[image: finance-logo]

SECTION:		Financial AidNOTE: Any changes to process due to remote work should be documented in procedures.

SUBJECT:	Unit Administered Aid (Scholarships and Fellowships for students only) Documented Procedures
APPLIES TO:		Units who administer scholarship/fellowship student support
NOTE: Changes for FY2025/FY2026 are identified in red text
Financial Aid - Unit Administered (Scholarships and Fellowships only) Overview
The objective of the Financial Aid process is to ensure that all unit-administered aid funding is identified and committed consistent with unit funding strategy.  In addition, it is also to ensure agreed upon levels are awarded and disbursed as intended.   
NOTE: It is recognized that many steps and activities will be iterative in nature as funding sources and admissions/retention cycles vary.  Use this template to define the processes and timelines that are specific and relevant to your unit.
Financial Aid – Unit Administered (Scholarships and Fellowships only) Process
	Activity
	Responsibility
	Reference/Comments

	DETERMINING AVAILABLE FUNDING
	
	

	The following position(s) and/or committee establish annual available funding by funding source in the [insert name of school/college/unit/department]. 
	[insert appropriate person(s)/position(s)/committee] Dean, Director, Budget Administrator, etc. 
	

	The following position(s) is responsible for developing and maintaining a summary of available funding throughout the funding life cycle. 


	[insert appropriate person(s)/position(s)] Budget Administrator, Student Services Administrator, etc.
	If using the Financial Commitments to Students (FC2S) system to summarize/track funding, an M1 OARS form should be completed and approved (by Student Administration UL) to grant or cancel/revoke access.   User should request “FA Commitment Entry User” role.  Login to My LINC and search “FC2S” to learn more.

	Review the Access Validation Audit Report located in Tableau to validate that all individuals with system access are appropriate.
-or-
Review the Access Validation report located in M-Reports (go to Wolverine Access > M-Reports) to validate that all individuals with system access are appropriate.   
	[insert appropriate person(s)/position(s)] Budget Administrator, Student Services Administrator, etc.
	In Tableau, go to All Employees by Role tab
Source System Description = Student Administration 
Role Name = FA AWARD ENTRY USER, FA AWARD LOAD USER, FA AWARD VIEW USER, FA COMMITMENT ENTRY USER, FA COMMITMENT ENTRY VIEWER.
In M-Reports, select “STUDENT ADMINISTRATION” for subject area and search "COMMITMENT" and “AWARD” for a list of security roles. Choose the following CS FA Options: AWARD ENTRY USER, AWARD LOAD USER, AWARD VIEW USER, COMMITMENT ENTRY USER, COMMITMENT ENTRY VIEWER.

	Develop a summary that includes all available funds from all sources for the year and describes the attributes of each funding source administered by the unit. Note any restrictions.  Consider quarterly payment of endowment funds in projections.  
Work with unit financial personnel and/or Financial Operations or Sponsored Programs to confirm all funds have been identified.  
Retain supporting documentation for any documentation not already maintained/ available consistent with SPG 604.01, Departmental Record Retention for Business and Financial Records.  Office of Financial Aid (OFA) recommends retaining documents for 3 years following student’s graduation/attendance consistent with Federal Policy.
	[insert appropriate person(s)/position(s)] Budget Administrator, Student Services Administrator, etc.
	Common funding sources for the [insert name of school/college/unit/department] are the following: [insert common funding sources (i.e. General, Gift, Research, Rackham, etc.)]  
Summary should include the following attributes:  shortcode/chartfields, annual amount, fund type, awarding rules and restrictions, associated item types, PI/fund authorizer, etc. 
If using the FC2S system, use the "Set-up Commitment Fund Sources" page to develop a summary.  For more information, see page 3 of the Financial Commitments to Students (FC2S) Quick Reference Sheet.  For step-by-step instructions, see Setup Commitment Fund Sources – Step-by-Step Procedure.   


	Review multi-year commitments made to continuing students in prior years.  Subtract actual expenditures from available funding.  Funds previously committed should be added back to available funding for students who have graduated or if commitment period has ended.
	[insert appropriate person(s)/position(s)] Budget Administrator, Student Services Administrator, etc.
	If utilizing the FC2S system, go to "Commitment Fiscal Projections" page to view multi-year commitments.   For more information, see page 10 of the Financial Commitments to Students (FC2S) Quick Reference Sheet.  For detailed descriptions of the fields on this page, see Commitment Fiscal Projections – Field Descriptions.

	For funds that have ended/are obsolete, request Financial Aid Item Types (FAIT) be inactivated (see SET-UP FAITs section). 
Also inactivate shortcodes.  
Before inactivating, ensure no future commitments have been made to funds and that current funding has been paid.
	[insert appropriate person(s)/position(s)] Budget Administrator, Student Services Administrator, etc.
	For forms and detailed instructions, see OFA-Financial Aid Item Types (FAITs) in TeamDynamix. 
 

	The [insert name of school/college/unit /department] uses the following methodology to establish/determine projected acceptance rates by funding source: [insert methodology (i.e. work with admissions staff to establish rates based on historical recruitment yield rates)]. 
Apply projected acceptance rates to summary of available funding. 
	[insert appropriate person(s)/position(s)] Budget Administrator, Student Services Administrator, etc.
	Process and methodology for determining projected acceptance rates are reviewed and approved by [insert higher level of authority position person(s)/position(s) (Dean, Director)] when created and revised.

	Review and approve summary of available funding (at least annually) to confirm that: 
· it includes all available fund sources 
· it incorporates multi-year commitments 
· total projected funding availability is accurate.
	[insert appropriate higher level authority person(s)/position(s)] Dean, Director, etc.
	Person approving summary should not be the person developing it.

	SETTING-UP FAITs
	
	

	Ensure FAIT set-up (including disbursement rules) is consistent with donor instructions or fund requirements by completing the proper form(s) in order to:
· set up a new FAIT for new funding sources
·  revise existing FAITs
·  request that obsolete/duplicative funding source Item Types be inactivated
	[insert appropriate person(s)/position(s)] Student Services Administrator, etc.
	Forms and instructions can be found under OFA-Financial Aid Item Types (FAITs) in TeamDynamix. 


	Submit Request form(s) to Office of Financial Aid or sfps@umich.edu. Retain a copy of form(s).

	[insert appropriate person(s)/position(s)] Student Services Administrator, etc.
	

	Review FAIT Set-Up report before entering awards to confirm they have been set up as desired.

	[insert appropriate person(s)/position(s)] Student Services Administrator, etc.
	Report can be found in Wolverine Access/ Student Administration  Financial Aid  UM FA Merit Aid  UM Item Type Set Up Reports
Or in Wolverine Access/Business Objects at: UM-Maintained  Student  SA04 FinAid-StuFin  SA04 FinAid Item Type Setup by Dept ID 

	COMMITTING AND TRACKING FUNDS
	
	

	The [insert name of school/college/unit /department] uses the following methodology for deciding which students will be committed to which funds: [insert your unit’s method (or location of documented method) for determining which students will be committed to which funds].
	[insert appropriate person(s)/position(s)] Dean, Director, Department Chair, Faculty Members, etc.
	NOTE: Among others, documented decision process steps should include 1) ensuring commitment decisions are consistent with fund and award criteria, 2) committing more restrictive funds before utilizing less restrictive funds, and 3) considering commitments from other sources outside your unit 4) how potential conflicts of interest should be addressed
Documentation that identifies decision on how and why students were decided should be retained.
Consider using the automated scholarship funds matching tool in M-Pathways to aid in decision making process.   Login to My LINC and search “SFM” to learn more.  

	The following position(s) is responsible for entering/tracking commitments. 
	[insert appropriate person(s)/position(s)] Admission Officer, etc.
	If using the FC2S system to enter/track commitments, an M1 OARS form should be completed and approved (by Student Administration UL) to grant or cancel/revoke access.  User should request “FA Commitment Entry User” role.
Successful completion of FAC302 Financial Commitments to Students training course in My LINC is required to obtain access.


	Provide [insert appropriate person(s)/position(s) (Admission Officer, etc.)] with detailed listing of agreed upon decisions. 
	[insert appropriate person(s)/position(s)] Dean, Director, Department Chair, Faculty Members, etc.
	

	Enter and track commitments using [insert tool used to enter/track commitments (i.e. an Excel spreadsheet, FC2S, etc.)].  Compare entries to detailed listing of agreed upon decisions and funding source to ensure they are accurate.

	[insert appropriate person(s)/position(s)] Admission Officer, etc.
	If entering/tracking commitments manually, see Appendix A for key information to include. 
If using the FC2S system, use the "Commitment Entry" page to enter/track commitments. For more information, see page 5 of the Financial Commitments to Students (FC2S) Quick Reference Sheet.   For step-by-step instructions, see Enter Financial Commitments Step-By-Step Procedure.

	Review commitments to ensure: 
· they are consistent with what was agreed upon and funding source
· total commitments are in line with unit funding strategy.
· the selected student was eligible/met the criteria of the scholarship
	[insert appropriate higher level authority person(s)/position(s)] Dean, Director, Department Chair, Faculty Members, etc.

	Individual reviewing commitments should not be the individual entering/tracking them and ideally not involved in decision making process.

	Notify students once decisions are made.  Include information about response/acceptance steps and deadlines, and award eligibility retention requirements.
Notify continuing students of how and when to apply for unit assistance.
	[insert appropriate person(s)/position(s)] Student Services Administrator, etc.
	

	Update unit tracking records to reflect student’s acceptance/rejection of offer.  
For rejected funds, determine how funds will be reallocated/offered to other students.  
	[insert appropriate person(s)/position(s)] Student Services Administrator, etc.
	If using the FC2S system, update the “Commit Status” field to reflect student’s response.

	Commitment records (documentation that identifies decision on how and why students were decided) and student information are retained based on funding source and are located [insert location of records] to ensure access is limited to only authorized staff.
	[insert appropriate person(s)/position(s)] Student Services Administrator, etc.
	Retain supporting documentation for any documentation not already maintained/ available consistent with SPG 604.01, Departmental Record Retention for Business and Financial Records.  Office of Financial Aid recommends retaining documents for 3 years following student’s graduation/attendance consistent with Federal Policy.

	Regularly monitor total commitments against total funding available to identify potential issues, shortfalls, etc.
Immediately discuss unanticipated spending (over or under) with unit financial manager.  The goal is to mitigate financial risk at the earliest possible point.

	[insert appropriate person(s)/position(s)] Student Services Administrator, etc.
	If using the FC2S system, use the "Commitment Fiscal Projections" page to monitor.  For more information, see page 10 of the Financial Commitments to Students (FC2S) Quick Reference Sheet.  For detailed descriptions of the fields on this page, see Commitment Fiscal Projections – Field Descriptions

	AWARDING FUNDS
	
	

	Step only applicable for Supported Award Entry units (or units giving funds to someone not set-up in M-Pathways) – delete this step if your unit enters awards.  

Determine if the student exists in M-Pathways.  If the student does not exist in the M-Pathways system, complete and submit the Visitor/Guest Student Spreadsheet to OFA (who will email the 8-digit EmplID to complete the Supported Award Entry spreadsheet). 

Complete the Supported Award Spreadsheet and Submit Request to OFA electronically, email sfps@umich.edu , or via hardcopy to: 
Office of Financial Aid Scholarship/Fellowship Processing
2256 SAB – 1316 

Supported Award Entry units can delete the next three steps below.  
	[insert appropriate person(s)/position(s)] Student Services Administrator, etc.
	


	The following position(s) is responsible for entering/tracking awards.
	[insert appropriate person(s)/position(s)] Student Services Administrator, etc.
	An M1 OARS form should be completed and approved (by Student Administration UL) to grant or cancel/revoke access.  User should request “FA Award Entry User” role. NOTE: If using the FC2S system, user must also request the “FA Commitment Entry User” role. 

Successful completion of the two My LINC courses (FAE101 Financial Aid Overview and FAE103 Award Entry Overview) as well as the FAL301 Award Entry Lab prior to activating access is required.  The FAS201 Award Load Process eLearning course should also be taken for those utilizing batch uploads.  (supported sites only need to complete the FAE101 and FAE103 eLearning courses).


	If using FC2S, review and authorize commitments via “Load Commitments to Award Entry.”  
	[insert appropriate person(s)/position(s)] Student Services Administrator, etc.
	

	Enter awards into M-Pathways via (select applicable process(es) for your unit)  
· direct award entry process (manual)
· award load process (batch)
· the “Load Commitments to Award Entry” tool  
on a timely basis consistent with the Aid Disbursement Calendars

 


	[insert appropriate person(s)/position(s)] Student Services Administrator, etc.
	For direct entry (manual):  Wolverine Access/Student Administration  Financial Aid  Awards  Award Processing  Assign Departmental Awards
For more details on how to enter awards manually (one at a time), see FAE 301 in My LINC. 
For award load (batch):  Wolverine Access/ Student Administration  Financial Aid  Awards  Award Processing  UM FA Award Load
Award Entry Spreadsheet Template

For more details on how to record awards on Award Load Spreadsheet see Award Entry and Award Load Resources in My LINC.
  
For automated commitment load:  Wolverine Access/Student Administration  Financial Aid   UM FA Merit Aid  UM FA Commitments  Load Commitments to Award Entry 
If using the FC2S system, use the "Load Commitments to Award Entry" tool to transfer commitments into awards in M-Pathways.   For more information, see page 11 of the Financial Commitments to Students (FC2S) Quick Reference Sheet.   For step-by-step instructions, see Load Commitments to Award Entry – Step-by-Step Procedure.
Additional step-by-step procedures and simulations can be found in My LINC

	Compare the Award Activity Report to the source documentation to ensure what was committed was awarded.
	[insert appropriate person(s)/position(s)] Student Services Administrator, etc.
	Report can be found in Wolverine Access/ Student Administration  Financial Aid  UM FA Merit Aid  UM Award Activity by Operid or UM Award Activity by Item Type 
If using the FC2S system, review "Failures" on the "Results" tab.

	Review Award Activity Report to ensure awards are consistent with approved commitment decisions.
	[insert appropriate higher level authority person(s)/position(s)] Dean, Director, Department Chair, Budget Administrator, etc.
	Individual reviewing awards should not be the individual entering/tracking them.

	Run the Cancel Admit w/Aid report weekly to identify students who have declined admission but whose financial aid offer has not yet been canceled.   
	[insert appropriate person(s)/position(s)] Student Services Administrator, etc.
	Report can be found in Wolverine Access/ Student Administration  Financial Aid  UM FA Merit Aid  UM Cancel Admit w/Aid by Item Type or Student

	As students accept offers, update the award status from “Offer” to “Accept.”  
As students decline awards, update the award status from “Offer” to “Decline.”

	[insert appropriate person(s)/position(s)] Student Services Administrator, etc.
	If using the FC2S system, status will automatically carryover from Commitment page.
As a general rule, awards for continuing students are entered as “Accept” since it is unlikely they will decline.

	DISBURSING AWARDS
	
	

	Review the "Disbursement Data from Batch Run" report weekly to validate that awards have disbursed as intended and were consistent with the Aid Disbursement Calendars.
	[insert appropriate person(s)/position(s)] Student Services Administrator, etc.
	Report can be found in Wolverine Access/  Student Administration  Financial Aid  UM FA Merit Aid  UM Disbursements by Item Type 


	Run the "Authorization Failure Report" weekly to identify students who did not satisfy the Item Type disbursement rules.
Work with students to resolve disbursement failures or cancel/adjust award accordingly.
	[insert appropriate person(s)/position(s)] Student Services Administrator, etc.
	Report can be found in Wolverine Access/ Student Administration  Financial Aid  Disbursement  Authorization Failure Report


	Determine if any Manual Disbursements are required (i.e., overrides or emergency).
If so, obtain proper approval and submit request to the OFA or sfps@umich.edu. 
Copy of documents are retained, per SPG 604.01, Departmental Record Retention for Business and Financial Records.
NOTE: Office of Financial Aid recommends retaining documents for 3 years following students’ graduation/attendance consistent with Federal Policy.

	[insert appropriate person(s)/position(s)] Student Services Administrator, etc.
	Detailed procedures for both overrides and emergency disbursements along with information to include in emails can be found on the Manual Disbursements webpage.


	RECONCILIATION
	
	

	Review “Financial Yearly Trend Report” for journal entry activity and “Financial Aid Management Report” for any unknown, unexpected or missing payments made through the Financial Aid system and ensure all disbursement activity is accurately reflected.
Maintain proper evidence of reconciliation.
	Reconciler
	Ideally, individual performing reconciliation should not be person tracking/entering aid data.
Reports can be found under the MGMT REPORTS tab of M-Reports

	If necessary, run the Aid Disbursement Detail report for additional line-item details and/or contact unit for JE details.
	Reconciler

	Report can be found in Wolverine Access/ Student Administration  Financial Aid  UM FA Merit Aid  UM Statement of Activity (three options:  FD/DPT/PG, PRJ/GRNT or DEPT/MGR)

	PAYMENTS TO STUDENTS
	
	

	Report all payments, awards, prizes and gifts given for academic pursuit or achievement to students who are receiving other forms of aid. Qualifying payments that fall under this category are those which did not originate from the financial aid disbursement process, and must be reported to the Office of Financial Aid, consistent with SPG 601.30, Payments/ Reimbursements to Students for Non-Employment Purposes. 

	[insert appropriate person(s)/position(s)]
	



Other related information:
Key Contacts:
· Office of Financial Aid website, (734)-763-4303, or sfps@umich.edu 
· ITS Service Center at (734) 764-4357 (4-HELP) or 4HELP@umich.edu 
Related Standard Practice Guides:  
· 500.01, Fiscal Responsibilities
· 604.01, Department Record Retention for Business and Financial Records
· 601.11, Privacy and the Need to Monitor and Access Records
· 601.30, Payments/Reimbursements to Students for Non-Employment Purposes

Record of Revisions:
	Date of Issue
	Description of Change
	Page(s) Affected
	Approved By

	2/1/2012
	Original template created
	All
	[insert name]

	11/15/2012
	Minor updates for FY2013 (changing the path to access reports, note regarding access validation report review, Appendix clarification)
	1, 3, 4, 6-10
	

	11/27/13
	No Changes
	
	

	11/18/15
	Clarification language for qualifying payments to students reported to OFA.
	10
	

	11/2016
	Corrected link for Guest Student Spreadsheet and the Supported Award Spreadsheet
	6
	

	11/2017
	Added language regarding potential conflicts of interest
	4
	

	10/2018
	Updated links to form & instructions page from http://www.mais.umich.edu/student/faforms.html to its.umich.edu/financial-aid-forms
	2, 3, & 6
	

	11/2019
	Updated links to show website address. Removed reference to CTools.
	2, 3, 6, 10
	

	11/2020
	Updated links
	2, 3, 6, 8, 9
	

	11/2021
	No changes
	
	

	12/2022
	Updated to add TeamDynamix links
	2, 3, 6, 8-11
	

	12/2023
	No changes
	
	

	12/2024
	Updated link
	8
	

	11/2025
	Added step to review Access Validation Report in Tableau (removing from individual steps), updated links per Accessibility Quick Tips, added clarifying language
	All
	



Document Owner: [insert name], [insert title]
Administrative Owner: [insert name], [insert title]











Appendix A
Information to track related to students promised or receiving financial support:
	Bio/Demo Information
	 Funding Details
	 Funding Management 
	Misc.

	· Student Name
· Emplid
· Admit Term
· Residency
· Student Group or Cohort
· Program or Department
	· Funding Name or Type
· Shortcode and/or Item Type
· Funding Amount
· Funding Status
· Tuition/Fee Target Charges (Calc Flag)

	· Staff member(s) designating the funding assignments (as authorized by unit)
· Date of offer
· Offer letter date
· Offer letter code
· Acceptance status and/or date
· Funding Coverage (e.g., tuition, fees, grad care) 
· Beginning term of award
· Projected end term of award
	· Comments about student interactions, exceptions, special circumstances
· Y/N indicator for M-Pathways award entry completion
· Needed disbursement overrides or special requests
· Candidacy reached (term or Y/N indicator)
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