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

=4 =2 =2 =221

For questions, or to schedule in-person training, please contact the Office of Student
Finance Scholarship Unit.

1 Scholarship Unit Email: saosf@umn.edu
1 LuGail Hamel 612-624-6043

1 Nate Rosckes 612-624-2324

1 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 Dat a ht®s/.unniedu/gedvice-detailb/enierarigeeaccess-requests
and fill out an A Acc e sSchoRmshplEetrydby nBvigatingdo GSAtRdent f or
Systems and Data > CS Applications > Scholarship Entry.

2. Complete and submit the ARF to OIT Data Provisioning.

3. After accessisgranted-Log i nt o Peopl eSoft Systtaroughthe Ggunp us
Portal: SignintotheMyUPor t al and click on 6PeopleSoftd und
the 6Campus Solutions6 link under the OPeopl eSof
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https://it.umn.edu/service-details/enterprise-access-requests

Creating Scholarship Item types:
Note: The existing pages and process for creating Iltem Types for Scholarships did not change
extensively from the 8.9 PeopleSoft application to the upgraded 9.0 system.

1.1 n the portal , PeopleSatd yondelt i ¢ & umakelsudeyoulaie mk s
Campus Solutions.

¥ Upemmintiones i
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2. When in PeopleSoft Campus Solutions, navigate to:
T AUM Creat e Schol MairsMenup Fihahcml Ay pM Scholarships >

UM Create Scholarship Itm Type

3. Enter:
9 Academic Institution
1 Aid Year
fTand then click 6Add©o

Favorites - MWain Menu - > Financial Aid = > UM Scholarships = > UM Create Scholarship Itm Type

UNIVERSITY OF MINNESOTA CSPRD

UM Create Scholarship tm Type

Add a New Value

Academic Institution: LIKMMNTC \K

.'-' = 2| 17 ]
Aud Year 2017 1

Add K




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

5. Click 6Search for Item Typeb6 button to
string entered.

Faomes » Main Meny =

S Financial A0 ~ > UM SChoIarsheps = > UM Create Scholarstep Am 1ype

UNIVERSITY OF MINNESOTA CSPRD

UM Create Scholarship Item Type

Institution: UMNT in pste Click hera for help with this page
A Year: 2015 14

ltem Type

Fund Program

Code DeptiD Code Project ID Account

Chartheid 1 Chartfiedd 2 CcS

-

Search for Bem Type  Create lem Type

+ Add

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 “..

Favortes « Man Menu ~

» Fnancial Aid ~ > UM Scholarships « > UM Craate Schelarship 8m Type

UNIVERSITY OF MINNESOTA CSPRD

UM Create Scholarship Item Type

nsutution: MNTC Twin Cities/Rochestet Click here for heip weh this page
Axt Year: 1

em Type:

check

-OR-
Fund
Code DeptiD

Search for hem Type

alar<hip
al SIg

Program

Code Project 1D Account Charthold 1 Chartheld 2 csS

Create ltem Type

» A0




7.

account

stri

If no item type is found, or if you wish to create an additional scholarship item type on your

ng, c¢click 6Create Item Typed butt

Favorites ~ Main Menu~ > Financial Aid ~ > UM Scholarships ~ > UM Create Scholarship itm Type

Home
UNIVERSITY OF MINNESOTA CSPRD
New |

UM Create Scholarship Item Type

Institution: UMNTC Twin Cities/Rochester Click here for help with this page

Aid Year: 2015 2014-2015

Item Type: =8

-OR-

Fund Program

Code DeptiD Code ) Project ID Account Chartfield 1 ) Chartfield 2 CS‘

Search for ltem Type || Create ltem Type

=+ Add
8. Type in a 06Schol arship Named in the field pro
Note: this will be the scholarship description students see in their financial aid package.
Emortes - Main Meny ~ Foancid At =« UL Schalurships = + UM Craste Scholarship i Type
HOmMe

UNIVERSITY OF MINNESOTA CSPFRD

SADO0
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fund

Pre
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or e Tipe

UM Create Scholarship iltem Type

Craate Bam Type

hartheds 4 Narthiedd 2

Note: Enr ol

me nt
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9. Click O6O0OK. 06 Your new s chol aanddshaagy toiuse donentéripgp e h
scholarships for students.

Message

Anew item type (940000004069) has been created. (29000,154)




Upload your Scholarship File in PeopleSoft using Scholarship Automation

Creating Scholarship (.csv) Files for Upload:

Start by opening the REQUIRED Excel template. The iDepartmentSc hol ar s hi p flde@amp| a

be found on the ASR website at asr.umn.edu/training-and-support/scholarship-administrators
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fﬂ:_.‘ TRAINING AND SUPPORT » SCHOLARSHIP ADMINISTRATORS

Scholarship administrators

Although scholarship administration is decentralized on the Twin Cities campus, ASR provides tools
and support to help you promote, award, and pay scholarships to students. The information listed
below will help you gain access to the tools you need.

Important Dates for Scholarship Administrators »

Upcoming meetings for scholarship administrators:

All meetings will be 1:00 p.m.-2:30 p.m. on Wednesdays in Waiter Library, room 101.

* April 5, 2017
* June7,2017
* August 2, 2017

Note for Scholarship Data Reporting: Neither the “Scholarship Student Selector” nor the “FA Funds
Summary” report in Reporting Center include all relevant data for official financial aid or scholarship
reporting purposes. For any information you need for financial aid or scholarship statistical data
please contact the University's Office of Institutional Research at 612-624-4851.

Meeting Minutes - Scholarship Administrators >>

Scholarship Automation Resources

* Scholarship Automation Training Guide (D mental scholarship processes)

Department Scholarship File templa cel file download)

* Tips on Adjusting/Adding Scholarships (PDF)

* Scholarship Automation Access & Security

Online Scholarship Application Training information »

About ASR

One Stop  MyU®&: For Students, Faculty, and Staff

v ASR Intranet

Support

General Contact

saosf@umn.edu

Accounting/Item Type/Finance

Bob Balfour

balfo003@umn.edu
612-624-9872

Scholarship Automation/Processing

OSF Scholarship Unit
saosf@umn.edu

Kari (Zakariasen) Ellering

kzakaria@umn.edu
612-624-6043

Nate Rosckes

rosck001@umn.edu
612-624-2324

Dianne Danov

d-dano@umn.edu
612-624-2057

Molly Nelson
nels2461@umn.edu
612-625-5357



file:///C:/Users/rosck001/AppData/Local/Temp/asr.umn.edu/training/scholarship_administrators

The iDepartment Scholarship FileTe mp | at e 0

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:

1 ID = must be a 7 digit number

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

1 Award Amount = cannot be currency (contain $). It must be formatted as a i N u mbaaed 0
must be less than 100,000

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

or Summer
o Selecting the #AFall / Spr i angoont egqyally betweenthe tvd d i
semesters. For example, i f the award amou

$500 will be placed into Fall and $500 will be placed into Spring
1 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.

Insert Page Layout Formulas Data Review View BI Publisher

= Cut . . .
k. &.Cu Calibri N WY E.E Ik
= <3 Copy ~
aste 7 U \ aw= g e | ghe g | NS : g ¢ «
= J Format Painter B =2 =t ST :
Clipboard ‘ Font Alignment Number
E3 v S«
B C D E F

1D Item Type Award Amount Term(s)
| l -
Termf(s)

Use drop-
down to select

UM Scholarship File Upload Template *requiredto uploy

term(s).
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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).

i Home Insert Page Layout Formulas Data Revi'ew View BI Publisher
=8 ¥ cut ; o <
i & Cu Calibri 11 A A ==

niie =3 Copy ~

aste T : \ = = = | == 3= § -

- fFormat Painter B 7 O St o 2 e S = B !

Clipboard % Font Alignment Number
E3 - S | Fall/Spring
B c D E ] F

1 UM Scholarship File Upload Template *required to upload a file.

| 2 ID Item Type Award Amount Term(s)
=gl 1234567 940000000000 ZOO0.00IFaII/Spring |~
a4 Term(s)
5 Use drop-
6 down to select
term(s).
7
8

Below is an example scholarship file entered with multiple students and multiple item types as even
split Fall/Spring awards.

H - s
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW
AD z:;y i Calibri “Jia -] 2 Wrap Text 2
Paste _ ) B I U Maioe 8 Cate TR o Conditional For
- N Format Painter - - " T
Clipboard ] Font Alignment Number Styl
cs > Jx
B C D E F G
1 UM Scholarship File Upload Template =*required to upload a file.
2 ID Item Type Award Amount Term(s)
3 1234567 S40000000000 2000.00 Fall/Spring
4 1234567 940000000003 1000.00 Fall/Spring
S 7654321 S40000000006 5000.00 Fall/Spring
(<] 7654321 S40000000008 1500.00 Fall/Spring
7
8
9
10
11
12
b 32
14
15
16
17
18
19
20
Sheetl )
e ——




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).

B H -

HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

e ¥, Cut
B Calibn ~ 111
& Copy -
Paste =
N Format Painter

iment Number

1 UM Scholarship File Upload Template *required to upload a file.

2 1D Item Type Award Amount Term(s)
1234567 940000000000 1000.00 Fall v

Termis)
Jse drog
jown to select
termis)

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.

B C D E F
; [UM Scholarship File Upload Template *required to upload a file.
2 |ID Item Type Award Amount Term(s)
3 1234567 940000000000 1000.00 Fall
4 1234567 940000000000 1500.00 Spring -
? Term(s)
= Use drop-
7 down to select
g termis).
g
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COPYING AND PASTING

*NOTE: If you use a copy and paste from a different source (even another Excel spreadsheet),
make sur e yoMatcl Destmatien FOrmattingd oMaluggsdé from t he past e
Using the default or AKeep Source Formattingo wi
your .csv file not being properly formatted for upload. If improperly formatted, your file will

error.

Use APaste Optionso

File Home Insert Page Layout Formulas Data Review View BI Publisher
# Calibri viil T A A == & = urre -
Faste o | B 2 U : - A | EEE|EE B e $ ~ ’ g
Clipboard = Font Alignment Number
D3 - £ | 2000

EH) Dept Scholarship Template 1-30-15.xIsx
B c ] D [ E F

1 UM Scholarship File Upload Template *required to upload a file.

2 ID Item Type Award Amount Term(s)
El | $2,000 |
4 B (Ctrh) -
5
6 1Paste Options (Ctrl)
7
8

Use AMatch Destination Formattingo

Home Insert Page Layout Formulas Data Review View BI Publisher
L % Calibri i1 | A- A s == = ¥ .
R e -
ase B Z U A _TEE_ T == | $ -
- 7 - =
Clipboard = Font Alignment Number
D3 - % | 2000
[Z] Dept Scholarship Template 1-30-15.xlsx
B c [ D [ E F

1 UM Scholarship File Upload Template =*required to upload a file.

2 |ID Item Type Award Amount Term(s)
£ L $2,000 |
4 B2 (Ctrl) ~|
> Paste Options:
6 S = =
F = == %{}
2 | Match Destination Formatting (M)
10
11
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Home Insert Page Layout Formulas Data Reviéw View BI Publisher
e —
s & Calibri > 11 | A AT === o~ = ap Text Currency -
. B5 B3~ A -
Paste o B Z i £ Sy~ A === = | Edme $ - 37| 548328
Clipboard = Font Alignment Number
D3 - ’ f l 2000
@] Dept Scholarship Template 1-30-15.xIsx
c [ D | E F

Item Type

1 UM Scholarship File Upload Template

Award Amount

*required to upload a file.

Term(s)

$2,000 |

& (cten -

*a B

Paste Values
(B2 25 (2234

| e Options
| Values (V)
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SAVING THE TEMPLATE
Youmustdoad S a v eand\spexify 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 AnOffice of Equity and Diversi Theble or
name cannot be longer than 31 characters including the .csv extension.

NOTE: If using a PC, dothe 6 S a vs®a Gomma delimited .csv file: If using a Mac, see 2"
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.

Save As PSS
7= [ Comp ed (S V[ :Seans Eranciat A |
@‘vv » Computer » Shared (5:) » - | ¢4 Searct ancial Aid £
Organize v New folder SEEE 2 @
=
= Name Size o

~a Libraries

-<| Documents

—,: Music

k=| Pictures B
B2 videos B

L
> 'Computer Scholarships

b

11}

-
@

=t
#® Shared (S:)
5 =

= mmmacm

€l Network

File name: CLA _Test.csv @

Save as type: [CSV (Comma delimited) (*.csv) v]

Authors: ‘ Add a tag Title: Add a title
= Hide Folders Tools ~ Save ] l Cancel ]

A Home Layout Tables Chi
Edit Font Save As: |CLA Test.csv e Celts - Themes
&/ Fm v Calibri (Body | 5
Where: 1 Desktop : e
paste  ( Clear ™ 3 nsert  Delete  Format hemes

Da . ormat: | Windows Comma Separated (.csv h M
8 ¢ S erikion | i

UM Scholarship File Upload values in cells
0 Item Type
1234567 940000000000

1
2
3
4
S
6

8
9
10
11 Cancel Save
12
13

. ‘ Hl sheet1 & /4
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Af t er atele Gt @ilbask you to keep using format. Cl i ce&s @d.Y
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