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Scholarship Automation Training Guide 
(Departmental Scholarship Processes) 

 
Included in this document are the detailed steps required for colleges and departments 
to process scholarships for students using the Scholarship Automation process in 
PeopleSoft.  
 
 

This document includes training on:  

¶ Scholarship Entry Access in PeopleSoft 

¶ Creating Scholarship Item types  

¶ Creating Scholarship (.csv) Files for Upload  

¶ Uploading Scholarship (.csv) Files  

¶ Reporting Center  

¶ Guidance for Adjusting or Adding Amounts to Existing Scholarships 
 
 
For questions, or to schedule in-person training, please contact the Office of Student 
Finance Scholarship Unit. 

¶ Scholarship Unit Email: saosf@umn.edu  

¶ LuGail Hamel 612-624-6043  

¶ Nate Rosckes 612-624-2324  

¶ Michelle Curtis 612-626-6518 
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Getting Started: 
 
Scholarship Entry Access in PeopleSoft: The UM Scholarship File Upload and UM Create 
Scholarship Itm Type pages in PeopleSoft require Access Request Form (ARF). Dept ID security will 
be applied to the Item Type Create page. Role level security will be applied to both the Item Type 
Create and Scholarship Upload pages. 
 
1. Visit OIT Data Securityôs web page: https://it.umn.edu/service-details/enterprise-access-requests 
and fill out an ñAccess Request Formò (ARF) for ñScholarship Entryò by navigating to CS Student 
Systems and Data > CS Applications > Scholarship Entry.  
  

2. Complete and submit the ARF to OIT Data Provisioning. 
 
3. After access is granted - Log into PeopleSoft Systems óCampus Solutionsô through the MyU 
Portal: Sign in to the MyU Portal and click on óPeopleSoftô under the óKey Linksô menu. Then click on 
the óCampus Solutionsô link under the óPeopleSoft Systemsô heading. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://it.umn.edu/service-details/enterprise-access-requests
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Creating Scholarship Item types: 
Note: The existing pages and process for creating Item Types for Scholarships did not change 
extensively from the 8.9 PeopleSoft application to the upgraded 9.0 system. 
 

1. In the portal, once you click on óPeopleSoftô under your Key Links, make sure you are in 
Campus Solutions. 

 

 
 

2. When in PeopleSoft Campus Solutions, navigate to: 

¶  ñUM Create Scholarship Itm Typeò:  Main Menu > Financial Aid > UM Scholarships >     
  UM Create Scholarship Itm Type 

 
3. Enter: 

¶ Academic Institution 

¶ Aid Year  

¶ and then click óAddô 
 

 
 



4 
 

4. Enter your scholarship account string including Fund Code, DeptID, Program Code or Project 
ID, Account (800102), Chartfield 1/Chartfield 2  

 
5. Click óSearch for Item Typeô button to check for existing item types attached to the account 

string entered. 
 

 
 

6. That will pull up existing item types to be used 
Note: If there is more than one item type attached to the account string, you will need to find 

the additional item types by using the search function . 
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7. If no item type is found, or if you wish to create an additional scholarship item type on your 
account string, click óCreate Item Typeô button. 

 

 
 

8. Type in a óScholarship Nameô in the field provided (30 character limit).   
Note: this will be the scholarship description students see in their financial aid package.   

 

 
 
Note: Enrollment Requirement defaults to óEnrolled Full-Timeô per University financial aid policy. 
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9. Click óOK.ô  Your new scholarship item type has been created and is ready to use for entering 
scholarships for students. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



7 
 

Upload your Scholarship File in PeopleSoft using Scholarship Automation 
 
Creating Scholarship (.csv) Files for Upload: 
 
Start by opening the REQUIRED Excel template.  The ñDepartment Scholarship Templateò file can 

be found on the ASR website at asr.umn.edu/training-and-support/scholarship-administrators   

 

Note:  You will need to log in with your Internet ID and Password to access the web page. 

 

file:///C:/Users/rosck001/AppData/Local/Temp/asr.umn.edu/training/scholarship_administrators
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The ñDepartment Scholarship File Templateò 

The current scholarship process is done through a template that needs to be uploaded into 
PeopleSoft. If you do not use this template your scholarship file will error and will not load.  
NOTE: This process is different than in PeopleSoft 8.9.  

   
In this template, you will enter data in the fields: Student ID, Item Type Number, Award Amount, and 

Term(s) to process your scholarships. 

There are edits on all of the columns within the template that must not be altered for your file to 

upload successfully: 

¶ ID = must be a 7 digit number 

¶ Item Type = must be a 12 digit number starting with a 94 

¶ Award Amount = cannot be currency (contain $). It must be formatted as a ñNumberò and 

must be less than 100,000 

¶ Term(s) ï must be one of the drop-down menu options: Fall/Spring, Fall Only, Spring Only, 

or Summer 

o Selecting the ñFall/Springò option will divide the award amount equally between the two 

semesters.  For example, if the award amount is $1000 and the Term(s) is ñFall/Springò, 

$500 will be placed into Fall and $500 will be placed into Spring 

¶ You can put multiple item types on the template.  You do not need to upload a separate 

file for each item type. 

NOTE: If you are using the copy and paste function, please review the detailed information on page 

10-11 to ensure the formatting is not altered.  
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EXAMPLES: 

Every scholarship will require an Empl ID, Item Type, Award Amount, and Term(s).  Below is an 

example of a total scholarship award of $2000 with an even split Fall/Spring award ($1000 will be 

placed into Fall, and $1000 will be placed into Spring). 

 

 

Below is an example scholarship file entered with multiple students and multiple item types as even 

split Fall/Spring awards. 
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NOTE: If you wish to cancel out a scholarship for one term, you would enter the amount and term 

you wish to keep.  For example, if you originally had a $2000 Fall/Spring award, and now want $1000 

Fall Only, you would create a file with the Student ID, Same Item Type, Award Amount of $1000, and 

Term(s) Fall Only.   This new file will replace the previously entered scholarship award (there is no 

need to enter a separate line for Spring).  

 

If you wish to add or adjust an amount for one term (no longer keeping it an even split), you 

would enter the amount and term you wish to adjust along with the term you want to keep.   For 

example, your original award was uploaded as F/S for $2,000 and now you want to increase the 

Spring disbursement by $500 so the new total award is $2,500.  You would enter one line with Fall at 

$1,000 and another line for Spring at $1500.   If you were to only upload a new line for the Spring 

amount of $500, it will replace the original F/S for $2,000 with the Spring only award of $500.   
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COPYING AND PASTING 
 
**NOTE: If you use a copy and paste from a different source (even another Excel spreadsheet), 
make sure you choose ñMatch Destination Formattingò or ñValuesò from the paste options.  
Using the default or ñKeep Source Formattingò will result in the edits being overridden and 
your .csv file not being properly formatted for upload. If improperly formatted, your file will 
error. 
 
Use ñPaste Optionsò 
 

 
 
Use ñMatch Destination Formattingò 
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Or Use ñValuesò  
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SAVING THE TEMPLATE 
 
You must do a óSave Asô and specify a .csv as the format (in a secure location). 
 
You must start the file name with your college abbreviation (e.g., CLA, CSE, CSOM, CEHD, CDES, 

CFANS, CCE, DENT, PHARM, etc.).  If you are not in a college, use your area abbreviation (e.g., 

OED for the ñOffice of Equity and Diversityò or OSF for the ñOffice of Student Financeò, etc.)  The file 

name cannot be longer than 31 characters including the .csv extension. 

NOTE: If using a PC, do the óSave Asô a Comma delimited .csv file:  If using a Mac, see 2nd 

screenshot below. 

CAUTION:  Once you save it as a .csv file, you cannot continue to edit the file. It should be 

considered a final step and ready to upload into PeopleSoft. 

 

NOTE: If using a Mac, do the óSave Asô a Windows Comma Separated .csv file (see below): 
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After the óSave Asô, It will ask you to keep using format. Click ñYesò. 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


