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Presenter
Presentation Notes
Today, we will be providing you with training on the Cal Grant programs and covering the following topics

We will be telling you a little about the Commission

About resources available to schools

The application process

The different award types

CG eligibility requirements

Award sequences

Renewals

As I stated, after renewals we will be taking a 15 minute break

When we return from break we will discuss your responsibility as a school in administering the Commission programs

Cash management and disbursement

We will teach you how to customize your roster and report

How to reconcile

And last but not least, a little about compliance reviews…

basically everything you always wanted to know about CG but were afraid to ask


RESOURCES



Who to Contact ?

School Support Services
schoolsupport@csac.ca.goy.
(888) 294 -0153
M — TH and every 4™ Friday from 8:00 a.m. to 5:00 p.m.
Closed from 12 - 1

— Press option 1 for: — Press option 2 for:

* Web Grants Roster help * Specialized Programs Operations
= New/adjusted payments = (Chafee
= Student Status = APLE
= (Calculating Need " Robert C. Byrd

e Web Grants Reports = All other Specialized Programs
" Accept/Reject — Press option 3 for:
- Lhka * Program Policy
= Other Reports e IPA

* Training

Cal Grant manual


Presenter
Presentation Notes
This phone line is designated for school official questions only and the phone number should never be given to students.

mailto:schoolsupport@csac.ca.gov

Who to Contact ?

Customer Relations Branch

For students
studentsSupPOLH@CSAC.CA.20V

(888) 224 7268
M — TH and every 4® Friday

1:00 p.m. to 5:00 p.m.
Closed 12 - 1

Students may also access their Cal Grant and Chafee
Grant information 24 hours a day on WebGrants for
Students at wawvav.webgrantsdstiudents.otg



Presenter
Presentation Notes
This line is designated for student calls only. If a parent calls this line and the student is over the age of 18, the Commission must have a 3rd party release on file before giving the parent any student specific information.

mailto:studentsupport@csac.ca.gov
http://www.webgrants4students.org/

Who to Contact ?
Technology Help Desk

csachelpdesk@csac.ca.o0ov

(888) 294 0148 ot
(916) 526-8989

* Contact the Help Desk for:
— Web Grants Access issues
— Web Grants password changes
— Changes to required Web Grants system agreements

— Changes to system administrators,/usets


Presenter
Presentation Notes
For technical assistance please contact CSAC’s Helpdesk.

mailto:csachelpdesk@csac.ca.gov

Sign Up for CSAC List Serv

Step 1
— Go to hittp:/ /[ SWawsv.csac.ca.gov/login.asp
— Or, www.csac.ca.oov — Links — CSAC List Serv

Step 2
— Enter Username: students
— Enter Password: 1SEC2001
Step 3
— Enter your e-mail address
Step 4

— Select which communications you would like to receive by

checking appropriate box
Step 5

— Click on “Publications” link to select specific
communications


Presenter
Presentation Notes
Sign up for the CSAC List Serve to automatically receive:

Grant Operational Memos (GOMs),

Grant Policy Bulletins (GPBs), and

Grant Special Alerts (GSAs)



Links-CSAC List Services-Professional Information



I highly encourage you to sign up for the Commission’s List Serv so you receive all the important updates sent to schools, some of which contain very important information regarding compliance, budget, funding, etc.



http://www.csac.ca.gov/login.asp
http://www.csac.ca.gov/login.asp
http://www.csac.ca.gov/

Commission Websites

Wawa.csac.ca.o0v (Cal Grant Manual)

wwaw.calorants.org High school students

https:/ /webgrants.csac.ca.gov:. CG schools

WAV Welbgtants4students.org applicants & recipients

wawvawv.californiacashiforcollege.oto For workshops

wavaveenatice.csac.ca.oov. Chatee participants



Presenter
Presentation Notes
The Commission’s Internet Website is www.csac.ca.gov. 

            School information 

Student forms

Workshop registration

CSAC List registration

Cal Grant Manual….which is being updated as we speak.







http://www.csac.ca.gov/
http://www.calgrants.org/
https://webgrants.csac.ca.gov/
https://webgrants.csac.ca.gov/
http://www.webgrants4students.org/
http://www.californiacashforcollege.org/
http://www.chafee.csac.ca.gov/

WebGrants for Students (WGS)

WGS? www.webgtants4students.org

Private and secure access to Cal Grant and Chafee Grant award
information, 24 /7

No need to wait on hold for a customer service tepresentative
Reduces student traffic in the financial aid office
Allows students to keep their award information up to date

On WGS, students can:

Check if their application data has been received

Check their award status and view their payment history
Check the addtess on file and update it on-line

Simulate a school change & submit the school change on-line
Verify high school graduation on-line

Process a leave of absence tequest on-line

Update student account on-line

Click on links to other financial aid infermation and web sites


Presenter
Presentation Notes
WGS is also:



Private

Secure

Available 24/7



And most importantly reduces traffic in the financial aid office

http://www.webgrants4students.org/




APPLICATION
PROCESS




The Applications

FAFSA

— Establishes financial need

— Submitted to FAFSA on the Web (FOTW) or
paper

Grade Point Average (GPA) Verification

— Establishes academic merit

— Submitted via WebGrants or by mail (G-4 Cal
Grant Verification Form)

Cal Grant C Supplemental Application
CC Enrollment Data File (Sept 2 Only)


Presenter
Presentation Notes
It takes two forms in order for a student to be considered for a Cal grant these forms are, a complete FAFSA for the academic year for which they are applying and a GPA verification.



If the student is found eligible for CG-C a supplemental application will be required. We contact these student’s via email and post card with instructions on retrieving completing this form, which is generally due 30 days from when the notification. 


Application Deadlines

* Mazrch 2

— [f deadline falls on a
holiday, Saturday or
Sunday the next

business day will be
the deadline

— For Entitlement,
Transfer
Entitlement,
Competitive (C1)
and Cal Grant C

* Septembet 2
— 11,250
Competitive (C2)
A & B awards for

community college
students only

==}

' -'L'." £
T

%
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Presentation Notes
There are two application deadlines. March 2nd and Sept. 2nd. 



You can see here that during the March 2nd deadline the Commission processes students for entitlement, transfer entitlement, Competitive and Cal Grant C awards. 



The Sept. 2nd deadline is only for CC students and is based on a competitive award selection only.


GPA Types

High school
Reestablished (community college)
College

Test Scores (limited citcumstances)

Questions?

— Blectronic GPA Upload Questions, Tabitha Frost (916)
464-2113

— School Support Branch (888) 294 -0153

— schoolsuppori@csac.ca.gov.



Presenter
Presentation Notes
Here is a list of acceptable GPAs. 



HS GPAs are based on 10th grade, summer after, 11th grade and summer after only. This is because the students are applying for the March 2nd deadline and are still in the process of completing the 12th grade. This student would be processed for an entitlement award.



A reestablished GPA is a GPA based on between 16-23 completed community college units.

This student would be processed for a competitive award only. 



A college GPA is a GPA based on 24 semester or 36 quarter units completed at either a community college or a University. This student would be processed for a competitive award only. 



Test scores from GED, ACT or SAT are acceptable for students that do not have a HS GPA or at least 16 community college units.   Transcripts are never accepted to verify GPA.

mailto:schoolsupport@csas.ca.gov




WebGrants Reports



WebGrants Generated Reports

* Grant Payment Roster * Unclaimed Awards
(weekly) Report

* Accept/Reject o [Unable to Determine
Transaction Report Eligibility Report
(weekly)

* Monthly Payment
Activity Report


Presenter
Presentation Notes
OK, here are a few reports that WG offers… All of these reports are available by clicking on the Data Transfer Link as we demonstrated when retrieving the Grant Roster Report.  We will discuss these slide in a little more detail.


Grant Payment Roster

California Student Aid Commission (Instance = saprd) Hore

Tk Hebp Sign Out
WebGrants System Enrollment ~ GPA Studert Infa Sthaol Info RosteReconciliation

Data Transfer

Welcome! SAGLAN
To the WebGrants System

Please contact your School's System Administrator if you need access to additional screens.

N T

. Enrollment ¢ View Your Account Details

. GPA ¢ Help With Your Account

L Student Info

L School Info

. Roster/Reconciliation

. Data Trangest rose)

0 Privacy Palicy  Copyright 2000-2007, California Student Aid Commission Contact Ll

VERIFY®



Presenter
Presentation Notes
Now I’ll explain how to access your roster.


Grant Payment Roster

California Student Aid Commission (Instance = saprd)
WebGrants System Enroliment GPA Student Info Schoal Info

Hame Toals Help  Sign Out
Data Transfer

Roster/Reconciliation Main

Roster Reconciliation
i Customize Roster i Customize Reconciliation

v Display Roster - Display Reconciliation

& Print Rofe - roster]

0 Privacy Policy  Copyright 2000-2007, California Student Ald Commission  Cortact Us

WERIFY ¥

California Student Aid Commission (Instance = saprd) Home  Tools  Help Sign Out

WebGrants System Enrallment GPA Student Info Schaal Info Roster/Reconciliation Data Transfer

Roster/Recon Main Custornize Roster isplay Roster Print Roster Customize Recon Display Recon

Online Roster

Be sure to save all entries before exiting the Roster or changes will be lost.

LN 00799300  GLELRCEEUER 2006 - 2007 > |Jel{u IR CSAC Standard Roster v | ELEIEN S5N



Presenter
Presentation Notes
Click on Roster Reconciliation and then Display Roster.  Your school ID will already be populated for you.  Next, you select the roster your want to view.  Then you can either view the whole roster clicking go or find a specific student by keying their SSN.


Grant Payment Roster

i CSAC ID:

Grant ID Cycle ID Housing Code  Dep Status

View History Recard: 2
New /

Roster
Renewal 0

EL Caodle CSAC Buiget . Remain Elig S e

E1 3 D M 1 1 1 400.1 1 ELIGIBLE(1})

tom

High School Grad. Date Verification Status: Mot Yerified Verify As I I New Grad Date: | Jan =

{High School Grad. Date Verification through CSAC) Request By : T Student High School C College

Edu 10 10 Reported EL 1 Verified EL l Status 1 --Verification Mot Required
Fall Term fdj Delete Txn
Program Award Annual Term Adj Adj i Annual
Code Type Award Amount Amount Reason Heed

Totals
B ACSS
Spring Term

Program Awarid Annual Adj Adj Pay Annual
Code Type Award Amount Reason Code Heed

Totals



Presenter
Presentation Notes
In this example, we have chosen to view the whole roster.  (Explain that there is no student name or SSN entered.)


Accept/Reject Transaction Report

* Designed to provide feedback to schools on a
weekly basis regarding the acceptance ot
rejection of payment transactions submitted

by schools

* Divided into two sections:
— Rejected transactions with reason code

— Accepted transactions with transaction details

* Good practice - Choose a day of the week to
consistently look at this report


Presenter
Presentation Notes
Read slide…


Accept/Reject Report

ACCEFT/REJECT REFCRT
ACADEMIC YEAR 2006
REJECTED SECTICHN 00799300 - 30U BAEKERIFIELD

GRANT ID# STUDENT PGH ADJ PAY PAY
LASTHAHNE FIRST NAME I DATE CODE CODE CODE NEED NEED TYFE TERHN AMOUNT RSN STATUS

ED50&874353 613323083 EIPINOZR ALFONZO 01/27/2007 C T/F S540.00 AF
6780: FPAY TYPE T/F: PAYMENT MORE THAN MAXIMUM AMOUNT OF §763

R T T T T A T A T N T T A E T r T A A A T T T A T N AT T AL AT X AT TR AT LA R NN ES

TOTALS

BEATCH - FAYMENTS REJECTED: AMOUNT REJECTED: a.oo
ONLINE - PAYMENTS REJECTED: AMOUNT REJECTED: S40.00

COMEINED - PLTMENTS COMEINED: AMOUNT COMEINED: S40.00
13ABRARZ - 01 (EDE COPY) CALIFORMIA STUDENT AID COMMISSICON FAGE : 2
ACCEPT/REJECT REFORT RUN DATE: 01/27/2007
LCADEMIC YEAR 2006 RUN TIME: 0QOD:S59:18
ACCEFTED SECTICH

GRANT ID# STUDENT PROCESS SRC ACT PGH PAYT ADJ PAYT
LASTNAME FIERST NAME DATE CODE CODE CODE  NEED TYFE TERH AMOUNT RSN STATUS

CO503539955 380763173 ABDULAZIZ 01/27/2007 T/F
LCC

E0sO01014 ACIERTO CHARIMIEL 01/27/2007 T/F

ED3005544 ACIERTO DANICA 01/z7/2007 T/F

ED5054740 ACOITA FPATRICE o1/z7/2007 T/F
ACC

ED5054740 ACOITA FATRICE o1/z7/2007 T/ F
Lo

EDS005353606 o1/z7/2007 T/F
Lo

EDaO35590 AGUILAR RALAQUEL 01/z7/2007 ACC



Presenter
Presentation Notes
This is what the accept/reject report looks like.  (explain fields)


Monthly Payment Activity Report

* Summary of the school’s payment activity for the
current award year including:
— Term and supplemental advances

— Accepted and reconciled payment transactions for each
month

— Running Cal Grant fund balance

* Produced Weekly

» Pivided into two sections:
— Accounting Summary

— Payment Transaction Summary

* Good practice — Work this report monthly


Presenter
Presentation Notes
This report reads like a bank statement.




Monthly Payment Activity Report

PHOMNE: 661-664-3228
1 SAERMPRALl - CALIFOFRNIA STUDENT ATID COMMISSION PLAGE MNO: 1
PAYMENT ACTIVITY REFORT RIUT DATE: 04/14/2
BCCOUNTING SUMMARY RUN TIME: O6:04:0
ACADEMIC YEAR zZ0O06
ooveg9300 - CS5U BAKERIFIELD

LCTIVITY DISEURSED TO INSTITUTION PAYMENT TRAMNIACTIONS BALANCE

05-07-068 FALL ADWANCE 1,320,734.00 1,320,734,
09-29-06 FALL RECOCNCILED PAYMENT TRANIACTIONS i,062,570. 255,164,
10-13-06 FALL RECZONCILED PAYMENT TRANIACTIONS —340. 259,004,
10-27-06 FALL RECONCILED PAYMENT TRANSACTIONS 119,756, 139,248,
11-09-06 FALL RECONCILED PAYMENT TRANIACTIONS 34,985. 104, 263.
12-01-06 FALL RECONCILED FPAYTMEWNT TRANIACTIONS 51,001. 53,262,
12-04-06 WINTEE ADVANCE 1,227,625.00 1,280,587,
1z-15-0¢ FALL RECCONCILED PAYVMENT TRANSACTIONS 20,580, 1,260,301,
O1-12-07 FALL RECONCILED PAYMEWNT TRANIACTIONS 7,331, 1,252,870,
O1-25-07 FALL RECONCILED PAYMEWNT TRANIACTIONS 28,519. 1,224,351,
O1-25-07 WINTER RECOMNCILED PAYMENT TRANIACTICNS =27 ,950. 1,196,371,
0z-10-07 WINTER RECOMNCILED PAYMENT TRANIALCTICONS 315,505, 880,566,
Oz-23-07 FALL RECZONCILED PAYMENT TRANIACTIONS 67,610, 813,256,
oz-23-07 WINTER RECONCILED PAYMENT TRANIACTICONS 401,109, 412,147.
O3-06-07 SPRING ADVANCE 549,155.00 1,261,335,
03-16-07 FALL RECONCILED FPAYMEWNT TRANIACTIONS S, 643 . 1,252,692,
03-16-07 WINTEE RECONCILED PAYTMENT TRAWNIACTICHNS 551,075, 671,614,
03-30-07 FALL RECCONCILED PAYVMENT TRANSACTIONS o. 57l,614.
03-30-07 WINTER RECOMNCILED PAYMENT TRANIACTICNS - 667,026,

TOTAL FUNDS DISEURSISED / TOTAL PAYTMENTS 3,397,547 .00



Presenter
Presentation Notes
Example of MPA report……


Unclaimed Awards Report

* Lists inactivated awards on your roster
* Most common treason is “Not in Attendance”

» Good practice — Work this report once each term
after you have made all payments


Presenter
Presentation Notes
Read slide…


Unclaimed Awards Repotrt

ucar—-2006-00722300-26jan07 . Lxt CALTFOEMNIAL JITUDENT AID COMMIIIION FPLGE: 1
BATCH DATE: 0O1/2Z6/2007 THNCLATIMED AWAEREDSI FOR C3U BAKERIFIELD (00722300) RUN DATE: 0O1/z7/=007
ACADEMIC YEAR 2006 RUN TIME: Z22:06:15

FIRZT M BEIRTH CTCLE PROG MEW/ CURRENT LOL ADDRESS
HNALME I DATE I CODE REN  SCHOOL

ELIZABRETH El B 1 T
HMEI C1 T
TASIIHMEN El
DINA E1l
LATRENCE C1
JEZZICA c1
EUNAL E1l
JACE E1l
DENISE El
EYRITEN El
TOLAND A E1l

LIMNDA E1l

RACHEL

DELORES

JUAN



Presenter
Presentation Notes
Example of Unclaimed Award Report


Award Status Extract Process

Do they have a Cal Grant?

This process allows schools to quety system on
a batch basis.

Step 1: Send us list of SSNis

Step 2: We send school two lists — “Awarded”
and “Not-awarded.”

Step 3 Convert “Awarded” list to a “School
Change Upload™



“Awarded”’ extract file

Social Security Number
Last Name

First Name

Middle Initial

Date of Birth

123456789 1-9

29-40
41-41
20021125

YYYYMMDD | 42-49

Grant ID Number “ C01077491 | 51-59

Remaining Eligibility 6 | 325  |6166

Total Award Amount

gl ;| =

s | s feers

Tuonaress | o | e |
Tuton an Fee Avard Aot | 5| izws |rees
Goosuppies | 5 | ms  |mver
SooksiSupples Avard Amaunt | 5| 1ze |oee

Access

gl ;g |,

"o | acss [mer

Access Award Amount - 12345 98-102



CASH
MANAGEMENT
AND
DISBURSEMENT




Supplemental Payment
Processing

* Compates the dollar amount of all the
accepted transactions for a school to the dollar
amount in the school’s grant account

* Reconciled Payments
— PAY STAT changes from “AP” (Accepted
Payment) to “RIPP” (Reconciled Payment)

» Additional funds sent via EET


Presenter
Presentation Notes
Every month-end throughout the award year, the Commission reconciles every school’s grant account.  Once completed, schools can view their Monthly Payment Activity Report on WG 



The Commission compares the dollar amount of all the accepted transactions for a school to the dollar amount in the school’s grant account.



A school receives additional funds as a result of monthly reconciliation if the dollars reported exceed the amount in the school’s grant account. 



A warrant is issued to the school for the exact amount of the difference to bring the school’s account balance to zero for the current month.






Codes: Quick Definition:

PD

SC

INA

YA

School verifies student
is eligible for the term
payment printed on the
rostet.

Adds a student to your
roster and not reporting
payment information.

Student is not in attendance; this
code “hides” the student’s record
on the roster and generates a
letter to student.

Student is in attendance again after
being on “NA” status; recalls

the student to the eligible section
of the roster.

Most Common Payment Codes

Fasy way to temember:

PD = Pay from roster Data

SC = School Change

NA = Not in Attendance

YA = Yes in Attendance


Presenter
Presentation Notes
Before saving your payment transaction double check that you have chosen the correct payment code. When in doubt contact School Support. For example, payment code SC….. Read slide.


Most Common Adjustment Reason Codes

Codes:
Har,

AL

AL AT

NP
NS

ICAY

Quick Definition:

Student is attending half-time or three quarter
time and payment 1s adjusted accordingly

Student is attending full-time but is eligible
for less than the maximum term awar

Student 1s attending half-time ot three
quarter-time and 1s eligible for less than HT
or T'T adjusted amount

Student 1S not maintaining satisfactory

academic progress (SAP)

School needs to adjust a previously reported
payment to zeto

Student 1s taking a Leave of Absence


Presenter
Presentation Notes
Here is a list of the most common adjustment reason codes.  For example, NP.  Student was not paid because they are not making satisfactory academic progress.




Customized Rosters

California Student Aid Commission (Instance = SAPRD) Home Tools Help SignOut
WEbGI‘antS System Enrolment GP4  SiudentInfo  Schoollnfo  Table Edit Roster/Reconciliation Data Transfer — Chafes Crant User & dministration Arcounting

doster/Reconciliation Customize Roster Dis

Online Roster

School 1D = [N Acad Year = FIEREIENE | Format = [E{GEmmOaRY-Rem 2| Search - R
Customized Roster PO00-2010, California Student Aid Cornmission  Contact Us
MNew C1 Mot EL Verif

C Standard Roster
0 :lrliig :
eCure E _I
ey C2

~ Be sure to save all entries before exiting the Roster or changes will be lost.
CalC
. Confirmed
WERIFY ¥ E2
Fall MNew
Nonconfirmed
unpaid




Customized Roster and
Reconciliation Roster

Roster/Reconciliation Main

Roster Reconciliation
L Customize Roster L Customize Reconciliation
.- Display Roster .- Display Reconciliation

. Print Roster

Privacy Policy  Copyright 2000-2006, California Student &id Commission Contact L



Presenter
Presentation Notes
There is a tool in Webgrants that allows you to customize your roster and reconciliation report, which will allow you to see the specific information that you’ve selected. 



So, to customize your reconciliation report or roster, first - Go to “Roster/Reconciliation” located at the top of any WG screen. Once you click on “Roster/Reconciliation” you will see this screen.  Now, from here you will choose either “Customize Reconciliation” or “Customize Roster” depending on which you’d like to customize at the time. 



The procedure for customizing either of these reports are the same. 



Today, we will provide you with an example on how to customize your roster. 




* Select CSAC Standard Roster by Clicking on the Name

%) Customize Roster /Recon Page - Mozilla Firefox [~
by

File Edit Wiew History Bookmarks Tools  Help

i; - c % (R ||j|http:,l',l'webgrants.csac.ca.gov,l'roster,I'Roster_Custornize.aspx?id=601&m0de=new r T I\'(a'v|Wikjpedia {em) ‘;_

IEI Miost Visited |j CSAC Printers |j CSAC WebVPM Services = Sendio LC.E. #% Webgrants Logon @ Dickionary. com |j IFAF - Infarmation Fo.. % CSAC Home Page |j California Code of Re...

| %, CSAC Califarnia Student Aid Commission | 1| l |j Customize Roster/Recon Page & | = | F
California Student Aid Commission (Instance = SAPRD) Home Tools Help SignOut
WebGrants S\’O‘Ste m Enrollment OP&  Student Info SchoolInfo  Table Edit Drata Transfer Chafee Grant User & dministration Accounting

Roster/Reconciliation Customize Roster Display Roster Print Roster Customize Recon Display Recon Display t / Reject Report

Customize Roster

Y The following is a list of your roster formats.
Y The CSAC Standard Roster format can not be changed or deleted.
Y Existing roster formats can be copied, edited and renamed.

Y Any roster format can be chosen as the "Preferred Format." The Preferred Format will display
automatically when "Display Roster” is selected from the Roster Main menu.

m Name Preferred Format Edit Delete

1 CSAC Standard Roster @ Ed

2 CalC s Ed C
3 Confirmed s Ed -
4 Custornizad Roster s E3 r
5 F1 [S Ed -
B E1 MNew /s Ed -
7 E1 MNew Special s & -
3 Fall New S EX -
3 Mew C1 Not EL Verif S ES -
10 MNew C2 s Ed C
11 Monconfirrmed (s E% r
12 unpaid s e r



Presenter
Presentation Notes
First, select CSAC Standard Roster. 


)
Change the name of the roster format

Set this new toster as Preferred “No”’

California Student Aid Commission (Instance = saprd) Home Tools Help Sign Out
WebGrants System Enrnllment GPA  Student Info  Schoal Info Data Transfer  Chafee Grant

Customize Foster lisplay Roster Print Roster Customize Recon  Display B

Add / Edit Your Roster Format

Select and manage the content of your roster.
Click on Save Roster Format to complete the changes.

If you save a format that exceeds your maximum number of allowed formats, your customized
selections will be lost,

Do NOT use special characters such as apostrophes, hyphens or slashes in the Roster
Format Title. Only letters and numbers should be used.

_ Total custom formats defined: >
(You can have a maximurm of 8 custorm formats)

Roster Format Title

Roster Format -..Eligible Section



Presenter
Presentation Notes
This new roster format will need a name.



 For example we can name this new roster “Eligible Section”. This roster format will show you all your eligible students.



When creating a new format for either Roster or Reconciliation Report it should NOT be your preferred format. 



If we choose “YES” this new format will appear each time you pull up your roster…….. this specifically customized roster will appear. 



Your “‘CSAC Standard Roster” should always be your “Preferred” roster.


Scroll Down to “Select Terms’™ and Matk One Term

DoB

Grant |0

Cycle 1D
Housing Code
Dep Status
Mew f Fenewal
EL Code
CSAC Budget

= EFC =

Select Terms

=

Select the termis) yolwish to display

Selecting only onel 1) term will allow users to sort records by term-specific data elements

©_After selecting term(s), click "Continue" to choose sort options

=

™ Winter ™ Spring I~ Summer

Define Sort Order Preferences

L Click drop down boxes to choose elements for sort.

First Sort Preference | Foster Section =} | Ascending =]
Second Sort Preference |LastName =] | Ascending =]
Third Sort Preference | First Narme =l | Ascending =]



Presenter
Presentation Notes
Now, select the Term your interested in …



For example: For example you may only want to see Fall term activity. 



Click “FALL” and then contunue………


This is how to sort by unpaid students. ..
Scroll Down to “Define Sort Order Preferences’

First Sort Preference is Roster Section/ Ascending
Second Sort Preference is D-Pay/Descending

¥ Fall I~ Winter [~ Spring I~ Summer

-
Define Sort Order Preferences

—

L Checlk drop down boxes to choose elements for sort.

First Sort Preference | Roster Section x| | Ascending x|
Second Sort Preference |D-Pay Code =] | Descending |
Third Sort Preference | =l | 4scending  ~
Fourth Sort Preference | =l | sscanding  ~
Fifth Sort Preference [ =l | Ascending x|
Sixth Sort Preference | =l | Ascending =]

Define Selection Criteria

Y Check boxes below to limit the records you wish to display.

= A checked box means that only records with those values will be included. { if no box or even
hox I checked in a categony, vou will see all those records forvour school. )



Presenter
Presentation Notes
Here you will choose the sort order for this new format. 



Using the drop down box at your first sort preference you could choose: LAST NAME,  DOB, HOUSING CODE, OR REMAINING ELIG…… you have some 19 options.  


® . Sclect and deselect boxes to customize vour rostet

Define Selection Criteria

L Check boxes below to limit the records you wish to display.

b A checked box means that only records with those values will be included. { If no box or every box is checked in a category,
vou will gee alf those racords for vour school. )

Cycle ID

Award Type
Housing Code
Dependency Status
EL (Education Level)
EL Status

Mew/Renewal
Students

Program Code
Section

Extra Eligibility

E1 On Hold Status

EZ On Hold Status

Top 2% Cal B Entitlement
Awards

Adj] Reason Codes

r E1 r ez
™ Tuition/Fees
™ Cn Campus (1)

™ Access

I Dependent ™ Independent
1 rz

™ Verification Mot Required (1)

I Werified As Reported {3)

™ Unable to Verify (5)

T Mew I Renewal
A B

¥ Eligible T CC Reserve
r TCP I &thYear

™ “erification Required

™ Verification Mot Required
™ Waiting for G& Return

™ School Verified Eligible

I Yes

I AF - AH
I HT 1A
LA LD

™ Off Campus (2)

~ C1 2z
™ Books & Supplies
™ With Parents (3)

s r 4 5+

™ Mot Paid, Werif Required (2)
I Werified with Change (4)

™ Paid, Verification Required (8)

rc T

™ Ineligible ™ Mot In Attendance
I Mot TCP nor Sth Year

™ “erification Completed

I Requires Verification by School

™ School Verified Ineligible

™ Mo

AT rFT r GR

B rIc P

= MNP NS I oF
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Presentation Notes
Here in this next section you will now be choosing the specific information that you would like to see on this customized roster. 



You can have this roster show only students that have the CYCLE ID of E1, with a housing on campus that are EL 2 that only have Cal Grant A as an example.


Add / Edit Your Roster Format

Select and manage the content of your roster.
Click on Save Roster Format to complete the changes.

If you save a format that exceeds your maximum number of allowed formats, your customized selections will be |ost.

Do NOT use special characters such as apostrophes, hyvphens or slashes i the Roster Format Title. Only letters and numbers should be nsed.

_ Save Roster Format | Total custom formats defined: 11

Roster Format Title

Roster Format |Calc Preferred © Yes # Mo

Select Data Elements and Column Order

"Data Elements Available" contains a list of all available roster elements.

iZlick and highlight each data element that you wish to display on your roster.

For multiple selections, click on the first element and then hold down the CTEL key to select additional elements.
ionce items are highlighted, click on "Add Data Element(s)"

The "Data Elements Selected" box will reflect the column headings that will display on your roster format.
"Remove Data Element(s)" will delete the selected elements from your selection list.

Lse the "Mowe Up" and "Move Down" to order the individual column headings for display.

After selecting data elements, click "Continue" to choose sort options.

J R e R o R o B e B o

Data Elements Available Data Elements Selected
~ 55N &
DoB
| Grant1D
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Presentation Notes
You have the option of using custom codes as well. If you already added custom codes to the “Display Roster” you can use those custom codes as an additional filter when customizing. 



it’s very important to SAVE ROSTER FORMAT


* Go to Display Rostert,
* Select Your New Format and Press [GO]

RosterfRecon Main Customize Boster Display Roster Print Boster Customize Recon  Display Recon

Online Roster

L Besuretos all entries befo iting the Roster or changes will be lost.

School ID = LUAEHIEE Acad Year = M Format=



Presenter
Presentation Notes
Let’s view this new customized roster.



Go to “Display Roster” and choose it from the drop down option next to “Format”  SELECT YOUR NEW FORMAT (WHICH UNFORTUNATLY DOESN’T APPEAR ON THIS EXAMPLE) AND PRESS GO!


* Students who meet the criteria you selected will appear on
this roster

AMRL CSAC ID:

4 Hist
‘ SSN DoOB Grant ID Cycle ID

CSAC
Budget

10955

Housing Hew r
Code Dep Status Henewal

E1 3 o Il 1
ustom Codes 1 2 3 4 L]

EL Code

Education Level {EL) VYerification Reported EL 1

VYerified EL LI
Ad] Reason Codes

Term Adj Addj Pay
Amount Amount  Reason Code Heed Heed Type

1,551 5776 I vl 10955
= [ = RT

all Term

Program Award
Code Type

Totals

Annual

Annual Adj Rec
Award

ACSS §1,551 §776 |

, JAMES CSAC ID:

Housing Dep New |
Code Status Henewal
1 (] R
ustom Codes 1 4 L]

CcSacC
Budget

3 A

DoOB Grant ID Cycle ID EL Code

all Term Ad] Reason Codes

Term Addj Addj Pay
Amount Amount  Reason Code

1,260 | =]
= = GRI

Program
Code

Annual

Annual Adj Rec
Award

Heed Heed Type

$2,520

$2,520  §1,260 | |

CSAC ID:
Housing Dep Hew | CSAC
Code Status Renewal Budget
E1 1 D R 2 e
ustom Codes 1 4 L]

Grant ID Cycle ID EL Code

all Term Ad] Reason Codes

Term Addj Addj Pay
Amount Amount  Reason Code

1,260 | =]
=] =l

Program
Code

Annual

Annual Adj Rec
Award

Heed Heed Type

$2,520

$2,520  §1,260

Pay Status Codes

Wiew Histary

Pay Status Codes

Wiew Histary

Pay Status Codes

Record: 2

Forecast Roster
Elig Section

100.00% ELGIBLE

EFC Remain Elig

1} 400.00%

Status 1 -- Werification Mot Required

Delete Txn

FRecord: 2
Forecast Roster
Elig Section
100.00% ELIGIBLE(

EFC Remain Elig

A 166.63%

Delete Txn

R rd: 4
Forecast Roster
Elig Section
100.00% ELIGIBLE

EFC Remain Elig

e 300.00%

Delete Txn
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Presentation Notes
So here is the “Eligible Section” customized roster.  This screen would show only the criteria you requested.


°* You may also print out a roster using this

customized roster format by going to print roster and
selecting your new format

alifornia Student Aid Commission (Instance = saprd) Home  Tools
ebGrants System Enrollment GPA  Student Info  School Info Roster/Reconciliation Data Transfer  Chafee Grant

Display Roster Print Roster Customize Recon

Roster/Recon Main Customize Roster

Print Roster

Select the academic year and roster format to be printed.

For CSAC Standard Roster, select HTMWL format or Text Format.

HTML format may be slow to load, and in some cases data will not populate;if this occurs, use Text format.
Setthe layout to Landscape before printing.

Towview Text format repors, select the Display/Download link.

To download, right click on the DisplayDownload link andeeraoseine Saveantion.

school 10 = ETNEHIENN Acad vear = EEEREIER]| Roster Format = | <o) rype IEIEE| 2

CEAC Standard Boster
Fenewals

Unpaid First

Limited Elig

1

0 Privacy Policy  Copyright 2000-2006, California Student Aid Commmission Contact Us

WERIFY®
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Presentation Notes
You can print this customized roster format by going to: “Roster/Reconciliation” and then go to “roster format” select your format and then click GO.



 Then it will read : Display/Download and once opened you can print the roster. 


Reconciliation Tools

* Students on ILeave
 Withdrawn Students

* Customized repott filtering and sorting
— Education ILevel
— Pay Stat Code
— Award Type
— New/Renewal

— Many mote...


Presenter
Presentation Notes
READ


alifornia Student Aid Commission (Instance = saprd) Horne Tools  Help Sign Out
WebGrants System Enrallment GPA  Student Info Schoal Info Data Transfer  Chafee Grant
Roster/Recon Main Customize Roster Display Roster Print Roster Customize Becon  Display Rei

You only have Read Access on this screen. No updates allowec.

Display Reconciliation

~ Select either Report or Data file from Display Type. For Report, selecting Detail will produce
student level information; Summary will provide totals. You may select either or both of the
Report boxes.

Reports will display in a text file format. They can be printed using your Web browser,

Diata Files will display in a text file format and may be saved to your computer. The Tools Menu
contains a program that will format the data file using Excel.

Basic Report Filter for CSAC Standard Format Only

The purmose of this secondany fifter 1s to provide schools with a basic reconcillation tool After
viewing the Reconciliation Summany and identifiving areas of discrepancy, schools can uae the
Tifter oplions below to obtain student leve! data for each sumimany sublofal

Y Select the combination of Term, Program Code and Award Type that matches the subtotal or total
you are trying to wverify. | For more complex filters, use the Customize feature )

Basic Report Filter: Terml v| Program Code| 'I Award Type | = 6ol
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Presentation Notes
Go to Roster / reconciliation …….. Select “DETAIL DATA” AND THE ACADEMIC YEAR YOU’RE LOOKING FOR……


Alifornisstiudat Aid foies i P . 1
a https:/ /webgrants.csac.ca.goy,/Roster /Recon_Display.asp?mode=displayreportéid =606~

J File Edit ‘Wiew Favorites Tools Help

Micro

| dmgack - = - (@D [ 4| Qsearch [GFavorites @vedia <4 | [& S ®||Links @&]CSACPRINTERS &]CSAC Intranet

J address I@ https: | hwebgrants.csac.ca.gov/Roster/Recon_Display. asprmode=displayreport@id=a06

j J IﬁlSnagIt |-gJ

e~

[California Student Aid Commission (Instance = saprd)

Eoster/Eecon Main Customize Boster Disp

Towiew, select the Display/Download link.

"Save" option to download.

DisplayDownload

Home Tools Help Siunﬂ

WebGrants SVStEIﬂ Enrollment GPAStudent InfoSchaool Inﬁ:nData TransferChafee Srant

You only have Read Access on this screen. No updates allowed.

To download, right click on the Display/Download link and choose the "Save" option.
If wou are using Metscape, select the Display'Download link to view. Then use your browser

i VeriSign

WERIFY ¥

0 Securad ) Privacy Policy Copyright 2000-2006, California Student &id Cornrnission  Contact Us

l_ l_ E 4 Internet

Daslc RREPUIL IS, 121000 1 rrugran L uue | T AW TS|

==
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READ THE TEXT SHOWING YOU WHAT YOU NEED TO DO TO SAVE ( EXAMPLE 2ND BULLET POINT SHOW TO RIGHT CLICK AND CHOOSE SAVE LINK AS OPTION….


aliforniaStudant Aid Cammisginn (Tnetanra = sanrdd Horre  Tools  Hels

a https://webhgrants.csac.ca.goy,/Roster/Recon_Display.asp?mod - | Ellil
J File Edit Wiew Fawaorites  Tools  Help ﬁ
J $=Eack « = - (£ i | ‘Qisearch  [Favorites fMedia ¢4 | (& S

|Links @] CSAC PRINTERS & CSAC Intranet
J Address I@ https: ffwebgrants. csac, ca. gov/RosterfRecon_Display . aspPmode=displayreportiid=a06

Sign Out

j J @5nag1t EJ J'@ -

ICalifornia Student Aid Commission (Instance = saprd) Home Tools Help Sign2l
WeabGrants System Enrollment GPAStudent InfoSchool Info B0 e S0 s (Ll Data TransferChafee Grant

savens 2111

You only h
To view, selec

Lo by Computer
To download, 5 My Metwork Places

Save ir: I@Desktup j 4=

If oL are Usine
"Save" option

File name:

Save as hype: Cancel

e Gl B | \UFUIL [l L

IUIIII'

1 IUHIUIIIvUUUI IR L | I_'I'"’H""

l_ l_ E |ﬂ Internet
— T
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SAVE ON DESK TOP…….





Create a Summary
Reconciliation Repott



FAM

Financial CSAC
SCO



=
Create a Summary Reconciliation Repotrt

Display Reconciliation

Select either Report or Data file from Display Type. For Report, selecting Detail will produce
student level information, Summany will provide totals. You may select either or both of the
Report boxes.

Reports will display in a text file format. They can be printed using your Web browser.

Diata Files will display in a text file format and may be saved to your computer. The Tools hMenu
contains a program that will formatthe-datafila 1sing Excel.

Display Type: Detall Report [N, _Summary Report X Oetall Data ™

LYETRCET 2007-2008 = | g a CSAC Standard Reconciliation = @

Basic Report Filter for CSAC Standard Format Only

The purpose ofthis secondarny filter Is to provide schools withr a basic reconciliation fool. Aftar
vigwing the Reconcillation Sumimany and identifving areas of discrepancy, schools can use the
hiter options below fo obfain student leve!l data for each summany sublofal.

Y Select the combination of Term, Program Code and Award Type that matches the subtotal or total
WoLL are thying to verify. { For more complex filters, use the Customize feature. )

Basic Report Filter: Term| | Frograrm C@de| v| Award Type | ~ (6ol
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Presentation Notes
THE NEXT FEW SLIDES WILL EXPLAIN HOW TO CREATE A SUMMARY REPORT AND DETAIL REPORT 



UNDER ROSTER/RECONCILIATION CLICK DISPLAY RECONCILIATION SELECT SUMMARY REPORT AND HIT GO  THEN DISPLAY / DOWNLOAD.  THIS REPORT WILL SHOW……..






{E@)EHIC YELR Z0OO0S5-Z009 RECOMCILIATICON REFCORT (3STMHMARTY)
03542400 - COPPER MOUNTAIN COLLEGE

FILTEFR CRITERIA : PAY 3TAT CODE IN ('RA','RP','AL','AP') RAND TEEM (FL,WHN,3F,30T)
INFORMATICON FOER TEEMI NOT SELECTED WILL DISZPLAY A3 BLANES

FALL WINTEER SPRING STMHMEER

L T/F

E T/F

B ACC 6l1,559.00 51,695.00

B TOTAL 6l1,359.00 o.00 51,693.00 0.00
c T/F

C BS3 5,256.00 5,256.00

C TOTAL S,256.00 0.0o0 S,256.00 0.00
TOTAL 67,115.00 o.0o0 56,954.00 0.00

GRAND TOTAL

Basic Report Filter for CSAC Standard Format Only

TOTAL

a.00
113,557.00
113,557.00

o.o0
10,51z .00
10,512 .00

1=24,069.00

The purmase of this secondary fitar Is fo provide schools with a basic reconciliation tool. Aftar
vigwing the Reconciliation Summarny and identifving areas of discrapancy, schools can use the

filter opfions belowto oblaln student level dala for each surmimany subtolal.

~ Select the combination of Term, Program Code and Award Type that matches the subtotal or total

YoLU are trying to werify. ( For more complex filters, use the Customize feature )

Basic Report Filter: Term | 'I Program Code |_;, Award Type |

gl


Presenter
Presentation Notes
THE SUMMARY OF THE RECONCILATION REPORT… YOU’LL NOTICE THE REPORT SHOW FALL WINTER SPRING SUMMER AND THE AMOUNTS RECEIVED ……..YOU CAN ALSO FILTER THE REPORT TO REFLECT TERM PERIOD, PROGRAM TYPE (A,B,C,T,) AND AWARD TYPE T/F, BOOK AND SUPPLIES, ACCESS….


svenllLilll LLADR SUUUTLULS L L L L LAY BLPV AL S ST
03542400 - COPPER MOUNTATIN COLLEGE

FILTER CRITERIA : PAY STAT CODE IN ('RA','RP','RA','AP') AND TERM (FL,UN,3P,3m)
INFORMATICON FOR TERMS NOT SELECTED WILL DISPLAY AS BLANES

FRAND TOTAL

ting R t
Fall:  $61.859.00 CTing REpor

Spring:  $50,993.00 B: $112852.00
Total:  $112,852.00 C: $ 10,512.00

$ 123,364.00

FALL WMIMNTEER APRING SUTMMEER
L T/F
E T/F
E ACC 6l1,552.00 51,628,040
E TOTAL 6l1,552.00 o.oo0 51,628,040 a.oano
C T/F
C BSS 5,256.1 .
C TOTAL : Accounting Report 0.00
______________________ 2008-09 Cal Grant B
TOTAL 5 Disbursements

Grant Disbursements

TOTAL

o.ao
113,55%.00
113,55%.00

a.aa
10,512 .00
10, 512.00

124,069.00




Create a Detailed Report

Select either Report or Data file from Display Type. For Report, selecting Detail will produce
student level information;, Summary will provide totals. You may select either or both of the
Report boxes.

Feports will display in a text file format. They can be printed using your Web browser,

Data Files will display in a text file format and may be saved to your computer. The Tools Menu
contains a program that will format the data file using Excel.

Display Type:  Detall Feport K _Summary Report T Detail Data T
LYETIREETEEE 2007-2005 |0 e el CSAC Standard Reconciliation @

Basic Report Filter for CSAC Standard Format Only

The purmose ofthis secondany fiffer is to provide schools with a basic reconciliation fool. After
vigwing the Reconcillation Surnrnanys and Identifving areas of discrepancy, schools can use the
Niter options below to obtain student level dalta for each summany sublotal.

Y Selectthe combination of Term, Program Code and Award Type that matches the subtotal or total
WoL are trving to verify. { For more complex filters, use the Customize feature )

Basic Report Filter! Term |Spriﬂt_1 e Frogram Cade|5 v Award Type |Access - (60!




Reconciliation Report (Detail)

_ RECOMCILIATION REPORT (DETAIL) PAGE MUMBER: 1
ACADEMIC YEAR 2008-09 00113700 - CSU FULLERTOM

FILTER CRITERIA @ PAY STAT CODE INM ('RA','RP',‘'as’,'AP') AND TERM (FL,wM,SP,sU)
SORT CRITERIA @  S5SM ASCEMDIMG , TERM ASCEMDIMG , AWARD TYPE DESCEMDING
DATES SHOWM IM THIS REPORT ARE IM MMDODYY FORMAT

55N SCH GRANT ID PG TM AWD ADJ] AMT DISE AMT ELIG  ADJ LAST MAME FIRST MWAME M CREATE PAY P AD] M CI EL
PRG D TYP USED RSN (10 Char) I DATE  DATE DATE R
"""""" 00 BsSpacs  S8L 581 37.5TT  SALMAMAE 020702 050202 RA 050202 N CL 4
o ss1 sal
00 E SP ACS &1 581 37.5 TT MAT J 051602 053002 RA 051602 N C2 2
©sel 5@l
00 B SP ACS 387 387  25.0 HT SAM 052302 053002 RA 052302 N C2 3
____ 387 387
00 B SP ACS 0 775 50.0 LAURIEST 041102 050202 RP N CZ 2
_____ o 775
00 E SP ACS 0 775 50.0 MEG 030702 032802 RP R 4
"""" o 775
00 E SP ACS 0 775 50.0 TERRIMNE 041102 050202 RP N C2 2
______ o 775
00 B SP ACS 0 775 50.0 BALONSO 041802 050202 RP N CL 4
_____________ 775
00 E SP ACS 775 775 50,0 FT LETTERMARN 031402 032802 RA 031402 N C2 2
____ 775 775
00 E SP ACS 581 581 37.5 TT MAR T AR A 020702 032802 RA 030702 N C1 3



Reconciliation Report (Detail)

RECOMCILIATION REPORT [:DETAIL:J PASE MUMEER: 1
ACADEMIC YEAR 2008-09 00113700 - CSU FULLERTON

FILTER CRITERIA : PAY STAT CODE IW  ('RA', 'RP', "As', "AP') AND TERM C(FL,WM,SP,SU]
SORT CRITERIA @ S5M ASCENDING , TERM ASCEMDIMG , AWARD TYPE DESCEMDING

DATES SHOWN IN THIS REPORT ARE IN MMDDYY FORMAT ACCOUﬂting Report
=t e - el (L0 ¢ 2007-08 Cal Grant B
---------- o0 T Tesacs s sm st sam Spring Disbursements
581 581
00 B SPoACS 5Bl 581 37.5 TT AT Scontl’eraS, S $581
581 581
0o B SPoaCs %?f _____ 387  25.0 HT Zam Uyen, M $581
387 387
00 B SPoACs o 775 50.0 =kl Smain, S $387
o 775
00 B SPACS o 775 50.0 NQ Mi”en, L $775
0 775
00 BSPACS 0 775 50.0 QY Snied, M $775
0 775
00 B SPoACS o 775 50.0 ZaL o Souza, T $775
0 775
00 B SPACS 7S 775 50.0 FT LETTE Squezada’ B $775
775 775

a0 B SP ACS 551 581  37.5 TT MARTH Jugu"ar’ M $581




Common Reporting Ertrors

°  Reporting a transaction for a student who is not in
attendance at your school

*  Reporting a transaction or making a school change
for a student when the record is set on the wrong
award year

—  Users must make sure the correct academic year 1s selected
when using any WebGrants

E Besureto save all entries before exiting the Roster or ¢ il be lost

School 1D = [ECCII AC: , N CSAC Standard Raster » Sear:h=m-@)

*  Not reporting correct unmet need for renewal
students

—  Always calculate need based on the academic year; not the
term



Best Practice Tips

* Do NOT send refund checks to CSAC when
you find a student ineligible and the award year
s still open.

— Make the adjustment on WebGrants using proper
adjustment codes, like the NS code

— If you have trouble making adjustments, please
contact School Support LLine

— Sending a refund check eatly creates confusion and
may throw off your school’s Cal Grant balance

— With some schools” accounts, sending individual
refund checks may incur an extra cost


Presenter
Presentation Notes
Important: its best not to send money back to CSAC while the award year is open.  After the close of the academic year and your reconciliation has been completed you will receive a “Paid In Full” letter from the Commission around February. 


Best Practice Tips Continued....

CSAC accounting may have to send a refund
check back to the school which incuts a cost

When sending Cal Grant refunds after the award
year 1s closed, please attach proper
documentation so that the funds can be propetly
applied

Please train new staff so that Cal Grant program
is operated 1n a consistent mannet at the school

Please contact Cal Grant Operations or School
Support Services for any issue.


Presenter
Presentation Notes
Second bullet point: along with your school ID #, the name of the school (If different than listed on the check) and if applicable, the students CSAC ID # or SSN. 
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