATCH_KF

Server Name | v|

Run Date |07/01/2025 [5]
Recurrence |

V| Run Time |2:32:06FM Reset to Current Date/Time
Time Zone Q.

Process List

Select Description Process Mame

[J  Publish Pop Update EIPPOPUP PSJob [(Mone) ~|[({None) | Distribution
SCC_POP_UFD | SCC_POP_UPD  Application Engine | Web

v|[TXT w | Distribution
Cancel

Process Type *Type *Format Distribution
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Managing Checklists

Navigation Description

Campus Community > 3C Engine > Run 3C Engine | Define 3C engine events to set rules by which

the system identifies the sets of checklists for
the 3C engine to assign or update.

The JobSet provides the abilitv combine multiple processes into one job

1. Select Add a New Value
2. Create a Run Control ID for the specific Checklist Item Type being set to run.

Select Add (See Example Below)

Add a New Value [ Q.Find an Existing Value

“Run Centrol D [WA171_EY_FAI029|

From the 3C Engine Parameters page:

1.

Select the Population Selection box
Under Event Selection enter:
a. Academic Institution
b. Administrative Function
c. Event ID (*Note — Ensure the Event ID matches the Item Code designated in the
Run Control ID)
Under Checklist Code, the desired Checklist Item Code and name will appear
Under Population Selection, select ‘PS Query’ from the dropdown menu
Use the look up tool next to Query Name to look up the correct query (*Note — The
last 3 characters in the query name should match the last 3 characters of the Checklist
Item Code)
Select Edit Prompts and enter the following information:
a. Check List Item (*Note Ensure the Checklist tem Code entered corresponds
with the Checklist Code used in the setup)
b. Institution and Aid Year then select OK
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‘ 3C Engine Parameters ‘ ‘ Manage Duplicate Assignment

FA Business Flow

Run Control ID

Process 3Cs

Population Selection
LI Irigger Table
[JMass Change

WA1T1_EY_FAI029

Report Manager Process Monitor

Process Joint Records

® No Joint Processing I
O Yes, all Joint IDs
O Yes, if match exists

Event Selection

Academic Institution | WA171

a | Spokane CC

Administrative Function [FINA Q|

Financial Aid

Event ID |FISESP028I

~ Communication Key

v Checklist Code

ESP029
~ Checklist Item

2025-2026 V1 Dependent Verif

100  ESP029

~ Comment Category

Population Selection

a ‘ 1-2025-2026 V1 Dep Verif

Selection Tool

Detail

Query Name

3C Engine Parameters | Manage Duplicate Assignment

Select the Manage Duplicate Assignment tab

X
Help
Query Prompts
“Aid Yr |po26 Q
SCC 2025-26 V1 Dependent Verif “Institution |WA171 Q |
Chidstltm [ESPO29 |
I OK ” Cancel ]
Nt
PS Query v| Edit Prompts
CTC_FA_SB_AD_ V1D Q ‘ Launch Query Manager Preview Selection Results
[ Add l l Update/Display

1. Under the Duplicate Checklist Check section Check the ‘Check Duplicate Checklist’

checkbox

2. Select ‘Match’ from the Variable Data dropdown menu
3. Select Save (Do NOT select the RUN button)
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| 3C Engine Parameters ‘ [ Manage Duplicate Assignment

Run Control ID \waA171 EY FAI029 Report Manager Process Monitor @

Duplicate Communication Check

FA Business Flow

Check Duplicate Communication Explain

Additional Conditions to Prevent Duplicate Communication

Variable Data ‘ "|

Explain
Communication Status ‘ V| Explain
Duplicate Checklist Check
Check Duplicate Checklist Explain
Additional Conditions to Prevent Duplicate Checklist
Variable Data I Match \" Explain
Checklist Status | “‘ Explain

3C Engine Parameters | Manage Duplicate Assignment

Repeat the steps for the list of desired checklist assignment values for the
institution - (See Aid Year Rollover Checklist Document that comes in the AYRO
Prep invite in or around October of each year)
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Navigation Description
People Tools > Process Scheduler > Schedule Run the Event Replay Schedule load job to set
JobSet Definitions the process recurrence.

1. Select Add a New Value
2. Create the Schedule Name - Please adhere to the SBCTC JobSet Naming Convention

E
Institution ven/Odd Description User
Year

171 EY FAProcess #

172 EY FAProcess #

220 EY FAProcess #
3. Enter Job Name - CTCFACKL
4. Select Add

Add a New Value Q Find an Existing Value

“Schedule Name |\WA171_EY_FAPROCESS_01

*Job Name |CTCFACKL Q.|

From the Schedule JobSet Definition tab

Enter the ‘Institution Specific Description’ into the Description field

Enter ‘Institution Specific Information’ into the Run Control ID field
Verify ‘Status’ field value = Inactive

Verify ‘Priority’ field vale = Medium

Verify Begin Date, Time and Time Zone reflects the current date and time

LA S o
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‘ Schedule JobSet Definition ‘ ‘ Schedule JobSet ltems ‘ ‘ Schedule JobSet Requests

Schedule Name WA171_EY_FAPROCESS 01 JobSet Report

Job Name CTCEACK]L Process Monitor Report Manager
Copy From Q ‘
Schedule Information
UseriD CTC_KFORSBERG
“Description | WA171_EY_FAPROCESS_01 | “Status \ Inactive v|
“Run Control ID |WA171_EY_FAPROGESS_01 | | Medium |
*Priority [ —————————
Time Information
*Begin Date |07/01/2025 ‘ “Time |5:00:00PM ‘ “Time Zone |PST Q
‘ Q ‘ [ Run Now

Recurrence Name

6. Verify Recurrence Name field is blank
7. Select ‘Primary Server’ for the Server Run option
8. Enter the same server name used in the earlier step into the Primary Server field
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9. Enter ‘UNIX’ for the Operating System?7

‘ Schedule JobSet Definition ‘ ‘ Schedule JobSet Items ‘ | Schedule JobSet Requests

Schedule Name WA171_EY _FAPROCESS 01 JobSet Report

Job Name CTCEACKIL Process Monitor Report Manager
Copy From Q ‘
Schedule Information
UserID CTC_KFORSBERG
“Description |WA171_EY_FAPROCESS_D1 \ “Status \ Inactive v\
“Run Control ID | WA171_EY_FAPROCESS_01 | | Medium |
*Priority ——————————
Time Information
*Begin Date |07/01/2025 []| “Time |5:00:00PM | *Time Zone |PST Q
Recurrence Name Q ‘ l Run Now l
Server Information
“Server Run Option | Any Server v
i PSUNX UNIX
Primary Server |—Q Operating System ‘7\4

() (e

Schedule JobSet Definition | Schedule JobSet ltems |  Schedule JobSet Requests
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Select the Schedule JobSet Items tab
Select on the Process list drop down Icon to the left of the page next to the Job Name link

The 3C Engine Rows will display

& 171 _EY_FAPROCESS 01
B CTCFACKL
@ 3CENGINE

The number of rows should be exactly the same number as the number of rows created in
earlier steps.

Enter Run Control ID value in each row (*Note — Each row should have a different Run Control

ID value)
‘ Schedule JobSet Definition ‘ Schedule JobSet Items ‘ Schedule JobSet Requests
Schedule Name WA171_EY_FAPROCESS 01 Job3et Report
Job Name CTCFACKL Process Monitor Report Manager
Copy From | Q |
Job Name  CTCFACKL PSJob

Left | [Right
Process List

B WMH—EY—FAPROCESS—O ‘ General Settings H Output Settings ‘ ‘ Server Settings Time Settings H Other Settings ‘ >

B CTCRACKL

Process Name Description Process Type Run Control ID
3CENGINE 3C ENGINE Application Engine |WA1 ?1_EY_FA_|(\
3CENGINE 3G ENGINE Application Engine | \
3CENGINE 3C ENGINE Application Engine | \
3CENGINE 3G ENGINE Application Engine | \
3CENGINE 3G ENGINE Application Engine | \
3CENGINE 3G ENGINE Application Engine | \
3CENGINE 3C ENGINE Application Engine | \
3CENGINE 3G ENGINE Application Engine | \
3CENGINE 3G ENGINE Application Engine | \

Select the Schedule JobSet Definition tab

Set the Status to Active if starting up in the JobSet. Check your college’s
assigned scheduled JobSet time and then define the recurrence.
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Select the Save button if not starting the JobSet now. The Run Now button
starts the JobSet process.

Note: If you select the Run Now button, no Process Instance Number will display
on the screen. DO NOT select Run Now again.

‘ Schedule JobSet Definition ‘ ‘ Schedule JobSet Items ‘ ‘ Schedule JobSet Requests ‘
Schedule Name WA171_EY_FAPROCESS_01 JobSet Report
Job Name CTCEACK] Process Monitor Report Manager
Copy From Q ‘

Schedule Information

UserlD GCTG_KFORSBERG
“Description |WA171_EY_FAPROCESS_01 | ~Status | Active v
Active

Completed k
Inactive

“*Run Control ID |WA1?1_EY_FAPROCESS_D1 |

*Priority

Time Information

“Begin Date |07/012025 [=]| “Time |5:00:00PM | “Time Zone |PST Q
Recurrence Name |M-F@01:00AM Q | l Run Now l
Server Information
*Server Run Option | Any Server v

Primary Server ‘PSUNX Q UNIX V|

Operating System |

l Add H Update/Display

Schedule JobSet Definition |  Schedule JobSet Items | Schedule JobSet Requests
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Verify JobSet Scheduling

FA Business Flow

Navigation

Description

People Tools > Process Scheduler > Process
Monitor

Process List page, where job status submitted
process requests are viewable

1. Locate the ISIR JobSet Process Name and then find the Process Name used in the
previous steps. For example, CTCFACKL was used as the Job Name in earlier steps.
2. You may select Refresh until the Run Status reads ‘Success’ and the Distribution Status

reads ‘Posted’

‘ s L H ServerList |

View Process Requests

]

Instance |

UseriD | al e | v [ test

Server ‘ “" Name ‘ Q ‘

Run stats | v Distribution Status |

~ Process List

1=

Select Instance Seq. Run Control ID Process Type

208462887 WA280_OY_FA_PROCESS_ PSJob

208213401 WA280_OY_FA_PROCESS PSJob

‘ Range

v‘ Save On Refresh

30‘ | Days v‘ I Refresh |

Report Manager

150076 v| > bl View All
Process Name User Run Date/Time Run Status g::"i :"tion Details  Actions
280ISIR 101055049  07/01/2025 4:00:00AM PDT Success Posted Details “vActions

280ISIR 101055049  06/30/2025 4:00:00AM PDT Success Posted Details vActions

By selecting the “Process Name” link the Process Detail page will open

Select the Job Instance links to view processing details

Process Monitor
208983008 WAZBU_CENSUS_ENRL_POP_UPDT_JH Application Engine SCC_POP_UPD
B | Process Name 280ISIR
208982279 WA280_CENSUS_UPDATE_JH PSJob CTCENSUP ] Main Job Instance 208213401
o Left | Rignt
208950839 WA280_OY_FA_PROCESS_JH PSJob 2801SIR i
B 208213401 - 280ISIR Success
208706500 WA280 OY_FA_PROCESS JH PSJob 280ISIR 208213402 - FA_INBOUND Success
1 B 208213403 - FAPSAROD Success
B 208213404 - PSQUERY Success
208516643 WA280_OY_PROCESS_ISIRS JH COBOL SQL FAPSARO0 B 208213405 - FAPINGLG Success
2 208213406 - SFA_ATB Success
208516605 WA280_OY_ISIR_LOAD_JH Application Engine FA_INBOUND 3 208213407 - SFA NSLDSUPD Success
L | 208213408 - CTCFACKL Success
208512909 WA280_LOAN_ORIG_OY_JH COBOL SaL FAPLBOG1 & 208213420 - BCENGINE Success
1 & 208213421 - 3CENGINE Success
B 208213422 - 3CENGINE S
208462887 WA280_OY_FA_PROCESS_JH PSJob 280ISIR @ B 0190 - CENGINE s
i i i i i i B 208213424 - 3CENGINE Success
1208213401 | {WA280_OY_FA_PROCESS_JH i PSJob {280ISIR i@ 2 208213425 - 3CENGINE Success
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Initial Request Notification

Navigation Description

Campus Community > 3C Engine > Run 3C Engine | Assigning Initial Request for FA Application

Materials Communications

This process is part of your nightly ISIR JobSet, but can be run ad hoc. If you are building this Run Control

ID to enter into a JobSet, you will define the parameters and select the Save button. If running ad hoc,

select the Run button.

3C Engine Parameters

1.

NS U AR WN

Enter New or use existing Run Control ID
Select Population Selection
Enter Academic Institution
Administrative Function = FINA
Function Event ID = Initial Financial Aid Request (Code varies between institutions)
Selection Tool = PS Query
Query Name = Use the lookup tool to choose CTC_FA_SB_SL_XX9
Select Edit Prompts — Enter the following:
a. Institution
b. Aid Year
c. Letter - Make sure the letter code matches the letter code in the Event ID
Optional — You may select Preview Selection Results to see to whom this
communication will be assigned
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‘ 3C Engine Parameters | ‘ Manage Duplicate Assignment

Run Control ID ywa171 EY ASSGN_INT _REQ COMM KF Report Manager Process Monitor

Process 3Cs Process Joint Records
I B Population Selection I @® No Joint Processing
[ Trigger Table

O Yes, all Joint IDs

OMass Change O Yes, if match exists

Event Selection

Academic Institution |WA171 Q | Spokane CC
Administrative Function |FINA Q

| Financial Aid
Event ID |FL89INITAL Q

Initial Financial Aid Request

Detail
~ Communication Key X
Help
FAINITAL Initial Financial Aid Request
Query Prompts
~ Checklist Code I
“Institution |WA171 Q|
"AidYr (206 Q|
~ Comment Category —
*Letter |L2g Q ‘
OK ” Cancel l
Population Selection
)
Edit Prompts
Selection Tool PS Query v|

Query Name |CTC_FA_SB_SL_XX9 Q ‘ Preview Selection Results

3C Engine Parameters | Manage Duplicate Assignment

v/ Select Manage Duplicate Assignment tab

10. Under Duplicate Communication Check use the dropdown menu next to ‘Variable
Data’ and choose Match

11. Select Run
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[ Manage Duplicate Assignment

[ 3G Engine Parameters

FA Business Flow

Run Control ID ywa171_EY_ASSGN_INT_REQ_COMM_KF

Duplicate Communication Check

Check Duplicate Communication | Explain

Additional Conditions to Prevent Duplicate Communication

Report Manager

Process Monitor

[~

Variable Data | Match

Communication Status |

Duplicate Checklist Check

Check Duplicate Checklist Explain

Additional Conditions to Prevent Duplicate Checklist

Variable Data |

Checklist Status |

V| Explain

v| Explain
"| Explain
v| Explain

3C Engine Parameters | Manage Duplicate Assignment

I Add H Update/Display

12. From the Process Scheduler Request page select the 3C Engine box and select OK

UserlD CTC_KFORSBERG

<

Server Name

Recurrence

<

Q

Time Zone

Process List

Select Process Name

Description

3C ENGINE 3CENGINE

Process Scheduler Request

Help

Run Control ID WA171_EY_ASSGN_INT_REQ_COMM_KF

Run Date [07/07/2025

Run Time |11 15:27AM | I Reset to Current Date/Time

Process Type ~Type -Format Distribution

Application Engine Web v| ‘ TXT A4 Distribution

13. Ensure Process Monitor reads Success and Posted
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Navigation

Description

Campus Community > Communications >
Communication Generation

Sending Initial Request Communications for FA
Application Materials to students

This process is part of your nightly ISIR JobSet, but can be run ad hoc. If you are building this Run Control

ID to enter into a JobSet, you will define the parameters and then select the Save button. If running ad

hoc, select the Run button.

Selection Parameters

BWNPE

Enter New or use existing Run Control ID

ID Selection = All Person IDs (Do not select All IDs, select ALL Person IDs).
Letter Code = Choose the letter code from the previous steps
Communication Method Usage — Method = E-Mail
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‘ Selection Parameters ‘ | Process Parameters | ‘ Email Parameters ‘ ‘ Checklist Parameters
Run Control ID WA171_EY_SEND_INT_REQ_COMM_KF Report Manager Process Monitor
ID Selection

| ID Selection | All Person IDs v

~ Letter Code Selection

“Letter Code |L89  Q ‘ Initial Financial Aid Request Administrative Function FINA  Financial Aid

Template Selection

Report Name CTCFA_SP_L89 Initial Financial Aid Request View Report Definition
Data Source ID  CTC_FA_DATASOURCE_FINA

Template List

3 o
Template ID Description Language Method Default Template
CTCFA_SP_L89 1 INITIALFAREQUEST_Email SCC English E-Mail
CTCFA _SP_L89 2 INITIALFAREQUEST_Printer SCC English Letter

> Enclosures Assigned (Softcopy)

No Matching Template Found Refresh Enclosure List
@® Use Default Template O Do Not Produce Communication
Communication Language Usage Communication Method Usage
® Specified @® Specified
O Preferred . English v O Preferred | Method | E-Mail v‘

Add Update/Display

Selection Parameters | Process Parameters | Email Parameters | Checklist Parameters

Process Parameters

Person Communication Usage Section:

. Address = FA Email and Postal Address
. Address Name = FA Student Name

. Salutation = FA Student Name

. Extra Name = FA Student Name

A W N =

Communication Date Range Selection

5. From Date — Select desired date
6. To Date — Select a future date

Output Settings
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7. Sort Option - All Alphabetically by ID Type

Selection Parameters | { Process P 'S

‘ Email P

5 H Checklist Parameters

FA Business Flow

Run Contrel ID

Usage Tables

Person Communication Usage

WA171_EY_SEND_INT_REQ_COMM_KF

Address | FAEmail and Postal Address v|
Address Name | FA Student Name v|
Salutation | FA Student Name v|
Extra Name | FA Student Name v|

[JUse Preferred Email Address

Joint Salutation Usage

Joint Name

Org Communication Usage

Org Recipient

Contact Name

Output Settings

Report Manager Process Monitor

Communication Processing Dates

Communication Date Range Selection

*From Date | 07/01/2025 [

*To Date | 070712030 [5]

Update Communication Generation Date With

O Communication Date
@® System Date
O User Supplied Date

Update Communication Completed Date With

O Communication Date
@® System Date
O User Supplied Date

| *Sort Option | All Alphabetically by ID Type
[J Online Preview

Send to Printer

Send to File
Create Envelopes

Create Labels

Missing Critical Data

8 Produce Communication

fy

=

Selection Parameters | Process Parameters

Email Parameters

Email Parameters

B Complete Communication

Checklist Parameters

1. From = Enter the desired email addressed used by the institution
2. Subject = Enter a subject line for the email communication

I Add II Update/Display
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3. Reply to = Enter the desired email addressed used by the institution
4. Sender = Enter the desired email addressed used by the institution

5. Bounce to = Enter the desired email addressed used by the institution
6. Select Run

Selection Parameters H Process Parameters H Email Parameters H Checklist Parameters

Run Control ID ywa171 EY SEND INT REQ COMM KF Report Manager Process Monitor Run

Email Parameters

| From || fscc@scc.spokane.edu |

*Required if communication method usage is specific email or preferred.

Subject | Action Required: Initial Financial Aid Request |

*Required if communication method usage is specific email or preferred

Reply to |fscc@scc.spokane.edu |

Sender |fscc@scc.spokane.edu |

Bounce to |fscc@scc.spokane.edu |

Importance Sensitivity
Olow ® normal
® normal O personal
O high O private

C company-confidential

Selection Parameters | Process Parameters Email Parameters Checklist Parameters

Choose SCC_COMMGEN from the Process Scheduler Request — Select OK
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Process Scheduler Request

UserlD CTC_KFORSBERG

Process Name

Server Name I vl
Recurrence | v|
Time Zone | Q
Process List
Select Description
SCC_COMMGEN

SCC_COMMGEN

FA Business Flow

Run Control ID WA171_EY_SEND_INT_REQ_COMM_KF

Run Date |07/07/2025 i) On the Process List

Rentime (1225060 | [ =eto| page, ensure that

Process Monitor reads
Success and Posted

Process Type ~Type -Format DISTTHUGT

Application Engine Web v| | TXT V‘ Distribution

Second Request Notifications

Assigning Second Request Communication - New Checklist Items

Navigation

Description

Campus Community > 3C Engine > Run 3C Engine | Assigning Second Request Communications

when new checklist has been assigned

This process is part of your nightly ISIR JobSet, but can be run ad hoc. If you are building this Run Control

ID to enter into a JobSet, you will define the parameters and then select the Save button. If running ad

hoc, select the Run button.

3C Engine Parameters

1. Enter New or use existing Run Control ID

®NUARWN

a. Institution
b. Aid Year

c. Initial Letter CD
d. Revised Letter CD

Select Population Selection
Enter Academic Institution
Administrative Function = FINA
Function Event ID = Updated Checklist-New To Do (Code varies between institutions)
Selection Tool = PS Query

Query Name = Use the lookup tool to choose CTC_FA_SB_RV_XX8_V2

Select Edit Prompts — Enter the following:

9. Select Preview Selection Results
10. Select Manage Duplicate Assignment tab
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‘ 3C Engine Parameters ‘ | Manage Duplicate Assignment
Run Control ID ywa171 EY ASSGN 2ND REQ COMM KF Report Manager Process Wonitor
Process 3Cs Process Joint Records
Population Selection @® No Joint Processing
LI Trigger Table O Yes, all Joint IDs

O Mass Change O Yes, if match exists

Event Selection

Academic Institution | WA171 Q ‘ spokane CC

Administrative Function | FINA Q‘
——— Financial Aid

Event ID | FLBSNEWREQ Q | Updated Checklist-New To Do Detail
~ Communication Key *
. Help
FANEWREQ Updated Checklist-New To Do
Query Prompts
~ Checklist Code
“Institution |wa171 Q|
"Aidvr 2006 Q|
~ Comment Category
“Initial Letter CD |189 Q |
Revised Letter CD |L88 Q. |
Population Selection
. OK Cancel
Edit Prompts ” l
Selection Tool PS Query v|
Query Name | CTC_FA_SB_RV_XX8 V2 Q | Launch Query Manager Pret SR +23

3C Engine Parameters | Manage Duplicate Assignment

Manage Duplicate Assignment
11. Select Manage Duplicate Assignment tab

12. Ensure the “Check Duplicate Communication” checkbox is Unchecked and the Variable
Data field is set to blank. This will allow the communication to be assigned each time
a new checklist item is added.

13. Select Run
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| 3C Engine Parameters ‘ [ Manage Duplicate Assignment

FA Business Flow

Run Control ID yya171_EY_ASSGN_?ND_REQ_COMM_KF Report Manager

Duplicate Communication Check

[ Check Duplicate Communication Explain

Additional Conditions to Prevent Duplicate Communication

Variable Data et
Communication Status ¥
Duplicate Checklist Check
Check Duplicate Checklist Explain

Additional Conditions to Prevent Duplicate Checklist

Variable Data ‘ hd |

Checklist Status ‘ v|

3C Engine Parameters | Manage Duplicate Assignment

Process Monitor

Explain

Explain

Explain

Explain

I Add H Update/Display
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Navigation Description

Campus Community > 3C Engine > Run 3C Engine | Assign Second Request Communication when

checklist items have remained in initiated status

This process is part of your nightly ISIR JobSet, but can be run ad hoc. If you are building this Run Control
ID to enter into a JobSet, you will select the Save button. If running ad hoc, select the Run button.

3C Engine Parameters

1.

NGO EWN

9.

Enter New or use existing Run Control ID
Select Population Selection
Enter Academic Institution
Administrative Function = FINA
Function Event ID = Updated Checklist-New To Do (Code varies between institutions)
Selection Tool = PS Query
Query Name = Use the lookup tool to choose CTC_FA_SB_RM_XX8_V2
Select Edit Prompts — Enter the following:
a. Institution
b. Aid Year
c. Initial Letter CD
d. Revised Letter CD
e. Num. of Days Prev Letter - (Colleges’ discretion)
Select Preview Selection Results

10. Select Manage Duplicate Assignment tab
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| 3C Engine Parameters | | Manage Duplicate Assignment

FA Business Flow

Run Control ID

WA171 EY ASSGN 2ND REQ RMDR KFE Report Manager Process Monitor

Process 3Cs

Population Selection

TTTrigger Table
[JMass Change

Process Joint Records

@® No Joint Processing
O Yes, all Joint IDs
O Yes, if match exists

Event Selection

Academic Institution | WA171 Q ‘ Spokane GG

Administrative Function |FINA Q
Financial Aid
EventID |FLBBNEWREQ Q ‘ Updated Checklist-New To Do Detail
~ Communication Key
FANEWREQ Updated Checklist-New To Do
~ Checklist Code
~ Comment Category
Population Selection
PS Query V‘ Edit Prompts

Selection Tool

Query Name | CTC_FA_SB_RM_XX8_V2 Q \

Launch Query Manager

3C Engine Parameters Manage Duplicate Assignment

Manage Duplicate Assignment
1. Select Manage Duplicate Assignment tab

X
Help
Query Prompts
“Institution |WA171 Q|
“aidYr (208 Q|
“Initial Letter CD ‘LBQ Q\
“Revised Letter CD [Las Q|
Num. of Days Prev Letter ‘ 30|

Preview Selection Results

[ Add H Update/Display

2. Ensure the “Check Duplicate Communication” is Unchecked and the Variable Data field
is set to blank. (If there is a possibility that the student may receive this

communication more than once)
3. Select Run
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| 3C Engine Parameters ‘ ‘ Manage Duplicate Assignment

Run Contrel ID \wa171 EY ASSGN 2ND REQ RMDR KF Report Manager Process Monitor

Duplicate Communication Check

[J Check Duplicate Communication Explain

Additional Conditions to Prevent Duplicate Communication

Variable Data ad Explain
Communication Status v Explain
Duplicate Checklist Check
Check Duplicate Checklist Explain
Additional Conditions to Prevent Duplicate Checklist
Variable Data ‘ "| Explain
Checklist Status ‘ "| Explain

3C Engine Parameters | Manage Duplicate Assignment

Use the steps from the “Sending Initial Request Communication” to use
Communication Generation for sending out the assighed Second Request

Notifications

Please Note — Ensure the selected letter codes for the Communication
Generation process reflect the ones assigned for Second Request Notifications
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FA Business Flow

Update FA Progress Units for ABE/AESL

This process is used to update FA Progress Units to zero on the student enrollment page. This
process is done for the term for ABE/AESL classes (indicated by CIP code starting with ‘32’).

Navigation

Description

Financial Aid > Financial Aid Term > Update
FA Progress Units

Updating FA Progress Units

This process is part of your nightly ISIR JobSet, but can be run ad hoc. If you are building this Run Control
ID to enter into a JobSet, you will define the parameters and then select the Save button. If running ad

hoc, select the Run button.

Enter New or Existing Run Control ID

From the Update FA Progress Units page enter the following information:

e Selection Tool: PS Query
Query Name: CTC_FA_ZEROFAUNITS
e Enter Edit Prompts
o Institution

o Term —This Edit Prompt value will need to be updated at the start of each term

e Select Preview Selection Results to ensure students are being selected.

FA Progress Units = 0.00

e Select the RUN button (If adding to a jobset, choose Save.)

Run Control ID WA171_EY_PROG_UNITS_REM_ABE_KF Report Manager

Population Selection

Process Monitor

Selection Tool] PS Query v| I Edit Prompts I

Query Name|CTC_FA_ZEROFAUNITS Q.

Parameters

FA Progress Units 0.00

[5] save

Launch Query Manager Preview Selection Results

Help

Query Prompts

*Institution) WATT1 |3

From the Process Scheduler Request page select OK
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Process Scheduler Request

UserD CTC_KFORSBERG

FA Business Flow

Run Control ID WA171_EY_PROG_UMNITS_REM_ABE_KF

Server Name | v Run Date | 07/07/2025 [0
Recurrence | v| Run Time | 2:50:09FM Reset to Current Date/Time
Time Zone Q,
Process List
Select Description Process Name Process Type *Type *Format Distribution

SFA_FAUNTUFD

Gancel

SFA_FAUNTUFD Application Engine | Web v||TXT w | Distribution

Ensure process runs to Success and Posted
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Update FA Progress Units for Enrollment Level Hold

The FA Progress Units/Enroliment Level Hold process helps to stop disbursements on partially
withdrawn students. It uses the Update FA Progress Units process to populate FA Progress
Units to zero on students’ enrollment page when they have withdrawn from a course. The FA
term is then updated which will alter the Calculated FA Load value to reflect the correct
enrollment load. The Enrollment Level Hold/Service Indicator Process is then run to compare
the value on the packaging variables page to the Calculated FA Load Value. The FLF service
indicator is then assigned to stop disbursements from occurring until aid is adjusted to reflect
load values and packaging variable status matches the Calculated FA Load.

Order of Operations:

1. FA Progress Units Update
Build FA Term (Calculated FA Load Value Updated)

3. Enrollment Level Hold/Service Indicator Process (run before disbursements see pg.
78)

|:'>
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This process is used to update FA Progress Units on the student enroliment page to zero. This
process is run for students who have dropped and have received a “W” grade for the term or

for students who receive a grade that indicates non completion of a course (i.e: F, 0.0, Z).

Navigation

Description

Financial Aid > Financial Aid Term > Update
FA Progress Units

Updating FA Progress Units

This process is part of your nightly ISIR JobSet, but can be run ad hoc. If you are building this Run Control
ID to enter into a JobSet, you will define the parameters and then select the Save button. If running ad

hoc, select the Run button.

Enter New or Existing Run Control ID

From the Update FA Progress Units page enter the following information:

Selection Tool: PS Query

Query Name: CTC_FA_REMOVE_PRGRSS_UNITS

Enter Edit Prompts
o Institution

o Term - This Edit Prompt field will need to be updated at the start of each term

e Select Preview Selection Results to ensure students are being selected.

FA Progress Units = 0.00

Select the RUN button (If adding to a jobset, choose Save.)

Run Control ID  WA171_EY_PROG_UNITS_REM_KF Report Manager  Process Monitor Run

Population Selection

Query Name|CTC_FA_REMOVE_PRGRSS_UNITS  |Q

Parameters

FA Progress Units 0.00

[5l save

Selection Tool|] PS Query v| Edit Prompts

Launch Query Mspager Preview Selection Results

Help

Query Prompts

*Institution] WA171 |Gy
*Ald Y| 2026 | Q
*Term| 2255 |G
Cancel

From the Process Scheduler Request page select OK
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Process Scheduler Request

UserID CTC_KFORSBERG Run Control ID WA171_EY_PROG_UNITS_REM_KF

Server Name | v| Run Date | 07/07/2025 ]
Recurrence | v| Run Time | 3:06:52PM Reset to Cumrent Date/Time
Time Zone Q,
Process List
Select Description Process Mame Process Type *Type *Format Distribution
SFA_FAUNTUFD SFA_FAUNTUFD Application Engine |Web v | | TXT | Distribution

Cancel

Ensure process runs to Success and Posted — Select the Actions Link and select Message Log

Process List | Server List ‘

View Process Requests

30| [Days ] [ Refresh I

g ‘

UserID [CTC KFORSBI Q| Type | v [Last

Y S ——
Run Status | | Distribution Statws | | Save On Refresh Report Manager

v Process List
E?E| Q‘ 110f1 v | View Al
Distribution " -
Select Instance Seq. Run Control ID Process Type Process Name User Run Date/Time Run Status Status Details  Actions
209414148 WA171_EY_PROG_UNITS_REM_KF Application Engine SFA_FAUNTUPD CTC_KFORSBERG  07/07/2025 3:06:52PM PDT  Success Posted Details

Update Process >
Details

Go back to Update FA Progress Units
Parameters

Process List | Server List Batch Timings

View Log/Trace

Review the Message Log to identify any records that could not be updated.
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Message Log
Process
Instance: 209414148 Type: Application Engine
Mame: SFA FAUNTUFPD Description:
®m|Ql 1-80f8 v | ViewAl
Severity Log Time Message Text Explain
10 3-10-17PM Total number of records read: 2 l Explain l
10 3-10-17PM Total number of records updated: 2 l Explain l
10 3-10-17PM Total number of records skipped due to duplicate data: 0 l Explain l
Total number of records not processed due to invalid Explai
10 3:10:17PM data: 0 | xplain |
10 23 10:17PM Program SFA_FAUNTUPD Completed l Explain l
Published message with |1D 2cf5b02e-5b7-11f0-becd- Exolai
3:10:22PM db8002086f71 to create entry in folder GENERAL. | xpiain |
Successfully posted generated files to the report Exolai
3:10:22PM repgsi[ory Xplain
Building FA Terms in Batch
Navigation Description
Financial Aid > Financial Aid Term > Create FA Create FA Term driver records for the batch
Term Driver Records Financial Aid Term build process
Part 1

Create FA Term Driver Records

This process is part of your nightly ISIR JobSet, but can be run ad hoc along with Batch FA Term. If you
are building this Run Control ID to enter into a JobSet, you will define the parameters and then select the
Save button. If running ad hoc, select the Run button.

1. Enter New or use existing Run Control ID
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2. Populate the Academic Institution and Aid Year fields

3. Under the Driver Creation Option: select ‘Both Updates and Projections’ and select
‘Run’

FA Business Flow

4. Verify that the Select Career and Rebuild Projections check boxes are selected for the

‘UGRD’ career

Run Control ID  WA171_EY_FA_TERM_DRVR_RECS_KF Report Manager  Process Monitor

Process Name FAPTRMUA

*Academic Institution] Spokane CC v|
*Aid Year|2026  |Q  2p25.2026
*Driver Creation Option] Both Updates and Projections v|
Select Careers to Process Personalize | View All | (2 | & First (4) 1o0f1 (¢ Last
Select Career Academic Career Rebuild Projections
UGRD Undergraduate
[5] save ||[ch Returnto Search ||[=] Motify E Add Update/Displa

*Please Note — When running the process please choose “Create Drivers Recs
For FA Trm” at the Process Scheduler Request page

Process Scheduler Request

User ID CTC_KFORSBERG Run Control ID WA171_EY_FA_TERM_DRVR_RECS_KF
Server Name | v| Run Date |07/07/2025 5
Recurrence | v| Run Time |3:21:28PM Reset to Current Date/Time
Time Zone QL

Process List

Select Description Process Mame Process Type *Type * Format Diztribution
| Create Drivers Recs For FA Trm | FAPTRMU1 SOR Report [Web  ~|[PDF | Distribution

[J  FATERM FATERM PSJob | [{None)  ~| Distribution
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Part 2

Build FA Term in Batch
Navigation Description
Financial Aid > Financial Aid Term > Build FA Create Financial Aid Terms in batch.
Term in Batch

This process is part of your nightly ISIR JobSet, but can be run ad hoc. If you are building this Run Control
ID to enter into a JobSet, you will define the parameters and then select the Save button. If running ad
hoc, select the Run button.

1. Enter New or use existing Run Control ID
Populate Academic Institution and Aid Year fields

3. Commit Level will be ‘500’ and Driver Creation option will be ‘Both Update and
Projections’

4. Leave Print Detailed Messages ‘unchecked’ and select Run or Select Save if adding the
process to a JobSet

Run Control ID  WA171_EY_FA_TERM_DRVR_RECS_KF Report Manager  Process Monitor Run

Process Name FAPTRMUM

User D CTC_KFORSEBERG

1
*Academic Institutionj Spokane CC v

*Aid Year] 2026 | Q. 5025-2026 Financial Aid Year

*Commit Level 500

Driver Creation Option§ Eoth Updates and Projections v

[ print Detailed Messages?

[§lSave ||[GF Returnto Search ||[=] Notify =+ Add
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Weeks of Instruction Update

Population Selection Update - Run Control Set Up

FA Business Flow

Navigation

Description

Set up SACR > System Administration > Utilities >
Population Update > Population Update Process

Updating the Weeks of Instruction on FA Term

This process is part of your nightly ISIR JobSet, but can be run ad hoc. Other FA Term processes will have

to have been built for the most updated results when running ad hoc. If you are building this Run

Control ID to enter into a JobSet, you will define the parameters and then select the Save button. If

running ad hoc, select the Run button.

1. Enter New or use existing Run Control ID
Choose STDNT_FA_TERM - Student FA Term from the Record (Table) Name from the
dropdown menu

3. Select the Report Error Messages radio button

Choose PS Query from the Selection Tool dropdown menu
Use the lookup tool next to the Query Name field to choose

b

CTC_FA_SB_FIX_TERM_WEEKS_INSTR

e N

Select Edit Prompts and enter Institution and Aid Year

For Field Name select Weeks of Instruction from the dropdown menu
For Field Value enter 12
Select Run (Select Save if adding to a JobSet)

10. Ensure process runs to “Success” and “Posted”

Run Control ID

WA171_EY_FA_TERM_UPD_WKS_KF

Select Record fields for update

Report Manager Process Monitor Run

v

| *Record (Table) NamelSTDVT_FA_TERN - Student FA Term

Error Reporting Selection

Report Error Messages ®

Population Selection

Selection Tool
Query Name|

PS Query ]

Select Fields to Update

Field Name

Weeks of Instruction

Select Attributes t

[5]5ave ||[=] Notify

o Update

CTC_FA_SB_FIX_TERM_WEEKS_INSTF @

Do Not Report Messages ('

Help
Edit Prompts
Query Prompts
Launch Query Manager Preview Selection Results

Field Value
12

Report All Messages ()

Personalize | Find | View All | &2 | [ First (4) 1of1 (&) Last “Rid Y] 2026 | @
_ox [ cance
[+ =

Find | View All First (4) 10f1 (k) Last

==

*Institution] WATT1 |Q

[k Add_|[F] Update/Display
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Adding Housing into Budgets

Security Prerequisites

Staff that wish to utilize the population update below will require Population Update Security for the
STDNT_AID_ATRBT Record.

FA Business Flow

Global Default Value
The global default value for the Projected Housing Type is set to Off Campus. When the nightly ISIR
Jobset runs, CTCFABUD will build all students with a Housing Type of Off Campus.

Note: The global default value of Off Campus will not automatically populate the Housing Type field on
the View Packaging Status Summary page. The field will appear blank. The Housing Type field on View
Packaging Status Summary page is only populated through the Housing Type population update process
below or through manual intervention.

Housing Type w

Housing Type field & Budget Formulas

Beginning with aid year 2025, the U.S. Department of Education removed the field for students to
indicate their housing plan for each school that will receive their FAFSA. This change has also been
implemented on the WASFA. Oracle updated budget processing to consider the selected Housing Type of
the student. Budget formulas will read the selected Housing Type from the View Packaging Status
Summary page or the global default to calculate the appropriate amount for the housing category on the
Maintain Student Budget page.

@ *
(1]
|
Ald Year 2026 2025-2026 Financial A Year Institution  WaA1T1
SAl Status Oficial TERM 4 t mary
Budget Formedla | Budgel Formula Groups
Instityton WATT1  Spokans CC Aid Year 2025
Category HSNG Housing and Feod T T
Formula Definition Find  Fest o defd o Lasi
" ASE0TE | . A +i=
Effective Date 05152019 | ‘Status| Actren - AoaSenis Prograss
Formula Decail Find | View Al First 4 Tolti » Last
WA [+l = Disbursement Hold -
Formula Mumber “Processing Order| 70 el e = =
‘Budget Itam Coge HSNGOZ  Q Buaget Mul Hulp
Fiahd s
“Diescription I Mo Heusing Dég wiFarn : x
Fommuls Definition Lok Lip Cioar Cancel | Basic Locag: 13
*Fiaid Mama Cpantan “Faid vaf - Housing Type | On Campus Housing
STRM a a 2255 e
La
a G 3
DEFNDNCY_STAT a a (1] =r 3]
W Save |G Retuin 85 Search | |50 Previous i Lt G0 Masdin List .NM!‘S" P Goimact Histery
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Student Budget Summary ‘ Q | ! ‘ 10of4 VH > H i |
“Career | UGRD Undergraduate Need Summary | * ‘
“Term 2263 SPRING 2026
FA Term
Award Period ‘ Academic v
Weeks of Instruction ‘ 12 O‘ Student Deal
Budget Group | Q ‘ | 10f1 v
_ SHERCEENEY
Effective Date |07/07:2025 | Institutional Term COA 9.739.00 —
Effective Sequence ‘71‘ Federal Term COA 9,739.00
UserID  FAPBUDMV Pell Term COA 7,311.00
Budget Group ‘SYSTEM Q ‘ System Mass Budget Less than Half Time Pell COA 6,819.00
Budget Item
EIEY
Pell Less Half
~Category “Item Code Description Equation User ID Amount Item Class Pell Amt Annual
Amount
[Book Q| BOOKOt Q|  FullTime FAPBUDMY | o700 Federal | ems00] | 28500 ‘ + ‘ ‘ - |
| [HSNG Q|  HSNGO1 Q| Hsng3MoON | FAPBUDMY | 5o0100  Federal [ 4emoo] [ amsoo] 4| ||

The population update process below can be used to batch update students to a Housing Type of With
Parent or On Campus.

Housing Type Pop Update

Creating csv file for External File

Navigation Description
Reporting Tools > Query > Schedule Queries | File Review Query

Based on the results from the query below, staff can identify a population of students to create a csv file
to pop update the Housing Type field on the View Packaging Status Summary page. The only required
field for this process is EMPLID.

IMPORTANT: The projected housing type displayed on the query results pulls from the Maintain Student
Budget page, not the value on the View Packaging Status Summary page.

TROUBLESHOOTING TIP: If the QCS_FA_FILE_REVIEW_DATA query process goes to No Success, run
QCS_FA_MISSING_NSLDS_LOAN_YEAR query as you may have some students missing values in FA
Term that need cleaning up. Leaving the NSLDS Loan Year field blank will cause the global file review
query QCS_FA_FILE_REVIEW_DATA to go to No Success causing the housing pop-update process to also
go to No Success. Please make sure to select all required fields in FA Term as mentioned in the QRG (
9.2 Manually Awarding Aid for a Student without a FAFSA | 9.2 FA - Packaging and Awards | ctcLink
Reference Center) for students that appear in the QCS_FA_MISSING_NSLDS_LOAN_YEAR query results.
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Note: If a list of students already exists, for example, the Housing Department provides a list of students

living in the Dorm, skip to Step 11 to create the .csv file

1. Enter New or use existing Run Control ID
2. Enter the following query name and select Search: QCS_FA_FILE_REVIEW_DATA

3. From the Scheduled Query Search page, select the query name

Scheduled Query Search Page

*Query Type: ‘ Queries v‘
Query: |QCS_FA_FILE_REVIEW_DATA |
Query
=/[a] of 1 v

QCS_FA FILE_REVIEW_DATA File review data -Schdl Qry-

4. When the Edit Prompts open, enter the following:
e |[nstitution
e Aid Year

5. Ensure the parameters are correct and select Run

Run Control ID WA171_FILE_REVIEW_QRY_KF Report Manager Process Monitor

Query Name | QCS_FA_FILE_REVIEW_DATA | Search

*Description |F|Ie review data -Schdl Qry- |

Update Parameters

Prompt Name Value

INSTITUTION |WA171 y

AID_YEAR 12026 y

EMPLID | °

4 b

(=

I l Update/Display

6. Select OK from the Process Scheduler Request page
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Process Scheduler Request

UserD CTC_KFORSBERG

Server Name ‘ v|
Recurrence ‘ v|
Time Zone ‘ Q

Process List

Select Description

PSQUERY

Process Name

PSQUERY

FA Business Flow

Run Control ID WA171_FILE_REVIEW_QRY_KF

Run Date |07/152025

|

Run Time ‘2201 18PM Reset to Current Date/Time

Process Type =Type <Format Distribution

Application Engine Web V| ‘ TXT ~ Distribution

7. Select Process Monitor from the Schedule Queries page

Run Control ID WA171 FILE REVIEW QRY KF Report Manager Process Monitor | I Run
Process Instance:210058789
Query Name ‘QGS_FA_FILE_REVIEW_DATA | Search
“Description  File review data -Schdl Qry- |
Update Parameters
Prompt Name Value
INSTITUTION | WA1T /
AID_YEAR 2026 2
EMPLID | 8
p
[ »
[ Add l [ Update/Display
8. Ensure the process runs to Success and Posted
9. Select the Actions link and then the View Log/Trace Option to download the query results
Process List Server List
View Process Requests
UserID |CTC_KFORSBI Q| Type | V| [Last o | [pays | [ Rees |
Server ‘ "‘ Name ‘ Ql Instance ‘ ‘ Range
Run Status. ‘ v‘ Distribution Status ‘ v‘ Save On Refresh Report Manager
~ Process List
(m][q] 11450 15 | ViewAl
Select Instance  Seq. Run Ceontrol ID Process Type Process Name User Run Date/Time Run Status git:m:utinn Details  Actions

{210058789 |

{WA1T1_FILE_REVIEW_QRY_KF | Application Engine | PSQUERY | CTG_KFORSBERG |07/15/2025 2.01-18PM P {Posted { Details
i T T T i I i Update Process >
210088771 WA171_EY_DISB_BATCH_KF cOoBOL QL FAPDISBS CTC_KFORSBERG 07/14/2025 425:48PM PDT  Success  Posted Details Petai
210088770 WA171_EY_DISB_AUTH_FAIL_RPT_KF Bl Publisher FAG13 CTC_KFORSBERG 07/14/2025 4:03-14PM PDT  Success  Posted Details Parameters
Message Log
210068769 WA171_EY_DISB_AUTH KF coBoL saL FAPAUTHS CTC_KFORSBERG 07/14/2025 3.57-15PM PDT Success  Posted Details Batch Timings
210088768 WAIT1_FLF_EI_SI_LST_QRY_KF Application Engine ~ PSQUERY CTC_KFORSBERG 07/14/2025 309-11PMPDT  Success  Posted Details Eplagiess |

Updated 07/22/2025Page 74



@ CtC Li n k FA Business Flow

View Log/Trace

Report
ReportID 19222427 Process Instance 210058789 Message Log
Name PSQUERY Process Type Application Engine

Run Status Success
File review data -Schdl Qry-

Distribution Details

_— 114/
Distribution Node Iocal Expiration Date |08/14/2025

File List

Name File Size (bytes) Datetime Created
AE_PSQUERY_210058789.log 166 07/15/2025 2:22:23.854169PM PDT
QCS_FA_FILE_REVIEW_DATA-210058789.csv| 3 599 692 07/15/2025 2:22:23 854169PM PDT

Distribute To
Distribution ID Type =Distribution ID

User CTC_KFORSBERG

10. Filter query to identify the desired student population
11. Copy and paste the list of EMPLIDs into column 1 of a new .csv file. A header is required. This
header name can be either of the following: ID or Empl ID.

12. When you are ready to save your file, select File then Save As. The file must be saved as CSV
(comma delimited) (*csv)

ON_CAMPUS_HOUSING

C5V (Comma delimited) (*.csv)
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Note: Do not open the csv file once it has been saved to your desktop. Opening the csv may cause the

file to error during processing.

Navigation Description

Set up SACR > System Administration > This process batch updates the Housing Type field on
Utilities > Population Update > Population the View Packaging Status Summary page for the
Update Process selected student population

This process should be run on demand before the nightly ISIR Jobset is scheduled to run, so that
CTCFABUD can pick up any changes to students’ Housing budget. When this pop update runs, it will
automatically flip the Budget Required field in FA Term to Yes for the terms in the 2025 aid year. (This
will occur on an existing row, it will not insert a new effective dated row in FA Term. However,
maintain student budgets will have a new effective dated row)

1.
2.

U

%

Enter New or use existing Run Control ID
Choose STDNT_AID_ATRBT — Packaging Status Summary from the Record (Table) Name from the
dropdown menu
Enter the following:
® |nstitution
e Aid Year
Select the Report Error Messages radio button
Choose External File from the Selection Tool dropdown menu
Select Upload File
e This will load the list of EMPLIDs from the “Creating Csv File for External File” step
above
e Students can be verified in Preview Selection Results
Use the lookup tool next to File Mapping to choose PACK STAT SUMM
For Field Name select Projected Housing Type from the dropdown menu
For Field Value select the appropriate housing type for the population of students in your file
(On Campus or With Parent)

10. Select Run
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Run Control ID  WA171_HSNG_TYPE_UPD_KF Report Manager  Process Monitor

Select Record fields for update Find | View All First (4) 10f1 (b Last

I *Record (Table) Namel STDNT_AID_ATRBT - Packaging Siatus Summary v |ﬂ d
WAITT |Q g
pokane CC N
2026 |G 20252026 Financial Aid Year

Error Reporting Selection

Report Error Messages @® Do Not Report Messages O Report All Messages O

Population Selection

| selection Tool| External File ~]
Attached File ON_CAMPUS_HOUSING csv Dninarliaie LEEE AL View File
File Mapping| PACK STAT SUMM a Edit File Mapping Preview Selection Resulis
Select Fields to Update Personalize | Find | View All | (2| 53 First (4 10f1 (k) Last
Field Name Field Value
|| Projected Housing Type v || | ©n Campus Housing v \I [#] =

Select Attributes to Update

[5] Save ||[=] Motify =% Add || 7| Update/Display

11. From the Process Scheduler Request page ensure SCC_POP_UPD is selected. Then Select OK.

Process Scheduler Request

UserID CTC_KFORSBERG Run Control ID WA171_HSNG_TYPE_UPD_KF
Server Name | v| Run Date |07/15/2025 B
Recurrence | v| Run Time |5:16:19PM Reset to Current Date/Time
Time Zone G,
Process List
Select Description Process Name Process Type *Type *Format Distribution
O Publish Fop Update EIFFOPUP PSJob |[N0ne) v | | (Mone) v| Distribution
| SCC_F'OP_UF'DI SCC_POP_UPD  Application Engine  [Web  +|[TXT ~ | Distribution

Cancel

12. Ensure process runs to “Success” and “Posted”
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Manually Updating Housing Type Field

Navigation Description
Financial Aid > View Packaging Status Update the Housing Type field on the View Packaging
Summary Status Summary page for an individual student

From the View Packaging Status Summary page enter the following criteria and select Search:

e EmplID
® Institution
e Aid Year

Find an Existing Value

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

i7) Recent Searches | Choose from recent searches v‘ V4 |l Saved Searches | Choose from saved searches V| Ve
Empl ID | begins with v 10100 Q|
“Academic Institution | = v| ‘WA1T1 Q ‘
"Aid Year | = | 202 a

National ID | begins with +| | |

Campus ID ‘ begins with V‘ ‘ ‘

Last Name ‘ begins with v‘ ‘ ‘

First Name ‘ begins with V‘ ‘ ‘

- Show fewer options

[ Case Sensitive

Update the Housing Type field to the desired value. Select Save when complete

*
ID
. ) : I ME @
Aid Year 2026 2025-2026 Financial Aid Year Institution  WA171
SAl Status Official TERM ISIR Information Database Matches Need Summary PELL GCi
Counselor | Q ‘
Academic Career |UGRD Q ‘
- Undergraduate
Aid Processing Status | Packaging Completed V‘
Aid Application Status | Application Active for All Aid v\ *Satisfactory Academic Progress = SAP Undeterminec s
Review Status | Incomplete V‘ Disbursement Hold v
INST Verification Status | Non Select v|
Verification Flag | Not Required "‘
Verification Status | Not Selected v‘ Housing Typel l ~
Scholarship Status | Not Evaluated v| “Aid Packaging Method || Off Campus
———————— On Campus Housing
Packaging Plan ID |FA-W\-SP Q Repackaging Plan ID
F pring

Aggregate Source | FA Installation Default v‘ Aggregate Source Used

OLimited Pell Grant Indicator
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Staff can navigate to Create Student Budget to manually rebuild the students budget to reflect
the updated Housing Type. Alternatively, the CTCFABUD job in the nightly ISIR jobset will pick up
any changes to the students’ housing budget.

Assigning Student Budgets

Setting Budget Flag Update Process

Set Budget Required Flag to “N” = “No Budget Assign”
(Do Not Use with Enroliment Based Budgeting)
Navigation Description
Set up SACR > System Administration > Utilities > | Updating the budget flag that keeps a student’s
Population Update > Population Update Process | budget from rebuilding

1. Enter New or use existing Run Control ID

Choose STDNT_FA_TERM - Student FA Term from the Record (Table) Name from the
dropdown menu

Select the Report Error Messages radio button

Choose PS Query from the Selection Tool dropdown menu

Use the lookup tool next to the Query Name field to choose CTC_FA_SETBUDFLAG_N
Select Edit Prompts and enter Institution and Aid Year

For Field Name select Budget Required from the dropdown menu

For Field Value select No-Budget Assign Require from the dropdown menu

Select Save - DO NOT SELECT RUN

© 0NV AW

Run Control ID  WA171_EY_SET_BUD_FLAG_MN_KF Report Manager  Process Monitor @

Select Record fields for update Find | View All First (4) 10f1 (») Last

| *Record (Table) Namel STDNT_FA_TERM - Student FA Term hd [#][=]

Error Reporting Selection

Report Error Messages @ Do Not Report Messages () Report All Messages ()

Help
Population Selection Query Prompts

Selection Tool| PS Query v Edit Prompts
A AG *Institution fWA1T1
Query Name|CTC_FA_SETBUDFLAG_N @ Launch Query Manager Preview Selection Resu > <

*Aid Year 2026 | Q

I QK I Cancel

Select Fields to Update Personalize | Find | View All | (21| [ First
Field Name Field Value
I‘ Budget Required v| I I| No - Budget Assign Required v\ I

Select Attributes to Update 4

] Natify 5 Add ||z Update/Display
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Set Budget Required Flag to “Y” = “Assign Budget”

Navigation Description

Set up SACR > System Administration > Utilities > | Updating the budget flag that allows a student’s
Population Update > Population Update Process | budget to be built

This process is part of your nightly CTCFABUDYEAR nested JobSet within your ISIR JobSet. When building
this Run Control ID to enter into a JobSet, you will define the parameters and then select the Save
button.

1. Enter New or use existing Run Control ID

Choose STDNT_FA_TERM - Student FA Term from the Record (Table) Name from the
dropdown menu

Select the Report Error Messages radio button

Choose PS Query from the Selection Tool dropdown menu

Use the lookup tool next to the Query Name field to choose CTC_FA_SETBUDFLAG_Y
Select Edit Prompts and enter Institution and Aid Year

For Field Name select Budget Required from the dropdown menu

For Field Value select Yes-Budget Assign Require from the dropdown menu

Select Save — DO NOT SELECT RUN

RO NOU AW

Run Control ID  WA171_SET_BUD_FLAG_Y_KF Report Manager Process Monitor @

Select Record fields for update Find | View All First (40 10f1 (¥ Last

“Record (Table) Name' STDNT_FA_TERM - Student FA Term - [#][=]

Error Reporting Selection

Report Error Messages @ Do Not Report Messages O Report All Messages O
Help
Population Selection
Query Prompts
selection Tool | PS Query v| Edit Prompts y P
A AG Y o Wit
Query Name |CTC_FA_SETBUDFLAG_ Q. Launch Query Manager Freview Selection Results “Institution WATTY | Q
“Aid Year J2026 | Q)
Select Fields to Update Personalize | Find | View Al | (21| [E3 First (4) 1of ILI Cancel
Field Name Field Value
|‘ Budget Required v\ I I Yes - Budget Assign Requirei v I ﬂ
L
Select Attributes to Update -
[=] Notify =¥ Add || # Update/Display
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Set Budget Required Flag to “Y” = “Assign Budget” for ALL Terms
(Use with Enrollment Based Budgeting Only)
Navigation Description
Set up SACR > System Administration > Utilities > | Updating the budget flag that allows a student’s
Population Update > Population Update Process | budget to build for ALL terms

This process is part of your nightly CTCFABUDYEAR nested JobSet within your ISIR JobSet. When building
this Run Control ID to enter into a JobSet, you will select the Save button.

1. Enter New or use existing Run Control ID
Choose STDNT_FA_TERM - Student FA Term from the Record (Table) Name from the
dropdown menu

3. Select the Report Error Messages radio button
Choose PS Query from the Selection Tool dropdown menu

b

Use the lookup tool next to the Query Name field to choose
CTC_FA_BUDFLAG_Y_ALLTERMS

Select Edit Prompts and enter Institution and Aid Year

For Field Name select Budget Required from the dropdown menu

For Field Value select Yes-Budget Assign Require from the dropdown menu
Select Save — DO NOT SELECT RUN

© 2 N

Run Control ID  WA171_EY_SET_BUD_FLAG_ALL KF Report Manager  Process Monitor @

Select Record fields for update Find | View All First (4' 10f1 (» Last

I *Record (Table) Namel STDNT_FA_TERM - Student FA Term hd ﬂ j

Error Reporting Selection

Report Error Messages @ Do Not Report Messages () Report All Messages ()

Help

Population Selection
Query Prompts

Selection Tool| P'S Query ] Edit Prompts |
: : . v prrr— e
Query Name|CTC_FA_BUDFLAG_Y_ALLTERMS Q Launch Query Manager Preview Selection Results — Institution) WA1T1 | Cy
Aid Yr] 2026
Select Fields to Update Personalize | Find | View All | (21| [E First (4) 1 S
Field Name Field Value
|| Budget Required v || | Yes - Budget Assign Require v | I +
Select Attributes to Update
(=1 Natify EL Add_| [ ] Update/Display
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Navigation Description
Set up SACR > Common Definitions > Equation Processing the rules and equations built to
Engine > Run Equation construct student budgets.

This process is the step to build the CTCFABUDYEAR equation to be built in the nested CTCFABUD JobSet
to be run within your ISIR JobSet. When building this Run Control ID, you will select the Save button.

1. Enter New or use existing Run Control ID

2. From the Run An Equation page use the lookup tool to locate the budget equation
CTCFABUDYEAR (Assign Budget Process Aid Year)

Run Control ID  WA171_EY_BUDG_EQTN_KF Report Manager  Process Monitor Run
Look Up Equation
*Equation E\\\_ Help
Input Parameters m CTCFABUDYEAR
Global Type Operand Cancel | Advanced Lookup
[ ]

Search Results
View 100 First (4 1of1 (k) Last

Equation Name Description

CTCFABUDYEARWAssign Budget Process Aid Year

[5] save ||[=] Motify

3. Under Input Parameters populate fields with the following information:
a. Populate the Global field with AID_YEAR

b. Populate the Type field with String (*Note — The Operand field will not appear
until the Type field is populated)

c. Populate the Operand field with the current aid year (example 2018)
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Run Control ID  WA171_EY_BUDG_EQTN_KF Report Manager  Process Monitor Run

CTCFABUDYEAR Q pgg gn Budget Process Aid Year

Input Parameters Find | View All First (4) 10f1 (» Last
Global
Tupe Operand j
AID_YEAR String w 2026
_EJJ Save || [=] Motify =4 Add 47 Update/Display

4. Insert a new row by selecting (+)

5. Enter the following data:
a. Populate the Global field with INSTITUTION
b. Populate the Type field with String (*Note — The Operand field will not appear
until the Type field is populated)
c. Populate the Operand field with the Institution ID
6. Select Save — DO NOT SELECT RUN
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Run Control ID WA171_EY_BUDG_EQTN_KF Report Manager  Process Monitor @

*Equation | CTCFABUDYEAF|Q psqign Budget Process Aid Year

Input Parameters Find | View All First (4 1-20f2 (} Last
Global Type Operand #[=
AID_YEAR String v 2026
(#[=]
INSTITUTION WA1T1
ISal.re I [=] Motify Ek Add || 5 Update/Display
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Navigation Description
PeopleTools > Process Scheduler > Schedule Run the Event Replay Schedule load job to set
JobSet Definitions the process recurrence.

1. Create the Schedule Name
2. Enter the Job Name CTCFABUD
3. Select Add

Add a New Value Q,Find an Existing Value

*Schedule Name |WA171_EY_CTC_FA_BUDGETS_KF

*Job Name |CTCFABUD Q

Schedule JobSet Definition tab

1. From the Schedule JobSet Definition tab populate the following fields:

a. Enter the ‘Institution Specific Description’ into the Description field
Enter ‘Institution Specific Information’ into the Run Control ID field
Verify ‘Status’ field value = Inactive if running now, Active if scheduling
Verify ‘Priority’ field vale = Medium

P oo o

Define Begin Date, Time and Time Zone reflects the current date and time, if
running now.

Define Recurrence Name field if running in a JobSet

Select ‘Any Server’ for the Server Run option

> m

Primary Server = PSUNX

Enter ‘UNIX’ for the Operating System
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‘ Schedule JobSet Definition ‘ | Schedule JobSet Items ‘ ‘ Schedule JobSet Requests

Schedule Name WA171_EY_CTG_FA BUDGETS_KF JobSet Report
Job Name GCTCFABLID Process Monitor Report Manager
Copy From Q ‘

Schedule Information

UserID CTC_KFORSBERG

“Description |WA171_EY_CTC_FA BUDGETS_KF ‘ estatue | Active v‘
“Run Control ID |WA171_EY_CTC_FA_BUDGETS_KF ‘ Medium v‘
*Priority ——————
Time Information
“Begin Date |07/08/2025 [F]| “Time |5:00:00PM | “Time Zone |PST Q
Recurrence Name ‘ Q‘ [ Run Now l
Server Information
*Server Run Option | Any Server v
i PSUNX UNIX
Primary Server Q Operating System —v‘

Schedule JobSet Definition |  Schedule JobSet ltems | Schedule JobSet Requests

Schedule JobSet Items tab

1. From the Schedule JobSet Items tab select on the CTCFABUD hyperlink
2. When the Process List opens Populate the fields
a. SCC_POP_UPD = Run Controls for the Set Budget flag
b. FAPPREQRN - FAPBDGTD = Run Control for Equation Engine (see above)
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[ Schedule JobSet Definition

[ Schedule JobSet tems

’ Schedule JobSet Requests

FA Business Flow

Schedule Name

WA171_EY_CTC_FA_BUDGETS_KF

JobSet Report

Process Monitor

Job Name _CTCFABUD Report Manager
Copy From | Q ‘
Job Name CTCFABUD WA1T1_EY_CTC_FA_BUDGETS_KF
Let | Right .
Process List
E-:': T _FA_BUDG { General Settings [ Output Settings [ Server Settings Time Settings [ Other Settings [/>3
% CTCFABUD
Process Name Description Process Type Run Control ID
CTGFABUD Process FA Budgets in Batch PSJob | |
Schedule JobSet Definition { Schedule JobSet tems [ Schedule JobSet Requests
Schedule Name  WA171_EY_CTC_FA_BUDGETS_KF JobSet Report
Job Name CTCEABUD Process Monitor Report Manager
Copy From Q |
Job Name CTCFABUD PSJob
Leit | [Right
Process List
& V}WTLEY_C TC_FA_BUDG [ General Settings [ Cutput Settings ’ Server Settings [ Time Settings [ Cther Settings 113
& cTCcFABUD
Process Name Description Process Type Run Centrol ID
SCC_POP_UPD SCC_POP_UPD Application Engine |WA1T17EY7$ET7|
SCC_POP_UPD SCC_POP_UPD Application Engine | |
SCC_POP_UPD SCC_POP_UPD Application Engine |WA1T1_EY_SET_|
FAPREQRN Equation Processor Batch Run COBOL sQL |WA171_BUDG_E‘|
FAPBDGTS Stdnt Bdgt Assign - Select COBOL SQL |wa171_BUDG_E |
FAPREQRN Equation Processor Batch Run COBOL sQL |WA171_BUDG_E‘|
FAPBDGTF Stdnt Bdgt Assign - Formulas COBOL SQL |wa171_BUDG_E |
FAPREQRN Equation Processor Batch Run COBOL sQL |WA1T1_BUDG_E‘|
FAPBDGTM Stdnt Bdgt Assin - Move COBOL SQL |wa171_BUDG_E |
FAPREQRN Equation Processor Batch Run | COBOL SQL |wa171_BUDG_E|
FAPBDGTD Stdnt Bdgt Assign - Delete COBOL SQL |wa171_BUDG_E |

Schedule JobSet Requests tab
No Data Required
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| Schedule JobSet Definition ‘ | Schedule JobSet Items ‘ ‘ Schedule JobSet Requests

Schedule Name WA171_EY_CTC_FA_BUDGETS_KF JobSet Report
Job Name _CTCEFABUD Process Monitor Report Manager
Copy From | Q |

Next Start Datetime  (07/08/2025 1:47PM PST

Request List
E

‘ Q| 110f1 v | View Al

Instance Run Status Run Date/Time Request Date/Time Completed Date/Time

Schedule JobSet Definition | Schedule JobSet ltems Schedule JobSet Requests

Select the Schedule JobSet Definitions tab
If running ad hoc, select the Run Now button

NOTE: Selecting the Run Now button, no Process Monitor Instance Number will
be assigned. Do not press Run Now more than once!

If running in the ISIR JobSet, select the Save button.
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| Schedule JobSet Definition ‘ Schedule JobSet ltems | ‘ Schedule JobSet Requests

Schedule Name WA171_EY_CTC_FA BUDGETS KF JobSet Report
Job Name CTCEARUD Process Monitor Report Manager
Copy From Q |

Schedule Information

UserlD CTC_KFORSBERG

“Description |WA171_EY_CTC_FA BUDGETS_KF | “status | Active v]
*Run Control ID ‘WA1T1_EY_CTC_FA_BUDGETS_KF | Medium V‘
*Priority —————
Time Information
*Begin Date |07/08/2025 [] “Time [5:00:00PM | “Time Zone [PST a
Recurrence Name ‘ Q ‘ l Run Now l
Server Information
*Server Run Option ‘ Any Server v
i PSUNX UNIX
Primary Server ‘—Q Operating System ‘7\"

l Add H Update/Display

Schedule JobSet Definition | Schedule JobSet ltems | Schedule JobSet Requests
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BankMobile

Navigation Description
Campus Community > 3C Engine > Run 3C Engine | Running BankMobile Options for Student
Financials to process

This process is part of your nightly ISIR JobSet, but can be run ad hoc. If you are building this Run Control
ID to enter into a JobSet, you will define the parameters and then select the Save button. If running ad
hoc, select the Run button.

1. Enter New or use existing Run Control ID
2. Select the Population Selection check box
3. Under Event Selection populate the following fields:
a. Academic Institution
b. Administrative Function = GEN
c. Event ID (*Note: this is institution specific) — Always select the Event ID value
that ends with an “I” (Student Financials will be completing the checklist
during their process)
4. Under Population Selection choose PS Query from the dropdown menu
5. Choose one of the three Higher One query options for the Query Name field
a. CTC_FA_HIGHER_ONE_SELECT_1 (Selects students that have their Institutional
Review Status Completed) — If selected, run before Packaging
b. CTC_FA_HIGHER_ONE_SELECT_2 (Selects students that have a specific checklist
item marked completed. Example: Institutional Form) — If selected, run after
Budget Assignment
c. CTC_FA_HIGHER_ONE_SELECT_3 (Selects students that have at least one FA
Item Type in an offered or accepted status) — If selected, run after Awarding
6. Enter the Edit Prompts
a. Academic Institution
b. Aid Year
7. Select Run
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‘ 3C Engine Parameters ‘ | Manage Duplicate Assignment

FA Business Flow

- o - -

Run Control ID

Process 3Cs

Population Selection
O Trigger Table
OMass Change

Event Selection

Academic Institution |WA171

Administrative Function |GEN Q‘
——  General
Event ID |FSTESP042I Q‘

v Communication Key

v Checklist Code

ESP042 BankMobile Biographic Extract

Vv Checklist Item

100 ESP042 BankMobile Biographic Extract

v Comment Category

Population Selection

WA171_EY_ASGN_BNKMBL_CHKLST KF

Q ‘ Spokane CC

|-BankMobile BiographicExtract

Report Manager Process Monitor Run

Process Joint Records

@ No Joint Processing
O Yes, all Joint IDs
O Yes, if match exists

Detail

Search Results
View 100 1-30f3 v
Query Name Description
CTC_FA_HIGHER_ONE_SELECT_1 Rvw Status Cmplte no R2CP CEML
CTC_FA_HIGHER_ONE_SELECT 2 Chklist Cmpltd No R2CP CEMLI

CTC_FA_HIGHER_ONE_SELECT_3 Awrd in Offf Acpt N R2CP CEMLI

Selection Tool | PS Query

Query Name ‘

Launch Query Manager

-

3C Engine Parameters | Manage Duplicate Assignment

WA State Need Grant

‘ Add H Update/Display

This process is part of your nightly ISIR JobSet, but can be run ad hoc. If you are building this Run Control
ID to enter into a JobSet, you will define the parameters and then select the Save button. If running ad

hoc, select the Run button.

WCG Pop Update

Navigation

Description

Financial Aid > CTC Custom > CTC Interfaces
> Washington College Grant > WCG
Population/Update

Selects students who have a valid ISIR for the Aid Year,
active FA Term(s), and budgets assigned. The process
loads all applicable data into the SNG Eligibility Table
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Enter a New or Existing Run Control ID

Selection Tool = PS Query
Use look up tool to find the Query Name: CTC_FA_SNG_POPULATE
Select Edit Prompts and enter the following:

o Institution

o Aid Year
Under the Parameters section enter Institution and Aid Year
Select Preview Selection Results and review student list (OPTIONAL)
Select Run

FA Business Flow

*Disclaimer*
Students are
REQUIRED to have FA
Term and Budgets
built in order for
them to be picked up
in this process.

Run Control ID  WA171_EY_WCG_POP_UPD_KF Report Manager  Process Monitor Run
Population Selection
Population Selection Help
i PS Edit Prompts
Selection Tool| PS Query v] - p! Query Prompts
Query Name |CTC_FA_SNG_POPULATE = Launch Query Manager Previ ction Re:
*Institution [WA171 | Q
*Aid YT |2026  |QQ
Parameters | OK | e
*Academic Institution: WA1T71 @ spokane CC D Rrecalculate
*Aid Year: 2026 Q@ 2025-2026 Financial Aid Year
5] save L Add

The Recalculate checkbox allows colleges to run a batch recalculation for all students
whenever a change to the WCG setup is made.

For example, when WSAC updates WCG award amounts or the income cutoff on the MFI

chart, colleges that have already loaded ISIRs and run the WCG calculation processes for a
new aid year, the “Recalculate” checkbox will allow students that are already calculated to
have their eligibility recalculated.

The recalculation process would normally be run only once per year, if necessary.
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Navigation Description

Financial Aid > CTC Custom > CTC Interfaces > Calculates and populates eligibility fields for
Washington College Grant > Calculate WCG students who were loaded into the SNG table
Eligibility during the population/update process.

This process is part of your nightly ISIR JobSet, but can be run ad hoc. If you are building this Run Control
ID to enter into a JobSet, you will define the parameters and then select the Save button. If running ad
hoc, select the Run button.

Enter a New or Existing Run Control ID

Selection Tool = PS Query
Use look up to find the Query Name: CTC_FA_SNG_ELIGIBILITY
Select Edit Prompts and enter the following:
o Institution
o Aid Year
Under the Parameters section enter Institution and Aid Year
Select Preview Selection Results and review student list (OPTIONAL)

Select Run
Run Control ID  WA171_EY_WGCG_CALC_ELIG_KF Report Manager  Process Monitor Run
Population Selection
Population Selection Help
selection Tool] PS Query v] Edit Prompts Query Prompts
Query Name |CTC_FA_SNG_ELIGIBILITY Q " -
Launch Query Manager Preview “Institution |[WA171 |Q
*Aid Yr|2026 |\Q
Parameters | OK | Cancel
*Academic Institution: WA1T1 Q@ spokane cC
*Aid Year: 2026 Q' 20252026 Financial Aid Year
il Save & Add

It is the institution’s responsibility to check for eligibility prior to awarding and disbursing
WCG funds each term.

This process is NOT part of your nightly ISIR JobSet and needs to be run at least quarterly and always
before a disbursement run.

The WCG Archive is utilized to track:
— WACG history through the most current annual reconciliation
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— Eligibility information:
— Outstanding/defaulted WCG repayments

FA Business Flow

— Prior associate degrees within WCG program

— Maximum term usage with warnings

Navigation

Description

Financial Aid > CTC Custom > CTC Interfaces >
WA College Grant > WCG Archive Outbound

Process selects students who have a record on
the WCG Eligibility Data page and generates a
file which allows colleges to download then
upload to the WSAC Secure Portal

Enter a New or Existing Run Control ID

e Enter Institution and Aid Year
e Check/Uncheck the ‘Select Eligible Only’

box

o By checking the box the file will include only WCG eligible students. By

unchecking the box, both eligible
file.

o Select Run

and ineligible students will be included in the

Run Control ID WA171 EY WCG ARCH OUTBND KF Report Manager  Process Monitor Run

*Academic Institution: WAT71 | Q Spokane CC

Select Eligible Only:

]
o Save

*Aid Year: 2026 | Q 5025.2026 Financial Aid Year

From the Process Scheduler Request page select the Select box and select OK

Updated 07/22/2025Page 94




G cteLink

Process Scheduler Request

UserID CTC_KFORSBERG

FA Business Flow

Run Control ID WA171_EY_WCG_ARCH_OUTBND_KF

Server Name ( v] Run Date |07/08/2025 [5)
Recurrence | v] Run Time |2:49:27PM Reset to Current Date/Time
Time Zone Q
Process List
Select Description Process Name Process Type *Type “Format Distribution

E008: WCG Qutbound Process

CTC_ARCH_OUT  Application Engine [web  ~|[TXT v | Distribution

Ensure process runs to Success and Posted

From the WCG Archive Outbound page select Process Monitor

Run Control ID  WA171_EY_WCG_ARCH_OUTBND_KF Report Manager Run

Process Instance:209675907
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FA Business Flow

From the Process List select Actions link and then select the View/Log Trace option

View Process Requests

User ID CTC_KFORSBE Q. Type v Last v 30 Days v
Server ~ Name Q Instance Range
Run Status ~ Distribution Status | ~

“ Process List

Bl Q
Select Instance Seq. Run Control ID
209675907 WA174_EY_WCG_ARCH_OUTBND_KF

209675655 WA171_FILE_REVIEW_QRY_KF

Save On Refresh Report Manager

Process Type Process Name User

Application Engine CTC_ARCH_OUT

Application Engine PSQUERY

CTC KFORSBERG 07/08/2025 2:49:27PM PDT  Success

CTC_KFORSBERG  07/08/2025 9:03:44AM PDT  No Success Posted

| Clear

| Reset

Update Process >
Details
Parameters

Message Log

Run Date/Time Run Status  __ Batch Timings

View Log/Trace

Details ¥ Actions

From View Log/Trace select WCGArchiveOutbound_20xx.txt

View Log/Trace

Report
ReportID 19189981
Name CTC ARCH OUT
Run Status Success

E008: WCG Outbound Process

Distribution Details

Distribution Node local

File List
Name

Process Instance

Process Type

209675907

Message Log

Application Engine

Expiration Date 08/07/2025

File Size (bytes)

Datetime Created

IAE_CTC_ARCH_OUT_209675907-log 1205 |07/08/2025 2:50:45.355926PM PDT
WCG Archive Logfile_209675907 .log 11,202 107/08/2025 2:50:45.355926PM PDT
WCGArchiveOutbound_20286. txt 48,340 07/08/2025 2:50:45.355926PM PDT

Distribute To
Distribution ID Type

User

“Distribution ID

CTC_KFORSBERG
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A list of SSNs will open

Copy and paste list of S5Ns into Notepad
or Word and save as a .txt file

Untitled - Notepad =

File Edit Format View Help

@Qd! Desktop » - |+¢ | | Search Desktop o

Organize « MNew folder == - 9

-

MName Size Item type Date modified

¢ Favorites

Bl Desktop

& Downloads

= Recent Places
& OneDrive

m

:| Documents

- Libraries

:| Documents

@' Music

k= Pictures

B videos

File name:

Save as type: | Text Documents (*.txt) - |

o
« Hide Folders Encoding: | ANSI v| [ (Sa\re) l | Cancel |
pa—

® Process the file using the WSAC WCG Archive

® Once you process the file through the WCG Archive, DO NOT open the file.
Instead, save it directly to your desktop. The format of the file should remain as
.CSV

Instructions for using the WSAC Portal can be found at the WSAC resources site.

http://www.wsac.wa.gov/FAA-resources
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WCG Archive Inbound Process

Navigation Description
Financial Aid > CTC Custom > CTC Interfaces > Processes data provided in the file from WSAC,
WA College Grant > WCG Archive Import inserting a new row on the WCG Archive page

with the information. It will also update the
WCG eligibility page.

This process is the follow up step to the previous process.

Enter a New or Existing Run Control ID

Choose ‘External File’ from the Selection Tool dropdown
Select Upload File

A browser window will open

Locate file saved from WSAC WCG Archive Cruncher (Once selected the name of the
file will populate in the Attached File field.)

Select ‘View File’ Button to view data
Populate File Mapping field with SNG ARCHIVE INBOUND
Under Parameters populate Academic Institution and Aid Year

Select Preview Selection Results to verify records are being selected

Select Run

Run Control ID  WA171_EY_WCG_ARCH_IMP_KF Report Manager  Process Monitor

Population Selection

Population Selection

| selection Tool| External File v|
Attached File WCG_ARCH_INBOUND_07-08-2025 csv Liniond Eile Deletefle R
File Mapping ]SNG ARCHIVE INBOUND QU Edit File Mapping Preview Selection Results
Parameters
*Academic Institution: WATT1 @, Spokane CC
*Aid Year: 2026 @, 2025-2026 Financial Aid Year
[5] save
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College Bound Scholarship

Outbound Process

FA Business Flow

Navigation

Description

CTC Custom > CTC Interfaces > College Bound
Scholarship > College Bound Outbound Process

Pulls all SSNs for students that are eligible for
Washington College Grant and creates a file to
upload to the WSAC cruncher to collect CBS
eligibility data

This process is NOT part of your nightly ISIR JobSet and will need to be run before aid offers are

published.
Enter a New or Existing Run Control ID

e Enter Academic Institution
e Enter Aid Year
e Select Run

Run Control ID  WA171_EY_CBS_OUTBND_KF Report Manager  Process Monitor Run
Request Parameter(s)
*Academic Institution: Jwa171 Q, Spokane CC
“Aid Year: 2026 | Q 2025-2026 Financial Aid Year
_EJ_I Save ||[=] Motify =4 Add 2| Update/Display
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@ CtC Li n k FA Business Flow

From the Process Scheduler Request page ensure the 1-067 checkbox is selected and select OK

Process Scheduler Request

UserID CTC_KFORSBERG Run Control ID WA171_EY_CBS_OUTBND_KF
Server Name[ V] Run Date | 07/08/2025 E‘J Ensure the
Recurrence | v Run Time 4.57:47PM Reset to Current Date/Time Process runs
Time Zone Q. to Success
Process List and Posted
Select Description Process Name Process Type *Type * Format Distribution
|-067 CBS Outbound Process CTC_CBS_OUT Application Engine | Web v| |TXT w | Distribution

From the Process Monitor page select the Actions link and then select the View Log/Trace option

Process List ‘ Server List ‘

View Process Requests

UserID ‘CTCiKFORSBI o\‘ Type ‘ v‘ ‘ Last v‘ | 30\ | Days v‘ I Refresh |

e Y E— T —

“ Process List
|E| E‘ 1-30f3 v | viewAl

Distribution
tatus

Select Instance Seq. Run Control ID Process Type Process Name User Run Date/Time Run Status St Details  Actions

E 209675923 E EWA171_EY_GBS_OUTBND_KF EApp\iEalmn Engine ECTG_CBS_OUT E CTC_KFORSBERG 507/0812025 4:57:4TPM PDT E Success E Posted E Details E
i i i i i i L i : : : Update Process >
209675907 WA171_EY_WCG_ARCH_OUTBND_KF  Application Engine CTC_ARCH_OUT CTC_KFORSBERG 07/08/2025 2:49:2TPM PDT  Success Posted Details Details
209675655 WA171_FILE_REVIEW_QRY_KF Application Engine  PSQUERY CTC_KFORSBERG  07/08/2025 9:03:44AM PDT  No Success Posted Details Parameters
Message Log
Batch Timings
Go back to College Bound Outbound Process. %

Process List | Server List
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From the View Log/Trace page select on the CBSOutbound_20xx.txt link

View Log/Trace

Report

ReportID 19189994 Process Instance 209675923 Message Log
Name CTC_CBS OUT Process Type Application Engine

Run Status Success

[-067 CBS Outbound Process

Distribution Details

Distribution Node Iocal Expiration Date | 08/07/2025

File List

Name File Size (bytes) Datetime Created
CBS_OutBound_Log_209675923 log 974 07/08/2025 4:58:39.165290PM PDT
AE_CTC_CBS_OUT_209675923 log 203 07/08/2025 4:58:39.165290PM PDT
CBSOutbound_2026 txt 48,340 07/08/2025 4:58:39.165290PM PDT

Distribute To
Distribution ID Type =Distribution ID

User CTC_KFORSBERG
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2 https://csprd.ctclink.us/psreports/csprd/583663/CBSCutbound |

FA Business Flow

1

A list of Social
Security numbers will
appear. Copy and
paste list into

MNotepad or Word and
save as a .txt file

Save the newly
created file to your
computer.

File is now ready for
the WSAC cruncher

process.

T = » This.. » Search
Organize ~ New folder = - (7]
A Name Date modified Type
5+ Quick access
Desktop =| CORR20IN.001 9/12/2016 2:.09 PM  Text D¢
- =| dsdf190p.124 11/19/2019 1:31...  Text D¢
=5 Documents .
N =| idsa170p.506 9/12/2016 2:09 PM  Text D¢
Download :
ownioads = idsa190p.050 4/18/2019 3:24 PM  Text D
&= Pictures | idsa210p.134 5/13/2020 7:47 AM  Text D¢
# 3D Objects | igco210p.099 5/13/2020 7:47 AM  Text Dc
I Desktop | irca?1an 124 5/12/9090 T-A2 AN Tavt N ¥
- v L >
File name: | CBS_OUTBND_2021.txt v
Save as type: Text Documents (*.txt) v
A Hide Folders Encoding: UTF-8 Save Cancel

Instructions for using the WSAC Portal can be found at the WSAC resources site.

http://www.wsac.wa.gov/FAA-resources
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G cteLink

Inbound Process

FA Business Flow

Navigation

Description

Financial Aid > CTC Custom > CTC Interfaces >
College Bound Scholarship > College Bound
Inbound Process

Processes data returned in the file received from
the WSAC Cruncher, inserting a new row on the
CBS Eligibility Data page with the exact
information received in the file.

Enter a New or Existing Run Control ID

Select External File from the Selection Tool
Select Upload File

Enter Academic Institution and Aid Year

Select Run

Run Control IDn WA1T1_EY_CBS_INBND_KF

Population Selection

Population Selection

Select Choose File and choose the appropriate file and select Upload
Select File Mapping value ‘College Bound Inbound’

Select Preview Selection to see student results (take note of a student ID to validate)

Report Manager  Process Monitor

| Selection Tool| External File

v]

Attached File CBS_ELIG_CHKR_07-08-2025.csv

File Mapping | COLLEGE BOUND INBOUND

Select Values to Update

Delete File View File

Upload File

Q Edit File Mapping Preview Selection Results

*Academic Institution: WAIT1 |G Spokane CC
*Aid Year: 2026 |Q 2025-2026 Financial Aid Year
[5] Save ||[=] Nofify

=% Add 27 Update/Display
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Verification

Setting the Verification Flag

Navigation Description

Financial Aid > View Packaging Status Summary | Set the verification flags to allow students
selected for federal verification to be selected
for packaging

1. Verification Flag row = "ED Verification Complete".

2. Verification Status row = "Verified".

3. If the file review is now completed, Review Status = "Review Complete”
4. Select the Save button.

@
D
. SRS
AidYear 2026 2025-2026 Financial Aid Year Institution  WA171
SAlstatus  Official TERM ISIR Information Database Matches Need Summary PELL Calculation Override
Gounselor | Y
Academic Career | Q|
Aid Processing Status | Applied v
Aid Application Status ‘ Application Active for All Aid v\ *Satisfactory Academic Progress ~ SAP Undelermine v SAP Details
Review Status | Review Gomplete v‘ Disbursement Hold v
INST Verification Status ‘ Non Select v‘ Loan Gounseling Status

Verification Flag || ED Verification Complete v

Verification Status | Verified v\ Housing Type \ V\

Scholarship Status ‘ Not Evaluated v‘ *Aid Packaging Method \ Not Packaged v‘

Packaging Plan D | Q| Repackaging Plan D | Q

Aggregate Source ‘ FA Installation Default v‘ Aggregate Source Used

— O Limited Pell Grant Indicator
College Financing Plan Group | Q|
Self Service
Awarding Access | Allow Access .
Ginquiry Access O External Award Access

Award Notification
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Mass Packaging
Setting Ready to Package

Navigation Description
Set up SACR > System Administration > Utilities > | Set parameters for running the Population
Population Update > Population Update Process | Update process

Enter New or use existing Run Control ID

Choose STDNT_AID_ATRBT from the *Record (Table) Name dropdown menu

Enter Institution and Aid Year

Keep ‘Report Error Messages’ radio button selected

Choose PS Query from the Selection Tool dropdown menu

Use the look up tool to locate the CTC_FA_SET_READY_TO_PACKAGE query — (NOTE:
the query pulls students who have an “Aid Processing Status” of Applied and a
“Review Status” of Review Complete on the View Packaging Status Summary page)

o nhwhNR

Select Edit Prompts and enter the Academic Institution and Aid Year
8. Under Select Fields to Update populate the fields with the following information:
a. Field Name = Aid Package Processing Status
b. Field Value = Ready for Packaging
9. Select RUN

Run Control ID  WA171_EY_MASS_PKG_SET_RDY_KF Report Manager  Process Monitor Run

Select Record fields for update Find | View All First (4) 10f1 (k) Last

| *Record (Table) Name| STDNT_AID_ATRET - Packaging Status Summary ~ [+[=]
wmm & spokane CC
Aid Year 2026 |Q 2025-2026 Financial Aid Year

Error Reporting Selection

Report Error Messages [C) Do Not Report Messages O Report All Messages O Help

Query Prompts

Population Selection - N — e
*Academic Institufion|WA17T1 |Qy

“Aid Year] 2026 |y

Selection Tool] PS Query v| | Ed\tF’romptsi

A A CKA
Query Name} CTC_FA_SET_READY_TO_PACKAGE |Q ™5 ncn Query Manager Preview Selection Results oK I Cancel
Select Fields to Update Personalize | Find | View All | (2] | L:;l First (4
Field Name: Field Value
| [ Aid Package Processing Status w| | | [ Ready for Packaging v!] .3
Select Attributes to Update
5 save || Notify [EL Add || 5 Update/Display

From the Process Scheduler Request select the SCC_POP_UPD box.

Select OK
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Process Scheduler Request

UserID CTC_KFORSBERG Run Control ID WA171_EY_MASS_PKG_SET_RDY_KF
Server Name | v| Run Date |07/10/2025 5
Recurren{:e| V| Run Time |&:10:22AM Reset to Current DatefTime
Time Zone &}
Process List

Select Description Process Name Process Type *Type *Format Distribution
[J  Publish Pop Update EIFFOPUP PSJob [(Mone) ~|[(Mone) | Distribution
| SCC_POP_UPD | SCC_POP_UPD  Application Engine  [Web  ~|[TXT + | Distribution

Cancel

You will be directed back to the Population Update Process page

Select the Process Monitor link to ensure the process runs to Success and Posted

Run Control ID  WA171_EY_MASS_PKG_SET_RDY_KF Report Manager Run

Process Instance:210166993

Select the Actions link and then select the Message Log option

Process List | Server List ‘

View Process Requests

UserID [CTC KFORSBI Q | Type | v st v | 3| [Days v Refresh |
Server ‘ "‘ Name ‘ Q ‘ Instance ‘ ‘ Range

Run Status ‘7"‘ Distribution Status |7"‘ Save On Refresh Report Manager Reset

v Process List

] |Q| 110f1 v | ViewAl
Distribution . .
Select Instance Seq. Run Control ID Process Type Process Name  User Run Date/Time Run Status Status Details  Actions
210166993 WA171_EY_MASS_PKG_SET_RDY_KF  Application Engine SCC_POP_UPD  CTC_KFORSBERG  07/10/2025 8:10:22AM PDT  Success Posted Details
Update Process >
Details
Message Log “
Process List |  Server List Batch Timings

View Log/Trace

Review the number of records updated
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Message Log
Process
Instance: 210166993 Type: Application Engine
Name: SCC_POP_UPD Description:
| = | Q ‘ 180f8 v | View Al
Severity Log Time Message Text Explain
'SCC_POP_UPD' started at 2025-07-10-
10 8:11:34AM 08.11.33.000000 | |
10 8-11-34AM Processing record STONT_AID_ATRBT. l Explain l
10 8-11-52AM Total number of records read - 49 l Explain l
10 8-11-52AM Total number of records updated successfully - 49 l Explain l
10 8-11-52AM Total number of records failed : 0 l Explain l
10 8-11-52AM 'SCC_POP_UPD' ended at 2025-07-10-08.11.51.000000 l Explain l
Published message with |D 38087afa-5da0-11f0-ab08- Exolai
8:11:56AM 1540cbe3bcfe to create entry in folder GENERAL. | xpiain |
Successfully posted generated files to the report Exolai
8:11:56AM mpository Xplain
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Navigation Description
Financial Aid > Awards > Mass Packaging > Select | Select groups of students for packaging based on
Students specific selection criteria.

When selecting a student population for mass packaging institutions will have

three processing options:

CTC_FA_MASS_PACKAGE_SELECT_01 (By FPS Process Date or Current Date)

CTC_FA_MASS_PACKAGE_SELECT_02 (By last completed required checklist)

CTC_FA_MASS_PACKAGE_SELECT _03 (By FPS Process Date or Current Date with a
SAP Status of anything but “N”)

Remember existing Run Control IDs used will have previously selected processing option.

From the Mass Packaging Select page:

1.

w N

N o vk

Population Selection

Parameters

[5] save

Enter New or use existing Run Control ID

Choose PS Query from the Selection Tool dropdown menu

Use the look up tool next to the Query Name field to located the desired query noted
above

Select Edit Prompts (*Note — Edit Prompts Fields will vary depending on query chosen)
Enter Edit Prompts and select OK

Select Preview Selection Results to verify records are being selected

Select Run

Run Control ID  WA171_EY_MASS_PKG_SEL_STU_KF Report Manager  Process Monitor Run

Selection Tool| PS Query v| I Edit Prompts I Helo
Query Namel CTC_FA_MASS_PACKAGE_SELECT_032 Q Launch Query m Query Prompts
“Acadarmic Insiution [WAIT1 oy,

*Fronty Filing Date J04/152025 5

*Institution| WA171 Q Spokane CC “Include PO plan students

*Aid Year|2026 Q,  2025-2026 Financial Aid Year

From the Process Scheduler page select the SFA_BPKGEL box and select OK
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Process Scheduler Request

UserD CTC_KFORSBERG Run Control ID WA1T1_EY_MASS_PKG_SEL_STU_KF
Server Name | v] Run Date |07/10/2025 El
Recurrence | v| Run Time | 2:14:55PM Reset to Current Date/Time
Time Zone Q.
Process List
Select Description Process Mame Process Type *Type *Format Distribution
SFA_BPKGSEL SFA_BPKGSEL Application Engine  [Web  ~|[TXT w | Distribution

Cancel

You will be directed to the Select Students page

Select the Process Monitor link and ensure the process runs to Success and Posted

Run Control ID  WA171_EY_MASS_PKG_SEL_STU_KF Report Manager Run

Process Instance: 210167010

Select the Actions link and select the Message Log option to review the number of records
processed

‘ Process List H Server List |

View Process Requests

UseriD [CTC_KFORSBI Q | Type | v [ B 0 [pas | Refresh I
Sarver | ¥ Name | a Instance | | Range
Run Status | vl Distribution Status \7"\ Save On Refresh Report Manager

v Process List
B

|€| 14ofd v | ViewAll

Igis(ributinn Details

tatus Actions

Select Instance Seq. Run Control ID Process Type Process Name  User Run Date/Time Run Status

1210167010 | {WA171_EY_MASS_PKG SEL STU KF  |Application Engine  { SFA BPKGSEL |CTC KFORSBERG |07/10/2026 21456PMPDT |{Success | Posted | Details |

Update Process >

210167008 WA171_EY_MASS_PKG_SET_RDY_KF  Application Engine SCC_POP_UPD CTC_KFORSBERG  07/10/2025 12:40:24PM PDT  Success Posted Details Details

210167007 WA171_SET_RDY_RVW_KF Application Engine | SCC_POP_UPD  CTC_KFORSBERG  07/10/2025 11:49.50AM PDT  Success  Posted Details Parameters
Message Log
210166093 WA171_EY_MASS_PKG_SET RDY_KF  Application Engine ~ SCC_POP_UPD CTC_KFORSBERG  07/10/2025 8:10:22AMPDT  Success  Posted Details Sich ﬁmlngs@

View Log/Trace

Go back to Mass Packaging Select

Process List | Server List

Updated 07/22/2025Page 109



@ CfC Lin k FA Business Flow

View Student Selection Results - Step 1

Navigation Description
Financial Aid > Awards > Mass Packaging > View | Review students selected from previous process
Results by Students

1. Enter Academic Institution and Aid Year
2. Enter Select Definition Query: (Depending on which query was used to select students
for mass packaging)
a. QUERY: CTC_FA_MASS_PACKAGE_SELECT_01
b. QUERY: CTC_FA_MASS_PACKAGE_SELECT_02
c. QUERY: CTC_FA_MASS_PACKAGE_SELECT_03
3. Select Search to view list of students

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

@RECEN Searches [ Choose from recent searches v Z [ Saved Searches | Choose from saved searches v &

Academic Institution | begins with + | | WA171 a,

Aid Year | begins with v | [2026 Q
Selection Definition [ begins with v || QUERY: CTC_FA_MASS_ a,
~ Show fewer options

Academic Institution WA171  Spokane CC
Aid Year 2026 2025-2026 Financial Ald Year
Selection Definition QUERY: CTC_FA_MASS PACKAGE_SELECT_03
Personalize | Find | View All | 21 @ First (4 118 of 18 (» Last

D Name Career *Process Status
UGRD Undergraduate [ Valid for Packaging v| [=]
UGRD Undergraduate [ Valid for Packaging v| [=]
UGRD Undergraduate | Valid for Packaging v =]
UGRD Undergraduate [ valid for Packaging v| [=]
UGRD Undergraduate | Valid for Packaging V| (=]
UGRD Undergraduate | Valid for Packaging v| [=]
UGRD Undergraduate [ Valid for Packaging v| [=]
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Assign Packaging Plans - Step 2

Navigation Description
Financial Aid > Awards > Mass Packaging > Assigning packaging plans to selected students.
Assign Plans

1. Enter New or use existing Run Control ID
Enter Institution and Aid Year
3. Enter Select Definition Query: (depending on which query was used to select students
for mass packaging)
a. QUERY: CTC_FA_MASS_PACKAGE_SELECT_01
b. QUERY: CTC_FA_MASS_PACKAGE_SELECT_02
c. QUERY: CTC_FA_MASS_PACKAGE_SELECT_03
Enter Career = UGRD
Enter Plan ID
Select Sort Field option
Select ‘Asc’ (Ascending) or ‘Desc’ (Descending) order

® N U R

To include multiple Plan IDs into the same process, select the (+) symbol to add a new

row
9. Select Run

Mass Packaging Assign

Run Control ID WA1T1_EY_MASS_PKG_ASGN_PLNS_K Report Manager  Process Monitor Run

Report Request Parameters

Institution| WA 171 2, spokane CC

Aid Year] 2026 Q, 2025-2026 Financial Aid Year
*Selection Definition] QUERY: CTC_FA_MASS_PACKAGE_SELECT_03 a,

Packaging Plan Parameters Find First (4 14 0f4 (») Last
*Career *Plan ID *Sort Field +][=]
[UGRD ~| [ SUFAWISP ~| [EMPLID v| @®asc | Obesc

[+][=]
[UGRD v| [SUMR ONLY v| [EMPLID v| @asc | Obesc
, (=]
[UGRD v| [FA-WI-SP ~| [EMPLID v| ®@asc | Onpesc
] =
[UGRD v| [FALL OMLY ~| [EMPLID v| @ aAsc ) Desc .
_EJJ Save ||[=] Motify =+ Add 47| Update/Display
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FA Business Flow

From the Process Scheduler page select the Mass Packaging Plan Assignment box

Select OK

Process Scheduler Request

User ID CTC_KFORSBERG

v

v]

Server Name |

Recurrence |

Time Zone a

Process List
Select Description

Process Name

Mass Packaging Plan Assignment FAPPKASHN

Cancel

Run Control ID WA171_EY_MASS_PKG_ASGN_PLNS_K

Run Date |07/10/2025
Run Time | 2:33:25PM

Process Type
COBOL SQL

You will be directed back to the Assign Plans page

L

*Type

Reset to Current Date/Time

*Format

Distribution

[(None) «|[({None)

+ | Distribution

Select the Process Monitor link and ensure the process runs to Success and Posted. You can
select the Actions link and the Message Log option to review what processed.

Mass Packaging Assign

Run Control ID  WA1T1_EY_MASS_PKG_ASGN_PLNS_K Report Manager  Process Monitor Run
Process Instance: 210167011
| Process List ‘ ‘ Server List
View Process Requests
UseriD [CTC KFORSBI Q| Type | v st o ) [pas | [ R ]
Server | "| Name ‘ Q ‘ Instance ‘ ‘ Range
Run Status | v| Distribution Status | v| Save On Refresh Report Manager
v Process List
| BlQ ‘ of 5 w | ViewAl
Select Instance Seq. Run Centrol ID Process Type Process Name  User Run Date/Time Run Status ggtrihuticn Details  Actions
i210167011 | {WA171_EY_MASS_PKG_ASGN_PLNS K {COBOL SQL i{FAPPKASN  {CTC_KFORSBERG {07/10/2025 2:3325PM PDT {Success  iPosted  iDefals |
+ + + + + + + i P i Updatﬂ Process >
210167010 WA171_EY_MASS PKG SEL STU KF  Application Engine  SFA BPKGSEL CTC_KFORSBERG  07/10/2025 2-14:55PMPDT  Success  Posted Details Detais
210167008 WA171_EY_MASS_PKG_SET_RDY_KF  Application Engine ~ SCG_POP_UPD CTC_KFORSBERG 07/10/2025 1240:24PM PDT  Success  Posted Details Parameters
210167007 WA171_SET_RDY_RVW_KF Application Engine  SCC_POP_UPD  CTC_KFORSBERG  07/10/2025 11:49:50AM PDT  Success  Posted Details Viewr Log/ Trace
210166993 WA171_EY_MASS PKG SET RDY KF  Application Engine  SCC POP UPD CTC_KFORSBERG 07/10/2025 8:10:22AMPDT  Success  Posted Details | “ZActons

Go back to Mass Packaging Assign
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View Results of Plan Assignment - Step 2

Navigation Description
Financial Aid > Awards > Mass Packaging > View | Review the packaging plans assigned to students
Results by Query

1. Enter Institution and Aid Year
2. Enter Select Definition Query: (depending on which query was used to select students
for mass packaging)
a. QUERY: CTC_FA_MASS_PACKAGE_SELECT_01
b. QUERY: CTC_FA_MASS_PACKAGE_SELECT_02
c. QUERY: CTC_FA_MASS_PACKAGE_SELECT_03
3. Select Search to view results

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

wyRecent Searches | Choose from recent searches v| & [ Saved Searches | Choose from saved searches v| &
A

Academic Institution] begins with w| | WA171 ¢}

Aid Year] begins with v | [2026 Q
Selection Definition] pegins with v || QUERY: CTC_FA_MASS_|Q
~~ Show fewer options

A list of the students will appear for each Packaging Plan ID selected during the Assign Plans
process.
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Academic Institution WaA171 Spokane CC
Aid Year 2026 2025-2026 Financial Aid Year
Selection Definition QUERY: CTC_FA_MASS_PACKAGE_SELECT_03
Packaging Plan Details Find First (4 1-20f2 (» Last
Packaging Plan IDIFA—‘.f\fI-SP Fal/Winter/Spring | Academic Career UGRD
Sort Packaging by EMPLID Ascending Plan Order 20
Details Find | View All First (4) 16 0f 7 () Last
“ID Name EMPLID
Remove
Remove
Remove
Remove
Remove
Remove
Packaging Plan IDISUFAWISF' Summer/Fall'\Winter/Spring I Academic Career UGRD
Sort Packaging by EMPLID Ascending Plan Order 10
Details Find | View All First (4) 16 0f11 (» Last
‘D Name EMPLID
Remove
Remove
Remove
Remove
Remove
Remove

Save |§f\ Return to Search [=] Notify
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FA Business Flow

Navigation

Description

Financial Aid > Awards > Mass Packaging >
Process Mass Packaging

Select the Mass Packaging Selection Definition
that you are using to select your students for the
current Mass Packaging run.

1. Enter New or use existing Run Control ID
Enter Institution and Aid Year

3. Enter Select Definition Query: (depending on which query was used to select students

for mass packaging)

a. QUERY: CTC_FA_MASS_PACKAGE_SELECT_01

b. QUERY: CTC_FA_MASS_PACKAGE_SELECT_02

c. QUERY: CTC_FA_MASS_PACKAGE_SELECT_03
4. Select LIVE for final packaging assignment

5. Select Simulation for preliminary/simulate assignment

6. Select Run

Mass Packaging Process

Run Control ID WA171_EY_MASS_PKG_PRCS_KF Report Manager  Process Monitor Run

Report Request Parameters

“institution | VAT ] gpokane e

*Aid Year |2026 Q. 2025-2026 Financial Aid Year

Methodology | Federal hd

[El save | =] Notify

Batch Packaging Mode
OlLive
® simulation

*Selection Definition JQUERY: CTC_FA_MASS_PACKAGE_SELECT_03 s}

Eh Add |[ 2] Update/Dispiay
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From the Process Scheduler page select the Mass Packaging box.

Select OK

Process Scheduler Request

UserlD CTC_KFORSBERG Run Control ID WA171_EY_MASS_PKG_PRCS_KF
Server Name | v| Run Date |07/10/2025 1]
Recurrence| V| Run Time |3:03:00PM Reset to Current Date/Time
Time Zone a,
Process List
Select Description Process Name Process Type *Type * Format Distribution
Mass Packaging FAPFKEKG COBOL 5QL |{None) v | | (None) v| Distribution

Cancel

You will be directed back to the Process Mass Packaging page

Select on the Process Monitor link and ensure the process runs to Success and Posted

Mass Packaging Process

Run Control ID  WA171_EY_MASS PKG_PRCS_KF Report Manager Run

Process Instance:210167012

Process List ‘ Server List ‘

View Process Requests

User ID ‘CTCiKFORSBI Q‘ Type ‘ v| ‘ Last v‘ | 30‘ ‘ Days v| I Refresh |
Server ‘ "‘ Name ‘ Q ‘ Instance ‘ ‘ Range

v Process List

ENES 160f6 v | ViewAl

Select Instance Seq. Run Control ID Process Type Process Name  User Run Date/Time Run Status ?::"i bution Details  Actions
{210167012 | | WAIT1_EY_MASS_PKG_PRCS_KF {coBoL saL {FAPPKBKG ~ iCTC_KFORSBERG |07/0/2025 3:0300PM POT {Success  i{Posted  |Details |
1 1 1 1 1 1 1 T i T Update Pracess >
210167011 WATT1_EY_MASS_PKG_ASGN_PLNS K COBOL SQL FAPPKASN CTC_KFORSBERG 07/10/2025 2:3325PM PDT  Success  Posted Details Detais
210167010 WA171_EY_MASS_PKG SEL_STU_KF  Application Engine ~ SFA BPKGSEL ~GTC_KFORSBERG 07/10/2025 2:14:55PM PDT  Success  Posted Details Parameters

Message Log

210167008 WA1T1_EY_MASS_PKG_SET_RDY_KF  Application Engine ~ SCC_POP_UPD CTC_KFORSBERG 07/10/2025 12:40:24PM PDT Success  Posted Details View Loa/ T
210167007 WA1T1_SET_RDY_RVW_KF Application Engine  SCC_POP_UPD  CTC_KFORSBERG  O7/10/2025 11:4950AM PDT  Success  Posted Details | ~/Actions
210166993 WA171_EY_MASS_PKG_SET RDY KF  Application Engine  SCC_POP_UPD GTC_KFORSBERG 07/10/2025 8:1022AM PDT  Success  Posted Details | “Actions

Go back to Mass Packaging Process
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Mass Packaging Results - (Latest Batch)
This query pulls the most current list of students who were mass packaged

Description
Viewing the packaging batch details.

Navigation
Reporting Tools > Query > Schedule Queries

1. Enter New or use existing Run Control ID
2. Enter CTC_FA_MASS_PACK_RESULTS into the Query Name field

3. Select Search

Run Control ID wa171 EY MASS PKG RES QRY KE Report Manager  Process Monitor

Query Name |CTC_FA_MASS_PACK RESULTS | Search
*Description
l Add l l Update/Display
4. Select the desired Query
Scheduled Query Search Page
“Query Type: [ Queries "I
Query: | CTC_FA_MASS_PACK_RESULTS
Query
‘Eﬂ. ‘Q‘ 13013 v | View Al
CTC_FA_MASS_PACK_RESULTS Mass Packaging Results Public
CTC_FA_MASS_PACK_RESULTS 01 Mass Packaging Results by EFC Public
CTC_FA MASS PACK _RESULTS 02 IMass Packaging Award Summary Public

5. Enter the Edit Prompts and select OK
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“Academic Institution |WA171 Q|
"Aid Year [2026 Q|

OK l Cancel l

X

Help

CTC_FA_MASS_PACK_RESULTS

6. From the Schedule Queries page select Run

Run Centrol ID

WA1T1_EY_MASS_PKG_RES_QRY_KF

Query Name | CTC_FA_MASS_PACK_RESULTS

Search

*Description | Mass Packaging Results

Update Parameters

FA Business Flow

Process Monitor

Prompt Name Value
INSTITUTION | WA1T1 /
AID_YEAR | 2026 2

4

Save

From the Process Scheduler Request page select OK button

»

l Add H Update/Display
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Process Scheduler Request

UserlD CTC_KFORSBERG Run Control ID  WA171_EY_MASS_PKG_RES_QRY_KF
Server Name | B Run Date |07/10/2025 =]
Recurrence | v| Run Time |3:1? 14PM | l Reset to Current Date/Time
Time Zone | Q
Process List
Select Description Process Name Process Type +Type <Format Distribution
PSQUERY PSQUERY Application Engine Web V‘ | TXT ~ Distribution

You will be directed back to the Schedule Queries page

Select the Process Monitor link and ensure the process runs to Success and Posted

Run Control ID WA171 EY MASS PKG RES QRY KF Report Manager I Process Monitorl
Process Instance:210167017
Query Name | CTC_FA_MASS_PACK_RESULTS |

Select the Actions link from the Process Monitor page and select the View Log/Trace option

‘ Process List H Server List ‘

View Process Requests

UserID |CTC7KFORSBI Q ‘ Type | v‘ ‘ Last v‘ ‘ 30‘ | Days v‘ Refresh |
Server | "‘ Name | Q ‘ Instance | ‘ Range

Run Status | "‘ Distribution Status | "‘ Save On Refresh

Reset

Report Manager

Vv Process List

|®||a] Tof7 v View All

o Distribution ; !

elect Instance Seq. Run Control ID Process Type Process Name  User Run Date/Time Run Status Status Details  Actions
{210167017 | {WA171_EY_MASS PKG_RES_QRY_KF | Application Engine | PSQUERY | CTC_KFORSBERG | 07/10/2025 317-14PM PDT {Success  |Posted | Detalls
i i i i i i i i T + Update Process >
210167012 WA171_EY_MASS_PKG_PRCS_KF COBOL SQL FAPPKBKG ~ CTC_KFORSBERG 07/10/2025 30300PM PDT Success  Posted Details Detals
210167011 WA171_EY_MASS_PKG_ASGN_PLNS_K COBOL SQL FAPPKASN CTC_KFORSBERG 07/10/2025 2:3325PM PDT  Success  Posted Details Parameters

Message Log

210167010 WA171_EY_MASS_PKG_SEL_STU_KF  Application Engine ~ SFA_BPKGSEL CTC_KFORSBERG 07/10/2025 2-14.55PM PDT  Success  Posted Details Batch Tirmings
210167008 WA171_EY_MASS_PKG_SET_RDY_KF  Application Engine ~ SCC_POP_UPD CTC_KFORSBERG 07/10/2025 12.40.24PM PDT Success  Posted Details
210167007 WA171_SET_RDY_RVW_KF Application Engine  SCC_POP_UPD  CTC_KFORSBERG  07/10/2025 11:49:50AM PDT Success  Posted Details | “Actions
210166993 WA171_EY_MASS_PKG_SET RDY_KF  Application Engine  SCC_POP_UPD GTC_KFORSBERG 07/10/2025 8:10:22AM PDT  Success  Posted Details | “Actions
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Select the CTC_FA_MASS_PACK_RESULTS-xxxxxx.csv link to open results

FA Business Flow

View Log/Trace

Report

ReportID 19229501 Process Instance 210167017 Message Log

Name PSQUERY Process Type Application Engine
Run Status  Success

Mass Packaging Results

Distribution Details

Distribution Node local Expiration Date | 08/09/2025

File List

Name File Size (bytes) Datetime Created
AE_PSQUERY_210167017 log 166 07/10/2025 3:18:13.946317PM PDT
CTC_FA _MASS PACK RESULTS-

510167017 cov 94,895 07/10/2025 3:18:13.946317PM PDT
Distribute To

Distribution ID Type *Distribution 1D

User CTC_KFORSBERG
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A dialogue box will open depending on browser, select OK or OPEN to view results

Allow the file to open into an Excel spreadsheet

(*Note — the Batch Sequence number for next step)

Autosave = _FA_MIASS_PACK_RESULTS-210167017 P search i» - o
= =1 E =
¢h = O = B [ BB B3 &8 & H
Tertto flah Remove  Data  Comsolidate Data | Whatf Forecast | Group Ungroup Subtotal
Columns Fil - Duplicates Valdation v Model~ | Analysis~ Sheet | v~

Acrobat

Home Insert Draw Pagelayout Formulas Data Review View Automate Help

p’ [T Queries & Connections = @ @ D:U

& 5] propertes
Gemmn S | Grems Gy

|

fé [B From Text/CSV 5 From Picture -

[3 From Web RS

Refresh Fiter | 1 Reapply
Data~ B8 From Table/Range [} Exising Comnections. | All~ [ Workbook Links R Advanced
Get & Transform Data Queries & Connections DataTypes Sort &Fiter Data Tools Forecast outine 5

3o

f ol s w0 s x| v a
|~ |FERPA Blo| - |Fed Year C(~ | Federal Ei » | Fed Ne{ ~ | Packaging P~ | |~]ltemType [ ~|Description | -] Offer Amoui-T| Message Text

UGRD 6461 1500 36461 SUFAWISP 30 911000000010 Additional Federal Pell Grant onal Pell Grant was awarded based on the current|
UGRD N 35898 1500 35898 SUFAWISP 911000000010 Additional Federal Pell Grant onal Pell Grant was awarded based on the current|
UGRD N 36296 -1500 36296 SUFAWISP 40 911000000010 Additional Federal Pell Grant onal Pell Grant was awarded based on the current|
UGRD N 35898 1500 35898 SUFAWISP 50 911000000010 Additional Federal Pell Grant onal Pell Grant was awarded based on the current|
UGRD N 35898 1500 35898 SUFAWISP 40 911000000010 Additional Federal Pell Grant 2465 Additional Pell Grant was awarded based on the current |
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View Mass Packaging Details

Navigation Description
Financial Aid > Awards > Mass Packaging > View | View mass packaging results by batch sequence
Mass Packaging Details number

Enter the Batch Sequence noted in the report into the Batch Sequence Number
field, then select Search

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

@RECBM Searches | Choose from recent searches v\ & | Saved Searches | Choose from saved searches v| Vd

Academic Institution WAIT71
Aid Year | begins with v || 2026
| Batch Sequence Numberf = v 2068
Academic Career
Packaging Plan ID

-~ Show fewer options

ppn\p,o

This will be a “Per Plan” view of
the packaging that occurred for
Search Results the indicated sequence number.

Z2results - Academic Institution "WA171" Aid Year "2(
Choose the desired plan to

View 4 review.

Batch Sequence

Academic Institution Aild Year Number Academic Career
WATT 2026 2068 UGRD FA-WI-SP >
VAT 2026 2068 UGRD SUFAWISP >
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Review students’ packages — Eligibility and Need on tab

Eligibility and Need || Awards Detail

Batch Number 2068 Batch Date Time 07/10/2025 3:03PM Total Packaged 11
Institution Spokane CC Aid Year 2025-2026
Packaging Plan Summer/Fall/\Winter/Spring Career Undergrad
Eligibility Summary Find | View All First (4 3o0f11 (b Last
Sequence 3 1D Name
Federal Dependency Status |ndependent Institutional Dependcy Status
Federal PELL Eligibility Yes Received First Bachelor Degree Mo

Title IV Eligibility

Need Summary by Award Period Find | View All First (4) 10f2 (. Last
Award Period Academic SAl Status Official
Fed Year COA  35461.00 Institutional Year COA  36,.461.00
SAl -1,500 Institutional EFC 0
Fed Need 36 461.00 Institutional Need  36,461.00
Educational Resources 0 Educational Resources 0
Need Base Aid (Fed) 27 .424.00 Need Base Aid (Instl)  1,500.00
Special Need/Cost Aid (Fed) 0.00 Special Need/Cost Aid {Instl) 0.00
Total Aid (Fed) 27 424.00 Total Aid (Instl)  1,500.00
Unmet Need (Fed)  9,037.00 Unmet Need (Instl)  34,961.00
Unmet COA(Fed) 9,037.00 Unmet COA (Instl)  34,961.00
Pell Year COA  29.217.00 Alt Pell COA 5 625.00 Less than Half Time Pell COA  27,252.00

[Zh Returnto Search | |+F Previousin List | 45| Nextin List | |[=] MNotify

Eligibility and Need | Awards Detail
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Review students’ package — Awards Detail on tab 2

Eligibility and Meed Awards Detail

Batch Number 20638 Batch Date Time 07/10/2025 3:03PM Total Packaged 11
Institution Spokane CC Aid Year 2025-2026
Packaging Plan Summer/Fal/Winter/Spring Career Undergrad
Find | View Al First (4) 3 of 11 (»
Student Packaging Sequence 3 1D
Personalize | (2] [G§ =~ 1-250f25

Sequence Hem Type Eli::t gglcllg Offer Amount
10 911000000000 PELL 09 SuFaWiSp XX $7,395.00 Disbursement
20 911000000100 FSEOQG 50.00 Message Disbursement
30 911000000010 Addtn PELL 07  Spring KX $2,465.00 Message Disbursement
40 912000000000 WCG 09 SuFaWisp U1 Summer $1,641.00 Disbursement
50 912000000000 WCG 09  SuFaWwisp F1  Fall $1,641.00 Disbursement
60 912000000000 WCG 09  SuFawisp W1 Wintr $1,641.00 Disbursement
70 912000000000 WCG 09  SuFaWwisp 51 Sprg $1,641.00 Disbursement
80 912000000200 COLLBOUND $0.00 Message Disbursement
90 912000000200 COLLBOUND §0.00 Message Disbursement
100 912000000200 COLLBOUND $0.00 Message Disbursement
10 912000000200 COLLBOUND £0.00 Message Disbursement
120 912000000200 COLLBOUND $0.00 Message Disbursement
130 912000000200 COLLBOUND $0.00 Message Disbursement
140 912000000200 COLLBOUND $0.00 Message Disbursement
150 912000000200 COLLBOUND $0.00 Message Disbursement
160 912000000250 WEBG 50.00 Mezsage Disbursement
170 973000000075 WO3_WAIVER 01 Fa-Wi-Sp AY  FW-SP £0.00 Message Disbursement
180 913000000000 SCCGRNT 01  Fa-Wi-Sp AY  F-W-SP $1,500.00 Disbursement
190 932000000000 SWS 50.00 Message Disbursement
200 931000000000 FWS §0.00 Message Disbursement
210 933000000000 IWs §0.00 Message Disbursement
220 961000001100 SUBDL1 57 Ln30SuFWS 3G SuFawiSp $0.00 Message Disbursement
230 961000002100 UNSUBDL1 57 Ln30SuFWS 3G  SuFawisp $0.00 Message Disbursement
240 961000001100 SUBDL1 37 LnSuFaWiSp L4  SuFawisSp $3,500.00 Disbursement
250 961000002100 UNSUBDL1 37 LnSuFaWwiSp L4  SuFawiSp $6,000.00 Disbursement

[@ Returnto Search | |+=] Previousin List || J5| MextinList  |[=] Motify

Eligibility and Meed | Awards Detail
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Award Notification

Navigation Description
Campus Community > 3C Engine > Run 3C Engine | Assigning and Sending Award Notifications

3C Engine Parameters

Enter New or use existing Run Control ID
Select Population Selection
Enter Academic Institution
Administrative Function = FINA
Function Event ID = Choose Award Notification (Code varies between institutions)
Selection Tool = PS Query
Query Name = CTC_FA_SB_1ST_AWRD_NOTIF (Will include students who have not
received an award notification)
8. Select Edit Prompts — Enter the following:
a. Institution
b. Aid Year
c. Letter - Make sure the letter code matches the letter code in the Event ID
9. Select Preview Selection Results

NouhRWNR
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[ 3C Engine Parameters ‘ | Manage Duplicate Assignment

FA Business Flow

Run Control ID WA171_EY_ASSGN_AWD LTR KF Report Manager Process Monitor

Process 3Cs Process Joint Records

I Population Selection I
U Trigger Table
[JMass Change

@® No Joint Processing
O Yes, all Joint IDs

O Yes, if match exists

Event Selection

Academic Institution | WA171 Cl|SpUkane .

Administrative Function | FINA Q|

Financial Aid

Event ID | FLSOAWARD Q | Award Notification

Detail

~ Communication Key

FAAWARD  Award Notification

~ Checklist Code

~ Comment Category

Population Selection

Edit Prompts

Launch Query Manager

Selection Tool PS Query v|

Query Name | CTC_FA_SB_1ST_AWRD_NOTIF

Q|

3C Engine Parameters | Manage Duplicate Assignment

v/ Select Manage Duplicate Assignment tab

X
Help
Query Prompts
“Institution [wa171 Q|
“Aid¥r [2006 Q]
“Letter |L80 Q‘
OK ” Cancel l
.
Preview Selection Results
[ Add H Update/Display

10. Under Duplicate Communication Check use the dropdown menu next to ‘Variable

Data’ and choose Match
11. Select Run

Remember —When using the
match functionality the student
will only receive this letter code

once for the aid year. When
using the same letter code for 1%

and revised notifications,
uncheck the Duplicate
Communication box and leave
the Variable Data field blank.
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[ 3C Engine Parameters

[ Manage Duplicate Assignment

Run Control ID a4 71_EY_ASSGN_AWD LTR KF Report Manager Process Monitor

Duplicate Communication Check

Check Duplicate Communication Explain

Additional Conditions to Prevent Duplicate Communication

Variable Data | Match V| Explain
Communication Status | V| Explain
Duplicate Checklist Check
Check Duplicate Checklist Explain

Additional Conditions to Prevent Duplicate Checklist

Variable Data ‘ V| Explain

Checklist Status ‘ v| Explain

(]

3C Engine Parameters | Manage Duplicate Assignment

12. From the Process Scheduler Request page select the 3C Engine box and select OK

Process Scheduler Request

UserlD CTC_KFORSBERG Run Control ID WA171_EY_ASSGN_AWD_LTR_KF
Server Name I v] Run Date |‘
Recurrence | V| Run Time |8:25:11AM | [ Reset to Current Date/Time
Time Zone | Q
Process List
Select Description Process Name Process Type “Type *Format Distribution
3C ENGINE JCENGINE Application Engine Web V| | TXT v Distnbution

13. Ensure Process Monitor reads Success and Posted
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Sending Award Communication

Navigation Description
Campus Community > Communications > Assigning and Sending Award Notifications
Communication Generation

Selection Parameters

. Enter New or use existing Run Control ID

. ID Selection = All Person IDs

. Letter Code = Choose the letter code from the previous steps
. Communication Method Usage — Method = E-Mail

A W N =

| Selection Parameters H Process Parameters ‘ | Email Parameters | ‘ Checklist Parameters |
Run Control ID WA171 EY AWD LTR COMM GEN KF Report Manager Process Monitor
ID Selection
| ID Selection | All Person IDs v

~ Letter Code Selection

|LBO Q‘ Award Notification Administrative Function FINA  Financial Aid

Template Selection

Report Name CTCFA_SP_L80 Award Notification Letter View Report Definition
Data Source D CTC_FA_DATASOURCE_AWARD_2

Template List

= —
Template ID Description Language Method Default Template
CTCFA_SP_L80 1 AWDNOTIFICATION_Email SCC English E-Mail
CTCFA_SP_180_2 AWDNOTIFICATION_Printer SCC English Letter

> Enclosures Assigned (Softcopy)

No Matching Template Found Refresh Enclosure List
@® Use Default Template O Do Not Produce Communication
Communication Language Usage Communication Method Usage
@ Specified @ Specified
O Preferred . English - OPreferred | Method | E-Mail .,|

Add Update/Display

Selection Parameters | Process Parameters | Email Parameters | Checklist Parameters
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Process Parameters

Person Communication Usage Section:

8. Address = FA Email and Postal Address
9. Address Name = FA Student Name

10. Salutation = FA Student Name

11. Extra Name = FA Student Name

Communication Date Range Selection

12. From Date — Select desired date
13. To Date — Select current date

14. Sort Option — All Alphabetically by ID Type

FA Business Flow
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| Selection Parameters | ‘ Process Parameters | | Email Parameters | ‘ Checklist Parameters
Run Control ID  wa171 EY AWD LTR COMM GEN KF Report Manager Process Monitor
Usage Tables Communication Processing Dates
Person Communication Usage Communication Date Range Selection

Address | FA Email and Postal Address v|

*From Date |07/01/2025 []|

FA Student Name - E—

Address Name | “To Date | 07/01/2030 ‘

Salutation | FA Student Name v| A
Extra Name || FA Student Name v|

[J Use Preferred Email Address Update Communication Generation Date With

O Communication Date
@® System Date
Joint Salutation Usage O User Supplied Date

Joint Name R

Update Communication Completed Date With

O Communication Date
@® System Date
Org Recipient v O User Supplied Date

Org Communication Usage

Contact Name v

Output Settings

*Sort Option All Alphabetically by 1D Type ~

O Online Preview

Send to Printer

Send to File
Create Envelopes

Create Labels

Missing Critical Data

B Produce Communication @ Complete Communication

(s ) (e

Selactinn Paramaters Praress Parameaters Fmail Parameaters Charklist Parameters

Email Parameters

7. From = Enter the desired email addressed used by the institution

8. Subject = Enter a subject line for the email communication

9. Reply to = Enter the desired email addressed used by the institution
10. Sender = Enter the desired email addressed used by the institution
11. Bounce to = Enter the desired email addressed used by the institution
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12. Select Run

Selection Parameters ‘ [ Process Parameters ‘ [ Email Parameters ‘ [ Checklist Parameters
Run Control ID  \ya171 EY AWD LTR COMM GEN KE Report Manager Process Monitor Run
Email Parameters
| From |fsoc@soc.spnkane.edu |
*Required if communication method usage is specific email or preferred.
| Subject |F0r Review: 2025-2026 Financial Aid Award Letter Notification |
*Required if communication method usage is specific email or preferred.
Reply to | fscc@scc.spokane.edu |
Sender | fscc@scc.spokane.edu |
Bounce to | fscc@sce.spokane.edu |
Importance Sensitivity
Olow ® normal
@® normal Opersonal
Ohigh O private
O company-confidential
Selection Parameters | Process Parameters | Email Parameters | Checklist Parameters
Choose SCC_COMMGEN from the Process Scheduler Request — Select OK
Process Scheduler Request
UserlD CTC KFORSBERG Run Control ID  WA171_EY AWD LTR_COMM GEN_KF
Server Name | v Run Date |07/14/2025 ]
Recurrence | V| Run Time |9:54:05AM | I Reset to Current Date/Time
Time Zone | Q
Process List
Select  Description Process Name Process Type *Type *Format Distribution
SCC_COMMGEN SCC_COMMGEN Application Engine Web V‘ ‘ TXT - Distribution

Be sure Process Monitor reads Success and Posted
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Revised Award Notification

Navigation Description

Campus Community > 3C Engine > Run 3C Engine | Assigning and Sending Revised Award

Notifications

3C Engine Parameters

N kR WNRE

Enter New or use existing Run Control ID
Select Population Selection
Enter Academic Institution
Administrative Function = FINA
Function Event ID = Choose Award Notification (Code varies between institutions)
Selection Tool = PS Query
Query Name = QCS_FA_SB_AWRD_NOTIF_CHANGE (Will include students who are
receiving a revision award notification)
Select Edit Prompts — Enter the following:
a. Institution
b. Aid Year
c. Letter - Make sure the letter code matches the letter code in the Event ID
Optional - Select Preview Selection Results
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[ 3C Engine Parameters ‘ [ Manage Duplicate Assignment
Run Control ID wa171 EY ASSGN REV AWD LTR KF Report Manager Process Monitor
Process 3Cs Process Joint Records
Population Selection ® No Joint Processing
U'rigger Table O Yes, all Joint IDs
[J Mass Change

O Yes, if match exists

Event Selection

Academic Institution |WA171 Q ‘ Spokane CC
Administrative Function |FINA Q ‘
——— Financial Aid X
Event ID | FLBOAWARD Q ‘ Award Notification Detall Help
~  Communication Key Query Prompts
FAAWARD  Award Notification “Institution |WA171 Q \
~ Checklist Code “AidYr [2026 Q]

“Letter |L80 Q|

~ Comment Category
I OK ” Cancel ]

Population Selection

Edit Prompts.
Selection Tool PS Query v‘

Query Name |QCS_FA_SB_AWRD_NOTIF_CHANGE Q‘

Launch Query Manager Preview Selection Results

3C Engine Parameters | Manage Duplicate Assignment

v/ Select Manage Duplicate Assignment tab
10. The Duplicate Communication Check box should be unchecked

11. Select Run Remember — When using the
match functionality the student
will only receive this letter code
once for the aid year. When
using the same letter code for 1%
and revised notifications,
uncheck the Duplicate
Communication box and leave
the Variable Data field blank.
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| 3C Engine Parameters | | Manage Duplicate Assignment

FA Business Flow

Run Control ID WA171_EY_ASSGN_REV_AWD_LTR_KF Report Manager

Duplicate Communication Check

[J Check Duplicate Communication Explain

Additional Conditions to Prevent Duplicate Communication

Variable Data v

Communication Status o

Duplicate Checklist Check

B Check Duplicate Checklist Explain

Additional Conditions to Prevent Duplicate Checklist

Variable Data ‘ "‘

Checklist Status ‘ v‘

3C Engine Parameters | Manage Duplicate Assignment

Process Monitor

Explain

Explain

Explain

Explain

[ Add H Update/Display ]

12. From the Process Scheduler Request page select the 3C Engine box and select OK

Process Scheduler Request

UserlD CTC _KFORSBERG

Run Control ID  WA171 EY ASSGN REV AWD LTR KF

Server Name | v| Run Date |07/14/2025 ‘
Recurrence | V| Run Time ‘1:11:40F'M | l Reset to Current Date/Time
Time Zone | Q
Process List
Select Description Process Name Process Type ~Type -Format Distribution
3C ENGINE 3CENGINE Application Engine V| | TXT v Distribution

13. Ensure Process Monitor reads Success and Posted
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Sending Revised Award Communication

Navigation Description
Campus Community > Communications > Assigning and Sending Revised Award
Communication Generation Notifications

Selection Parameters

. Enter New or use existing Run Control ID
. ID Selection = All Person IDs
Letter Code = Choose the letter code from the previous steps

©® N O v

. Communication Method Usage — Method = E-Mail

| Selection Parameters || Process Parameters ‘ ‘ Email Parameters ‘ | Checklist Parameters |
Run Control ID WA171 EY AWD REV COMM GEN KF Report Manager Process Monitor
ID Selection
| ID Selection I All Person IDs ~

v Letter Code Selection

Lo Q ‘ Award Notification Administrative Function FINA  Financial Aid

Template Selection

Report Name CTCFA_SP_L80 Award Nofification Letter View Report Definition
Data Source D CTC_FA_DATASOURCE_AWARD._2

Template List

= -
Template ID Description Language Method Default Template
CTCFA_SP_L80_1 AWDNOTIFICATION_Email SCC English E-Mail
CTCFA _SP_L80 2 AWDNOTIFICATION_Printer SCC English Letter

> Enclosures Assigned (Softcopy)

No Matching Template Found Refresh Enclosure List
@® Use Default Template O Do Not Produce Communication

Communication Language Usage Communication Method Usage
@® Specified @ Specified

O Preferred ; OPreferred | ;
referre: Language | English v referre Method || E-Mail v|

Selection Parameters | Process Parameters | Email Parameters | Checklist Parameters
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Process Parameters
Person Communication Usage Section:

15. Address = FA Email and Postal Address
16. Address Name = FA Student Name

17. Salutation = FA Student Name

18. Extra Name = FA Student Name

Communication Date Range Selection

19. From Date — Select desired date
20. To Date — Select current date

Updated 07/22/2025Page 136



@ CtC Li n k FA Business Flow

‘ Selection Parameters | | Process Parameters | ‘ Email Parameters ‘ ‘ Checklist Parameters
Run Control ID WA171 EY AWD REV COMM GEN KF Report Manager Process Monitor
Usage Tables Communication Processing Dates
Person Communication Usage Communication Date Range Selection
FA Email and Postal Address ~ P —————
Address | | “From Date [07/01/2025 [
FA Student Name ~ P ————
Address Name | | *To Date |07012030 [H]|
Salutation | FA Student Name v| -
Extra Name | FA Student Name V|

JUse Preferred Email Address Update Communication Generation Date With

© Communication Date
@® System Date
Joint Salutation Usage O User Supplied Date

Joint Name

Update Communication Completed Date With

O Communication Date
@® System Date
Org Recipient v O User Supplied Date

Org Communication Usage

Contact Name <

Output Settings

*Sort Option | All Alphabetically by 1D Type ~

D Online Preview

Send to Printer

Send to File
Create Envelopes

Create Labels

Missing Critical Data

@ Produce Communication @ Complete Communication

Selection Parameters | Process Parameters Email Parameters | Checklist Parameters

Email Parameters

13. From = Enter the desired email addressed used by the institution

14. Subject = Enter a subject line for the email communication

15. Reply to = Enter the desired email addressed used by the institution
16. Sender = Enter the desired email addressed used by the institution
17. Bounce to = Enter the desired email addressed used by the institution
18. Select Run
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[ Selection Parameters H Process Parameters H Email Parameters H Checklist Parameters

Run Control ID \wa171 EY AWD REV COMM GEN KF Report Manager Process Monitor Run

Email Parameters

| From Ifsoc@soc.spnkane.edu |

*Required if communication method usage is specific email or preferred.

| Subject |F0r Review: Revised 2025-2026 Award Letter Notification |

*Required if communication method usage is specific email or preferrad

Reply to | fscc@sce.spokane.edu |

Sender |fscc@scc.spokane.edu |

Bounce to | fscc@scc.spokane.edu |

Importance Sensitivity
Olow @® normal
@ normal Opersonal
O high O private

O company-confidential

Selection Parameters | Process Parameters | Email Parameters | Checklist Parameters

Choose SCC_COMMGEN from the Process Scheduler Request — Select OK

Process Scheduler Request

UserID CTC_KFORSBERG Run Ceontrol ID WA171_EY_AWD_REV_GOMM_GEN_KF
Server Name | v| Run Date |07/14/2025 =]
Recurrence ‘ v‘ Run Time |1i34'30F'M | l Reset to Current Date/Time
Time Zone ‘ Q
Process List
Select  Description Process Name Process Type =Type *Format Distribution
SCC_COMMGEN SCC_COMMGEN Application Engine Web V| | TXT v Distribution

Be sure Process Monitor reads Success and Posted
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WCG Override Process (Optional)

This process is used to lock students’ WCG Eligible Data page once their eligibility has been determined
(i.e. file review process is complete) and the student has already gone through auto/mass packaging. By
locking the WCG Eligible Data page, it would prevent changing the student’s eligibility without the
college knowing, i.e., if a subsequent ISIR is loaded with update information.*

WCG Override Process
Navigation Description
Financial Aid > CTC Custom > CTC Interfaces > This optional process checks the Lock Eligibility
WA College Grant > WCG Override Process Override checkbox on the WCG Eligible Data page

for students who have already been packaged an
WCG award with an Offer Amount greater than
zero.

Enter New or use existing Run Control ID
e Choose PS Query from the Selection Tool dropdown menu
o Use the look up tool next to Query Name to choose: QCS_FA_SNG_OVERRIDE
e Select the Edit Prompts link and enter the following information:
o Institution
o Aid Year
o Choose ‘Yes’ from the Eligible dropdown menu
e Under Parameters enter Institution and Aid Year
e Select the ‘Lock Eligibility’ checkbox
e Select Run

Run Control ID  \WA171_WCG_OVERRIDE_KF Report Manager ~ Process Monitor Run

Population Selection

Population Selection

Selection Tool| PS Query v| | Edit Prompts Help
s EA WEG O
Query Name |OCS_FA_WCG_OVERRIDE Q. Launch Query Manager W Selection Results Query Prompts
*Institution WA171 |Q

Parameters TAID Y2026 |
) Vo = — *ELIGIBLE] Yes v|
*Academic Institution: WA1T1 Q.  Spokane CC [ Lock Eligibility
I OK I Cancel
*Aid Year: 2026 @, 2025-2026 Financial Aid Year
|5l save [ Add | & Update/Display

! For colleges who have used the FAM application, this process was intended to mimic when the Date Received field
was populated for ‘WA’ track code to prevent the student’s eligibility from changing when a new ISIR was loaded.
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From the Process Scheduler Request page select the Select box and select OK

Process Scheduler Request

User ID CTC_KFORSBERG Run Control ID WA1T1_WCG_OVERRIDE_KF
Server Name | v] Run Date | 07/14/2025 [
Recurrence | v| Run Time | 1:57-18PM Reset to Current DatefTime
Time Zone Q
Process List
Select Description Process Name Process Type *Type * Format Distribution
E008 : WCG Override Process CTC_SNG_OVR Application Engine | \Web v| |TXT w | Distribution

Cancel

Ensure the process runs to Success and Posted
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Managing User Edit Messages - UEMs

Navigation Description

Financial Aid > Disbursement > Process User Edit | Assign UEMs to block disbursement for students

Message who have a SAP status of ‘PLAN’ and an
accepted award this an amount greater than
zero

*Note ctcLink has configured UEMs that will impact only traditional aid
1. Enter New or use existing Run Control ID

Choose PS Query for the Selection Tool field

w N

Use the look up tool next to the Query Name field and populate with the following:
CTC_FA_SAP_PLAN_UEM

Select the Edit Prompts link and populate with Institution and Aid Year

In the Processing Mode section select the Update Messages radio button

In the Error Reporting Selection sector select the Report Error Messages radio button

N o vk

Under the Parameters section populate the following fields:
Institution = Desired Institution
Aid Year = Desired Aid Year
Term = Desired Term
Process = Blank
Msg Type = Error
Msg Code = ACDPLN (Acad Plan)
g. Msg Action = None Taken
8. Select Run then OK
9. Watch the Process Monitor for ‘Success’ and ‘Posted’

=0 o0 T O
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Run Control ID WA171_UEM_ASSGN_SAP_PLAN_KF Report Manager  Process Monitor Run

Population Selection

Selection Tool |PS Query v| I Edit Prompts I
Query Name JCTC_FA_SAP_PLAN_UEM Q

Launch Query Manager Preview Selection Results

Processing Mode

® Update Messages O Insert Messages O Delete Messages

Error Reporting Selection

® Report Error Messages C Do Not Report Messages O Report All Messages
Parameters Find | View Al First (4 10of1 (b Last
*Institution| WA171 Q. Spokane CC *Msg Type] Error v| [
“Ald Year| 2026 Q.  2025-2026 Financial Aid Year *Msg Code| ACDPLN Q@ Acad Plan
*Term| 2255 Q, 2025 SUMMR Msg Action] No Action Taken v|
Update Fields
Process Msg Acti . i
sg Action | See “Creating a User Edit
Message” QRG for adding
individual UEMs
[5] save [E: Add || 5 Update/Display

Enrollment Level Hold/Service Indicator Process-Enrollment Intensity
The steps in this section support the authorization and disbursement process, preventing the
disbursement of financial aid that exceeds the amount for which the student is eligible, based on
enrollment intensity. The process identifies students whose enrollment intensity at the time of awarding
is different than the enrollment intensity at the time of authorization and disbursement. In addition, the
process identifies students who need their awards adjusted from full-time to less-than-full-time.

By following these steps, the colleges will be:

e Mass updating the packaging variables page to include ‘1.00’(full-time) enrollment intensity for
all term in the Var Num 1-4 fields. The current FLF process uses the Var Char 1-4 fields.

® Mass assigning the ‘FLF’ service indicator for students whose Enrollment Intensity value on FA
Term is other than full-time and the packaging variable is ‘1.00. for the term. If the ‘LFTDH’
service impact is included in the Define Item Type Rules setup, disbursement of aid will not occur
until colleges have a chance to review and make necessary adjustments.
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e Reviewing the Authorization Failure Report (or FLF only query list) and making any necessary
adjustments to the packaging variables page, awards, and/or Enrollment Intensity on FA Term.

® Mass releasing the ‘FLF’ service indicator for students whose Enrollment Intensity value on FA

Term matches the packaging variable value.

FA Support added an additional Reason Code of FAEI-Enroll Intent less than 100% to each college’s FLF
Service Indicator Code. Please note you will need to have your LSA add this to your Service Indicator

Security.
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Navigation Description
Set Up SACR > System Administration > Utilities | This process updates the User Var Num #1 - #4
> Population Update > Population Update fields on the Assign Packaging Variables page
Process from ‘0‘ to ‘1.00’; setting all 4 terms to
enroliment intensity 100%.
Note:

e User Variable Number #1 = Fall Term

e User Variable Number #2 = Winter Term

e User Variable Number #3 = Spring Term

e User Variable Number #4 = Summer
Term

1. Enter New or use existing Run Control ID
Record (Table) Name = STDNT_PKG_VAR - Student Packaging Variables
3. Enter the following:
e Institution
e Aid Year
e Academic Career = UGRD

4. Error Reporting Selection = Check the “Report Error Messages” radio button
5. Selection Tool = PS Query
6. Query Name = QCS_FA_ASSIGN_PKG_VARS_EI
7. Select Edit Prompts and enter the following:
e |Institution
e Aid Year
e Select OK
8. Enter the following in the Select Fields to Update section:
Field Name Field Value
e User Variable Number #1 1.00
e User Variable Number #2 1.00
e User Variable Number #3 1.00
e User Variable Number #4 1.00

9. Select Preview Selection Results to review list of students receiving update
10. Select Run

11. Ensure the SCC_POP_UPD checkbox is selected, and select OK

12. Ensure process runs to “Success” and “Posted”
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Run Control ID  \WA171_EY_ASSGN_PKG_VARS_EI_KF

Select Record fields for update

Report Manager

Process Monitor

I “Record (Table) Name] STDNT_PKG_VAR - Student Packaging Variables

Institution) WAT71 /@ gpokane co

Academic Career| YGRD |Q  ungergraduate

Error Reporting Selection

Report Error Messages @

Population Selection

Do Not Report Messages. O

Selection Tool| PS Query

U [ / i

Personalize | Find | view 2 | (2 | &

Query Name|QCS_FA_ASSIGN_PKG_VARS_EI Q) Launch Query Manager
Select Fields to Update
Field Name Field Value
| User Variable Numeric #1 v| 1.00
| User Variable Numerice #2 v | 1.00
[ User Vaniable Numeric #3 ~| 1.00
| User Variable Numeric #4 v| 1.00

Select Attributes to Update

Save ||[=] Notify

FA Business Flow

Find | View All First (4) 10of1 () Last

HEE

Aid Year|2026 |Q 2025-2026 Financial Aid Year

Help

Report All Messages O Query Prompts

*Institufion|WATT1 |Q
“Aid Year|2026 | Cy

Cancel
Preview Selection Resulis

First (40 14¢

H & &
Moo E

Er Add || F Update/Display
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Navigation Description

(Student) > Mass Assign

Campus Community > Service Indicators This process batch-assigns th
indicator to students who have a ‘1.00’ value in
the corresponding User Var Num field for the

term on which the process is

a value other than ‘1.00’ in the Enroliment
Intensity field on FA Term for the same term.

e ‘FLF’ service

being run but have

o N o w

Enter New or use existing Run Control ID
Query Name = QCS_FA_ENROLL_INT_FLF_ADD
Select Edit Prompts and enter the following:
a. Institution
b. Aid Year
c. Term
d. Select OK
Under Service Indicator Data enter the following:
a. Institution
b. Service Indicator Code = FLF Financial Aid Less than FT
¢. Reason = FAEI Enrollment Intensity Less Than 100%
Under Effective Period choose the desired Start Term and End Term

Select Run
Select the SCC_SI ASSN checkbox and then select OK
Ensure process runs to “Success” and “Posted”

Updated 07/22/2025Page 146



@ CTC Lin k FA Business Flow

Run Control ID  WA171_EY_ASSGN_SI_FLF_EI_KF Report Manager  Process Monitor Run

Population Selection
Selection Tool| PS Query v| | Edit Prompts
Query Name] QCS_FA_ENROLL_INT_FLF_ADD &}

Launch Query Mahager Preview Selection Resultz

Service Indicator Data

*Institution| Spokane CC AN

*Service Indicator Code] FLF Q) Financial Aid Less than FT

*Reasond FAEL  |Q, Enpoll Intent less than 100% O use Yystem Date

Effective Period

SUMMER 2025

2255 Q. SUMMER 2025 | End Term |2255

Start Date El End Date
Assignment Details
*Department | 99304 Q. sCC Financial Aid/Work Study
Reference Help
Amount 0.000 Currency Code |USD | poliar Query Prompts
Contact Information “Institution] WATT1 |Q
Contact 1D &} Contact Person *Aid Year] 2026 |Q
Placed Person ID aQ, Placed By *Term} 2255 |3y
Cancel
Comments
2
_EJJSave [=] Motify =+ Add 4 Update/Display
Service Indicator List Query (Optional)
Navigation Description
Reporting Tools > Query > Schedule Queries In addition to using the Authorization Failure

Report to identify students who have the ‘FLF’
service indicator assigned that need aid
adjusted, and Packaging Variables page updated
for the appropriate term, colleges have the
option to run a query. The query will list only
students with the ‘FLF’ service indicator.

1. Enter New or use existing Run Control ID
2. Query Name = CTC_FA_SRVC_INDICATOR_LIST
3. Select Search
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Run Control ID WA171_FLF_EI_SI_LST_QRY_KF Report Manager  Process Monitor

Query Name |CTC_FA_SRVC_INDICATOR_LIST \ Search

*Description | |

l Add H Update/Display

4. Choose the appropriate Query from the Search results

Scheduled Query Search Page

*Query Type: ‘ Queries v‘
Query: (CTC_FA_SRVC_INDICATOR_LIST |

Query
‘E;‘ ‘E‘ 110f1 v | View Al
CTC_FA_SRVC_INDICATOR_LIST ‘ List of Srvc Ind By Term Public
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5. Enter the following when the Edit Prompts appear:

e Institution

e Active Term

e Service Indicator Code = FLF
o Select OK

X

Help
CTC_FA_SRVC_INDICATOR_LIST

“Institution | Wa171 Q|

“Active Term | 2255 Q|

srvindcd | FLF ‘

OK l Cancel l

6. You will be returned to the Schedule Queries page with the fields populated
7. Select Run

Run Control ID WA171 FLF El Sl LST QRY KF Report Manager Pracess Monitor
Query Name | CTC_FA_SRVC_INDICATOR_LIST | Search

*Description | List of Srvc Ind By Term |

Update Parameters

Prompt Name Value

INSTITUTION | WA171 y
SRVC_IND_ACT_TERM | 2255 v
SRVC_IND_CD |FLF y

] »

I Add H Update/Display

8. Ensure process runs to “Success” and “Posted”
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Select Process Monitor

From the Process List select Actions, and then select the View Log/Trace option

‘ Process List H Server List ‘

View Process Requests

UserID [CTGKFORSBI Q | Type | v [ ast v| \ 30| [oays | Refresh

Server ‘ "‘ Name ‘ Q ‘ Instance ‘ ‘ Range Clear

i

Run Status ‘ "‘ Distribution Status ‘ "‘ Save On Refresh Report Manager Reset

~ Process List
|

E‘ “110of11 v View All

Select Instance  Seq.  Run Control ID Process Type Process Name  User Run DatelTime Run Status SirioUON perails  Actions

{210058768 | {WA171_FLF_EI_SI_LST_QRY_KF { Application Engine | PSQUERY | CTC_KFORSBERG | 07/14/2026 3:09:11PM PDT |Success  {Posted  |Detalls |

Update Process >
210058767 WA1T1_EY_ASSGN_SI_FLF_EI_KF Application Engine  SCC_SI_ASSN  CTC_KFORSBERG 07/14/2025 3:0347PMPDT Success  Posted Details

Details
210058766 WA171_EY_ASSGN_PKG_VARS_EI_KF  Application Engine  SCC_POP_UPD  CTC_KFORSBERG  (07/14/2025 2:23:16PM PDT Success  Posted Details Parameters
Message Log
210058764 WA1T1_EY_ASSGN_REV_AWD_LTR_KF Application Engine 3CENGINE CTC_KFORSBERG 07/14/2025 1:11:40PM PDT  Success Posted Details Batch Timings

210058763 WA1T1_EY_AWD_LTR_COMM_GEN_KF  Application Engine SCC_COMMGEN CTC_KFORSBERG 07/14/2025 9:54:05AM PDT  Success Posted Details

View Log/Trace h

Select the CTC_FA_SRVC_INDICATOR_LIST-XXXXXXX.CSV

View Log/Trace

Report

ReportID 19222415 Process Instance 210058768 Message Log
Name PSQUERY Process Type Application Engine
Run Status Success
List of Srvc Ind By Term

Distribution Details

Distribution Node local Expiration Date | 05/13/2025

File List
Name File Size (bytes) Datetime Created
AE_PSQUERY_210058768 lcg 166 07/1412025 3:09:51.504857PM PDT

CTC_FA_SRVC_INDICATOR_LIST-
210058768.csv 36,967 07/14/2025 3:09:51 504657PM PDT

Distribute To
Distribution ID Type *Distribution ID

User CTC_KFORSBERG

This link will open a request to open the results in an Excel Spreadsheet
Select OK or OPEN
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Distribute To
Distribution ID Type ~Distribution ID

User

What do you want to do with
Return CTC_FA_SRVC_INDICATOR_LIST-40409039.csv? Save 2 Cancel X

From: cs-trd.peoplesoft-nonprod-aws.ctclink.sbctc.edu

Use the report to update the students listed

x"  autesave (@ off) [E] © ~ =~  CTC_FA_SRVC_INDICATOR_LIST-21005874

File Home Insert DOraw Page Layout Formulas Data Review  Vig

'x' Cut [Aptos MNarrow = = [E]‘ 4
paste 1 COPY B I U~ = = =g
~ @Fﬂlmai Painter - -

Clipboard

First Name Institution SrvInd Cd Srvc Reasn Active Term
101001380 WALTL FLF FAEI 2255
) 101001673 WAL71 FLF FAEI 2255
£ 101003628 WALTL FLF FAEI 2255
101009890 WAL71 FLF FAEI 2255
101044110 WALTL FLF FAEI 2255

Adjust aid as necessary
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Updating Packaging Variables

Navigation Description
Awards > Award Processing > Assign Packaging Update Packaging Variables to reflect students
Variables enrollment intensity on FA Term
From the Assign Packaging Variables page enter the following:
e StudentID
e Institution
e Aid Year
e Select Search

Update Packaging Variable Term values. If, for example, awards for fall are modified, set the
Var Num1 to match the FA Term load. The next time the FLF Mass Release runs, the service
indicator will be removed. They can also be removed manually. Be sure to select Save when
updating Packaging Variables.

User Variables Rating Component 1 Rating Component 2 Additional Variables

ID 1010013280 Aid Year 2026 2 *

Institution WA171 Career UGRD Undergraduate

Var Char1 Var Num1 1.000 [ user Variable Y/N Flag #1
Var Char2 Var Numz2 1.000 (O user Variable Y/N Flag #2
Var Char3 Var Num3 1.000 Juser Variable Y/N Flag #3
Var Char4 Var Num4 0830 (J user Variable Y/N Flag #4
Var Char5 var Nums5 0.000] y  Ouser variable Y/N Flag #5
Var Char6 Var NuméG 0.000 \\ [Juser variable ¥/N Flag #6
Var Char7 Var Num7 0.000 \l‘.,. [J User Variable Y/N Flag #7
Var Charg Var Num8 0.000 \‘g Ou

| *Note
Var Char9 Var Num®9 0.000 A

Oy FA Term has a value of
“D.83, 3/4 time” for the
Summer Term

Var Char10 Var Num10 0.000

Var Numl is updated
| with “0.83"

[@r Return to Search [=7] Notify

User Variables | Rating Component 1 | Rating Component 2 | Additional Variables

Once the Packaging Variables are updated the awards can be updated to reflect the less than
full time enrollment values.
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Remove FLF Service Indicator

Navigation Description

Campus Community > Service Indicators Remove FLF Service Indicators from students

(Student) > Mass Release where all aid has disbursed, or Packaging
Variable now matches the corresponding FA
Term row.

1. Enter New or use existing Run Control ID
Query Name = QCS_FA_ENROLL_INT_FLF_REMOVE
3. Select Edit Prompts and enter the following:
a. Institution
b. Aid Year
c. Term
d. Select OK
4. Under Service Indicator Data enter the following:
a. Institution
b. Service Indicator Code = FLF Financial Aid Less than FT
c. Reason = FAEI Enroll Intent less than 100%
Under Effective Period choose the desired Start Term and End Term
Select Run
Ensure the select SCC_SI_RLS checkbox is selected and select OK

Ensure process runs to “Success” and “Posted”

© N o w

Run Control ID WA171_EY_RMV_S|_FLF_EI_KF Report Manager Process Monitor Run

Population Selection

Selection Tool | PS Query v| Edit Prompts

Query Name JQCS_FA_ENROLL_INT_FLF_REMOVE |

Launch Query Mana Preview Selection Results

Service Indicator Data

*Institution | Spokane CC ~ Help

*Service Indicator Code|FLF | Q)

Financial Aid Less than FT Query Prompts

“Reason|FAE Q@ Enroll Intent less than 100% *Inst VAIT1 @

Effective Period

2255 |Q SUMMER 2025 2255 |@Q SUMMER 2025 Cancel
Start Date [ End Date [&)
[§)Save | |[=] Motify =4 Add 2 Update/Display
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Disbursing Financial Aid

Processing Award Authorization

Navigation Description

Financial Aid > Disbursement > Process Award Authorize financial aid in batch by selecting

Authorizations records for authorization in preparation for
disbursement

1. Enter New or use existing Run Control ID
Under Run Control Parameters populate Institution and Aid Year fields
3. Check the ‘Update Switch’ and ‘Process Selected Term’ boxes
a. *Note — When Update Switch is unchecked an institution is able to run the
process in Simulation mode and still view results on the Authorization Failure
Report
b. By checking the Update Switch box an institution is able to run the process in
Live mode
Under Select Terms fields populate the Term information with the desired term code
5. Ensure the ‘Active’ box is checked

Select Run
Authorize Aid
Run Control ID WA1T1_EY_DISB_AUTH_KF Report Manager  Process Monitor
Run Control Parameters Find | View All First (4) 10f1 (» Last

“Institution|WATT1 |Q gpokane cC =
“Aid Year)2026 |Gy 70252026 Financial Aid Year

Update Switch

Process Selected Terms [ Process Selected Items
Select Terms Personalize | Find | View Al | (0| First (4 10f1 (») Last
Term
1 SUMMER 2025 B B
Select Item Types Personalize | Find | View All | (2] | Q First (4 10f1 (») Last
Item Type
1 Q [+ =
Process Instance Run Date and Time
[5] Save ||[=] Notify =% Add 27 Update/Display
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Authorization Failure Report

Navigation Description
Financial Aid > Disbursement > Authorization Used to review student aid that failed to
Failure Report authorize for disbursement.

1. Enter New or Use existing Run Control ID
2. Under Parameters populate the following fields:

a. Academic Institution

b. Aid Year

c. Term (*Note — Ensure this matches the term used in the authorization process)
3. Select Run

Authorization Failure Report

Run Control I WA171_EY_DISB_AUTH_FAIL_RPT_KF Report Manager  Process Monitor Run

Parameters

*Academic Institution]\WA171 |3 Spokane CC
*Aid Year|2026 |Q 2025-2026 Financial Aid Year
Term|2255 |Q SUMMER 2025
FinAid Type|_____ v|
Source |:\
Item Type Q
[5]save ||[=] Motify = Add #7| Update/Display

The Process Scheduler Request page will open
o Choose the ‘Select’ box for the Authorization Failure Report for the Process Type of
‘Bl Publisher’
o Select OK — Ensure the Process Monitor reads ‘Success’ and ‘Posted’
Return to the Authorization Failure Report page and select Report Manger

Authorization Failure Report

Run Control ID  WA171_EY_DISE_AUTH_FAIL_RPT_KF Report Manager | Process Monitor Run

Process Instance: 210058770

Select the “FA913-Authorization Failure Report.pdf” link
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[ List H Explorer [ Administration [ Archives ‘
View Reports For
Folder ’ Vl Instance | | to | | l Refresh l
Name | | Created On | | | Last V| | 1|| Days ~
Reports
‘ 5 Q‘ 1112 0f 12 | View Al
I Completion Process
Report Report Description Folder Name Date/Time Report ID T
FA913 - Authorization | FA913 - AUTHORIZATION General 07/14/25 4:03PM 19299418 210058770

Failure Report.pdf FAILURE REFORT.PDF

When the Report opens select the “Authorization Failure Report.pdf” link

Report

ReportID 19222418 Process Instance 210058770 Message Log
Name XMLP Process Type XML Publisher
Run Status Success
FA913 - Authorization Failure Report. pdf
Distribution Details

Distribution Node local Expiration Date | 08/13/2025

File List
Name File Size (bytes) Datetime Created
Authorization Failure Report. pdf 86,999 07/14/2025 4:03:46.898777PM PDT

Distribute To
Distribution ID Type *Distribution ID

User CTC_KFORSBERG

Return
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Optional:
The Authorization Failure Report can be ran as a query and put into an Excel
spreadsheet

Navigation Description
Reporting Tools > Query > Query Viewer Used to work the student list whose aid failed to
authorize for disbursement.

In the Search By fields next to ‘begins with’ enter: CTC_FA913
Select Search

Select Run to Excel
Enter the ‘User ID’ and ‘Run Control ID’ of the person who ran Authorization Failure

Report

BONPE

Tip! Alternatively, query QCS_FA913_WITH_ERROR_COUNT can be run. This query counts
the number of authorization errors a student has.

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

"Search By ‘ Query Name V‘ | begins with FA913
e

Search Results

“Folder View - All Folders — v
Query
|E| ‘§| | ViewAll
Query Name Description Owner Folder 5%? E::;}o :;nrl'_m Schedul Definitional Ref ?dd 2
FA913 Authorization Failure Report Public E’I\EE‘E’ERED HTML XML Schedule Lookup References Favorite
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Process Disbursements

Navigation Description
Financial Aid > Disbursement > Process Moves disbursements from authorized to
Disbursements disbursed

1. Enter New or use existing Run Control ID
2. Under Control Parameters populate the following fields:
a. Institution
b. Aid Year
c. Check the Honor Disbursement Date box
d. Check the Process Selected Terms box
3. Under Select Terms populate the Term field with the desired term code (*Note -
Ensure Term Code is the same as the ones used in the previous steps)
4. Ensure the ‘Active’ box is checked
5. Select Run - Ensure the Process Monitor reads ‘Success’ and ‘Posted’

Disburse Aid
Run Control ID WA171_EY_DISB_BATCH_KF Report Manager  Process Monitor

Find | ViewAll  Run Control Parameters (4) 10f1 (o Last

Bacive ==

WAIT1 |Q spokane CC
2026 Q20252026 Financial A Year

Personalize | Find | ViewAll |G| [} First (0 1of1 () Last Personalize | Find | View All | @] [ First (¢ 10f1 () Last

= = = =

[Save | Noty [+ Add_|[] UpdateiDispiay

Notify Student Financials that the group post is ready to be scheduled

Assign Tuition Hold Service Indicators

Tuition Hold Selection Criteria
CTC_FA_TUIT_HOLD_SI_ASSIGN_01 - If selected, run after Packaging
e Student has a FA Item Type with Accepted amount greater than zero
e Student has unpaid balance in Customer Account (Student Financials) greater than
zero for the same term as the award
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CTC_FA_TUIT_HOLD_SI_ASSIGN_02 - If selected, run before Packaging
Sap value is not ‘Not Meets’ or ‘Undetermined’

EFC = Official

Review Stats = Complete

Processing Status = Ready for Packaging

Student has unpaid balance in Customer Account (Student Financials) greater than
zero for the same award year

CTC_FA_TUIT_HOLD_SI_ASSIGN_03 - If selected, run before Packaging
e Prompted to select students by specific checklist item and checklist status
e Student has unpaid balance in Customer Account (Student Financials) greater than
zero for the same award year

CTC_FA_TUIT_HOLD_SI_ASSIGN_04 - If selected, run before Packaging
e Students Awards have been disbursed for current term

e Student has unpaid balance in Customer Account (Student Financials) greater than
zero for the same term as the award
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Mass Assign Tuition/Class Hold Service Indicator

Navigation Description
Campus Community > Service Indicators Assign a specific service indicator to group of
(Student) > Mass Assign students in batch

. Enter New or use existing Run Control ID

. Choose PS Query from the Selection Tool dropdown menu

Choose the desired query from the list above for the Query Name field
Select Edit Prompts and populate the fields and select ok

. Under Service Indicator Data section, populate the following fields:

i A WNBR

a. Institution
b. Service Indicator Code = FO2 (FA Tuition/Class Hold)
c. Reason = FAPND (Financial Aid Award Pending)
6. Under the Effective Period section, enter the desired terms in the Start Term and End
Term fields
7. Select Run

Run Control ID WA1T1_EY_ASSGN_SI_TUIT_HLD_KF Report Manager  Process Monitor Run

Population Selection
selection Tool] PS Query v] | Edit Prompts
Query Name| CTC_FA_TUIT_HOLD_SI_ASSIGN_01 |Qy

Launch Query Mahgger Preview Selection Results
Service Indicator Data
“Institution | Spokane CC A
*Service Indicator Code|F02 |Q . iion Due Date Extended!
*Reason|FAPND |Q Financial Aid Award Pending Ouse systeDate
Effective Period
_ _ Help
?235 Q. SUMMER 2025 2255 |Q sumn
Start Date El End Date 5] Query Prompts
*Institution JWA1T1 |Gy
Assignment Details
*AId YT 2026 |Q
*Department 99304 & SCC Financial Aid/Work Study Term |2255
Reference OK I Cancel
Amount 0.000 Currency Code |USD |Q,  polar

Contact Information j

Contact ID Q Contact Person

Placed Person ID Q Placed By
Comments
P

_EJJSave [=] Notify =% Add 21 Update/Display

A Mass Release can be run at the institution’s discretion
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