GAP;‘\CC '
ISAC Gift Assistanca Programs

ISAC’s
Golden Apple Scholars
of lllinois Program

User Guide

April 2021



Table of Contents

TOPIC

An Overviewof Program Administration

GA Administration Process
» Application

 Certification

* ISAC Identification Number
* Award Determination

Access and Navigation
» GAP Access User Administration
* Navigation into GA System

GA Student Eligibility List

 Student Eligibility List: View Screen

+ Student Eligibility List: Filter Screen
 Student Eligibility List: Sort Screen
 Student Eligibility List: Column Screen

GA Student Detail Eligibility Screen
 Student Detail: Eligibility Screen

Overview ofthe GA Payment Process

» Accessing GA Payment Screen

* GA Student Payment List: View Screen

+ Student Payment Eligibility List: Filter Screen

+ Student Payment Eligibility List: Sort Screen

» Student Payment Eligibility List: Columns Screen

+ Student Detail: Payments Screen/ Individual Payment Requests
» Payment Request Entry/Batch Payment Requests

» Submitting Payment Requests

GA Reports
« GA Payment Reports

GA Codes
* GA Result Codes, Request Codes, Status Codes and Enrollment Status
Codes

PAGE

A b o0ow

12

13

14 &15
16

17

18
19-21
22 &23
24

25-27

28



Golden Apple Scholars of lllinois (GA) Program

Application, Certification and Award Dete rmination

Applications for the Golden Apple Scholars of Illinois Program are accepted and processed by
the Golden Apple Foundation, and the program is administered in GAP Access in partnership
with the Foundation and the participating colleges that Scholars are attending.

Once the Foundation has evaluated applicants and determined who may be eligible to receive
benefits of the GA program, the Foundation provides applicant data to ISAC which is uploaded
to GAP Access.

The Foundation then completes the certification process in GAP Access and identifies which
applicants are currently meeting eligibility criteria for the program. Colleges do not need to
complete the certification process for GA, asis done for the Minority Teachers of Illinois (MTI)
Scholarship Program.

For applicants certified as not eligible by the Foundation in GAP Access, one of these
indicators will be provided:

—  Probation
—  Exits
— Not Reporting.

As the Foundation completes the certification process, program awarding is automatically
determined based on grade level, applicant category, etc., and the Foundation has the ability to
override and adjust an award amount in GAP Access, as needed. Any changes to certification
data after awarding has taken place are made by the Foundation or ISAC.

After the certification and awarding process has been completed, payment functionality will be
made available in GAP Access so that colleges can complete the payment request process for
awarded students who are enrolled and continuing to meet eligibility requirements at their
institution.

The total number of scholarships awarded each year is contingent upon the funds appropriated
by the Illinois General Assembly, and the awarding process does not occur until after a final
appropriation has been approved by the General Assembly and the Governor.



Golden Apple Scholars of lllinois (GA) Program

ISAC ldentification Number

If a student has not applied for the Monetary Award Program (MAP) and when an applicant
begins the process of completing an application for the GA Application a unique ISAC
identification number will be assigned to the student applicant.

For applicants who submit an Alternative Application and submit the GA application
simultaneously they will be assigned the same unique ISAC identification number.

If the student has applied for MAP and has an ISAC unique ID number, they should use it when
applying for the GA Program.

This unique ISAC identification number is a permanent identifier that will remain the same for a
student every year.

Payment Processing

Colleges submit payment requests using the GA system in ISAC’s GAP Access portal throughout
the course of the award year. Payment is made to colleges through an offset process. As part of
this process, new payment requests are compared to outstanding amounts owed to ISAC, and
payment is made accordingly



Access and Navigation

The system to administer the Golden Apple Scholars of Illinois (GA) Program is available through
ISAC’s Gift Assistance Programs (GAP) Access portal at https:/isacportal.isac.org.

All users need a valid GAP Access ID and password to access the system.

ISAC relies on a designated Primary Administrator (usually, the Financial Aid Director) at each
institution to authorize users and provide them
with the appropriate level of access for each
ISAC program.

School Administration Programs

Once a school user has successfully logged in to User Login: Success
GAP Access, the GA information can be accessed

by selecting the GA program from the Program list—___ Welcome, TEST TEST

t Login: 2020-12-22 10:54:3

Update Profile

School Administration Programs

User Login: Successful

Welcome, TEST TEST

Last Login: 2020-12-22 10:54:37.663

Update Profile

Please note that the GAP Access system will time out after prolonged inactivity.

April 2021


https://isacportal.isac.org/

GA Student List Eligibility: View

Once you have navigated to the GA Program in GAP Access, you can view the list of applicants
provided by the Golden Apple Foundation who may be eligible to receive benefits of the GA
program. The list will initially appear in alphabetical order, however, you may use the Filter, Sort
and Columns functionality to customize your view as needed.

In addition to the applicant data, the Student List Eligibility: View screen includes the application
date, applicant category, certified status, certification date, and award amount. An indicator is also
provided if the applicant has been awarded the Minority Teachers of Illinois (MTI) Scholarship
Program. ( A student cannot receive benefits from both programs in the same academic year.)

Applicants with eligibility or conflict issues will be identified by icons in the List view, and more
information can be obtained on the applicant’s Student Detail screen by selecting the magnifying
icon E" in the first column of the student record.

Ayellow lightbulb 2 is an indicator of student eligibility issues, and a red triangle £k is an
indicator of a conflict issue.

School  Administration Wil [l

GA Student List Eligibility: View

]

Home Studemt Paymenit Reporis

Filber Son Columns

Entries displayed | 20

L] Sl Currend 55N Last Maame First Rsmas LEw ] Defsult  Tobtsdl Applicaon Apphcamnd Category  Schood  ACadeames
Units  Date Conder Lewel
B B o M 15 DEATIZOR0  Tewaly Ranwws Sonhemars
z (5] 8 = N 8 BBITIOID  Teney Mew Frashiman
View Report Excel Report Save Selected
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GA Student List Eligibility: View

Initial default view:

Homel Student ayment Repors

Lzt Filter Serl Codumns

Entries displayed | 20

Sl Current 55N Last Mame First Rame  DOB Defzult  Total Applicaon  Applcand Cadegory  Schood  Academic  Certified  Cerifeed
Units Dale Code L el Fligibie Chate

1 (5] s 18 DRNTIZ0Z0  Terwy Farwas Soanerate v
2 (5] B == H 8 ORITIION  Temaly Mew Frashman
3 (5] o 18 GBATES0  Temely Reneas Senor &212020

View Report Excel Report Sawve Selected

View when scrolled to the far right, which includes the award amount column:

School  Adminisirasion

GA Student List Eligibility: View

Student Payment Reports

m Fiten Serl Columns

Entries displayed 20w

Dwlsmslt  Tolael Applicalion Applcand Celegory  School
Urets  Dabe LCode
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GA Student List Eligibility: View

Schoal  Adminisiralion

GA Student List Eligibility: View

Student Fayment Reports

m Fiter Beri Calumns

18 ST Temaly Rt SoamrO E212020
N . SRITI0  Temaly Naw Frgpmman e D0E0 10
] SENTIED  Timely Racwwa Sanicr 212020 255000
xcet Reprt | f

One of the following indicators

will be provided for students who The award amount will be automatically
have been certified by the populated once the Foundation certifies
Foundation as not eligible: the student as eligible, and the

* Probation Foundation has the ability to override

« Exits and change the award amount, as

* Not Reporting needed.

Depending on your computer, monitor, and screen settings, you may need to use the horizontal
scroll bar at the bottom of the page to navigate farther to the right to see these columns on the
Student List Eligibility: View screen.

“GGHNFFDFF 07/23/2001 N 0 08/27/2019  Timely New 001692 Freshman
< >
Showing 1 to 10 of 10 entries
R
View Report Excel Report Save Selected
Contact ISAC FAAS MAP Program MTI Program ING Program IVG Program GA Program
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GA Student Eligibility List: Filter Screen

You may filter student records by selecting specific categories provided on the Student Eligibility
List: Filter screen, which can be accessed by selecting the Filter tab.

School  Administration ETTERIE

GA Student Eligibility List: Filter

Home Student

List nm] Set  Columns

SSM Selected \
] Ehlgitle
[ Award Declined
Last Name
= [0 Timely New
2 [ Timely Renewal
Fiest Name
[l Deferred Scholar
" [ Pattrways Scholar
Teem Incligible Reasons
] v Max Unsts
Detauit
Academic Level
= \ [ c«u«dw
Application Date Start End
& &

Certified Eligible Status

= =3

Once you have selected your criteria from the drop down menus and/or selected the gategory
options on the right side of the screen, select the List tab (located to the left of the Filter tab) to
generate your customized view.

Home tudent Payment

List Filter Sort Columns

A Reset tab is also available to clear multiple selections with one click.
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GA Student Eligibility List: Sort Screen

The Student Eligibility List: Sort screen provides you with several options for sorting the student list.
This screen is accessed by selecting the Sort tab.

To sort your list, check the box next to the the data element(s) you would like to sort by, then select the
Add arrow to add them to the Selectedlist.

Use the Move Up arrow to put the¢/data elements in the order in which would like the list to be sorted.

You can also drag and drop ygur selection(s) into the Selected or Unselected column.

GA Student Eligibility List: Sort

Unielected Selecied
Academic Linve Last Nama
Anrral Award Armecaani . Firsl Mamas

) Eelecied checkbones will be
Apgpacabion Dale - - Soried desiinding. Linchecked
Cpertfed Do CPeBCRInES Wil Ca faSiTaia]

ASCET
[ ]

Ceetmisit
Schoal Code

Tolal Livats

Selected checkboxes will be sorted descending. Unchecked checkboxes will be sorted ascending.

Once you’ve made all of sorting selections, click on the List tab (located to the left of the Filter tab)
to generate your customized list.

A Reset tab is available to clear multiple selections with one click.
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GA Student Eligibility List: Columns Screen

The Student Eligibility List: Columns screenallows you to select the columns you want to view
and customize the order in which they appear. This screenis accessed by selecting the Columns
tab.

To select a Column for your customized list, click on the column heading to highlight it and then
the Add arrow to add it to the Selected list. .

Similayly, to remove a column from the List view, select the Column heading in the Selected list
and than click on the Remove arrow to add it to the Unselected list. -

Use the Move Up and Move Down arrows to put the columns in the order in which would like
them to appear on the List screen. . )

You can also drag and drop your selection(s) into the Selected or Unselected column.

School  Adminkstriéion Programs

GA, Student Eligibility List: Columns

Home  Student
List Filbed o | Columns

Unsedected Seleched
Fovand Declireg Date Current S5M
Dafermed Scholar Lasd Mame
Paftnivings Scholar First Hame
T DoB
Diafannt '
Total Units
o Application Dabe o
Apphcan] Calegory
School Code
Academs: Level
Carified Eligible
Corbed Dale
Inehgibis Reason
Arnual Avward Armoun]
Awrardesd MTI

Once you’ve made all of selections, click on the List tab (located to the left of the Filter tab) to
generate your customized list. A Resettab is also available to clear multiple selections with one
click.
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GA Student Detail Eligibility Screen

The Student Detail: Eligibility screen displays information from the student's application as well as
certification and eligibility information for the GA program. The purpose of this screenis to allow
users the ability to view eligibility details for an individual student record. The Student Detail:
Eligibility screenis accessed by clicking on the magnifying glass icon in the first colurr T the
student record on the Student List Eligibility: View screen.

To select another student's Detail screen, enter a new Social Security Number in the Current SSN field
and click on the Go button.

Programs

GA Student Detail: Eligibility

Student Payment §

Current $3N
Address

Date of Birth

Torm School Cote Acsdemic Level Cortles Cartined [ Award Date Awsrd Amount Ieligitin Mes scn Term Payment Amount Torm Usits

Annual Award Amount
1285 B8

These data elements indicate if an applicant is
a Deferred Scholar or a Pathways Scholar.

Award Decline Date

Eligibility .

\ . E » Deferred Scholar is one who was not

Srcathon 3 mrensh -
tas amtation N G inducted as a Golden Apple Scholars of
Apslint Caligary Al 1D Ilinois Progrgm incoming fre_:shr_nan. The
Tmaly Renews scholar, providing he/she maintains
Last Update Awarded MT eligibility and is inducted, may receive the
e i deferred freshman award amount, in
s e addition to his/her sophomore award
Defauit Pathways Scholar amount
Resdence » Pathway Scholar is one who enters the

program as either a sophomore or junior in ~ _|
college. These scholars are entitled to either
two or three years of benefit, accordingly.

12
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GA Payment Processing

GA payment processing is done using the GA system available through ISAC’s Gift Assistance
Programs (GAP) Access portal.

GA payment processing can be accessed by selecting GA under the Programs tab near the top of
the screen. Program functions are contingent upon each user program privileges. The administrator
must access the User Maintenance area and update the program access and level for each user.

— “None” will grant you zero access to GA data.
— “Update” will grant you the ability to both edit and view GA data.
— “View” will grant you the ability to only view GA data (i.e., no editing ability

After completing the payment request process in GAP Access, payment is made to colleges through
an offset process. As part of this process, new payment requests are compared to outstanding
amounts owed to ISAC, and payment is made accordingly. This system was developed to
accommodate the many changes in student eligibility that canoccur during the awarding and
disbursement of financial aid (including decreases, increases to awards, initial requests, and full
refunds). Therefore, funds should be returned to ISAC only after a final reconciliation has been
completed atthe end of the regular school year. All schools with an outstanding amount owed to
ISAC at the end of the school year receive a notice indicating the total amount to be returned.

Information about the payment offset process and reconciliation is located on the Refunds and
Unpaid Claims page in the Processes area of the FAA section at isac.org.

School Administration Programs

User Login: Succes]

Welcome,

Last Login

Update Profile
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Student Payment List: View Screen

The Student Payment List: Viewscreen gives the user the ability to easily select students to view
payment-related items such as payment request amounts, payment result amounts, and payment result
codes at a glance. It operates like the Student List Eligibility: View screen, allowing the user to select
students who are attending their school and to filter and sort the list according to specific criteria.

The initial loading of this page will result in a default view with the following columns:

» Sel (Select) * Requested Amount * Adjusted Amount
* Req Sel (Req Select) * Term Award * Result Code*

* Term » School Code » Expanded Result
* Current SSN * Request Code * * Result Date

* Last Name * Enrollment Status * + Status Code *
 First Name * Ineligible Reason * * Invoice Number
* Annual Award * Amount Paid * Awarded GA

* All codes can be found at the end of the user guide.

Schools can create a customized Student List Payment: View screen by selecting specific
columns to be viewed, as well as use data sorting and filtering.

The Student Payment List: View is accessed by selecting the Payment tab. The following
functions are available on the Student List Payment: View screen: View, Filter, Sort,
Columns, Payment Request Entry and Submit Payment Requests.

School  Admimstration Programs

GA Student Payment List: View

Home Student Payment Reporis

Filter Sort Columns Payment Request Entry Submit Payment Requests

Entries displayed | 20 |v

Req  Term Mombser  S5H Lasi First Annuwal  Term School Reguesi Enroliment  ineligible  Requested Amount  Adjusied Resuil Ex
Sal Name  Hame Award  Award  Code Code Status Reason  Amount Paid Amount  Code R
Amaount  Amount
R e 1 1667.00 1667.00
: 2O O 1 1667.00  1667.00
ERNEA ] o 1 3400 83400
< >

Showing 1 to 3 of 3 entries

Req Select All Req Unselect All m Excel Report
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Student Payment List: View Screen

School  Administration Programs

GA Student Payment List: View

Home Student Payment Reporis

List Filter Sort Columns Payment Request Entry Submit Payment Requests

Entries displayed 20 v/

School Reguesi Enroliment  ineligibde  Requested Amouni  Adjusied Resull  Ex

Req  Term NMumber SIM Last First Annual  Term
Sal Name  Hame Award Award Code Code Siatus Reason Amount Paid Amount  Code R
Amount  Amount
1 [& 9 O 1 166700 166700
: (2O O 1 1667.00  1667.00
1 26 1 BI00  BI00
>

<
Showing 1 1o 3 of 3 efilne
< Kl -

¥m =

Check the boxes in the Req Sel column to select students for payment. Save your selections by
clicking on the Save Selected button at the bottom of the page.
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Payment Eligibility List: Filter Screen

The Filter screen provides many different options for filtering the Student List Payment: View
screen. Users can change the records to be viewed on the Student List Payment: View screen
by setting specific criteria for one or more of the options on the Filter screen.

For the Ineligible options, if more than one is checked a record must meet all conditions to be
included in the\filtered view.

Click on the Reset\button to reset the data to the default values.

it Payment Repod
Ll m San Cobormaa Payment Rgguen Eslry Selend Payment Heguesh
SN Tebeched
£ gt
Lasd B Inebgile Heavonn
Max Units

L Max Dolais

Firnt Mams Dretaian

o Awprd Decline

Tarm

Al - W
Acsdemic |Level

Bl i
Enrodimest Stalus

L o d
Slaten Code

A . v

Reqesst Type

Al - w
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Payment Eligibility List: Sort Screen

This screen allows the user to sort the designated columns on the Student List Payment: View
screen by something other than the defaulted view of sorting by last name.

For example, the user may select to sort by Enroliment Status. To do so, highlight the column title
in the Unselected list of options and click on the arrow pointing > to the right.

This will add it to the Selected columns. Then, use the up arrow to move Enrollment Status to
the top of the Selected columns. Click on the View tab and you will see a list sorted by

Enrollment Status. If the checkboxes next to the Selected columns are checked, the list will be
sorted in descending order. If the boxes are left unchecked, the list will sort in ascending order.

To remove a column from the Selected sort list, highlight the column title and then click on the
arrow pointing to the left to move it to the Unselected list.

=+

To move all Unselected columns to the Selected list, click on -

To clear the entire Selected list, click on

School  Administration Programs

GA Payment Eligibility List: Sort

Home Student Payment Repors

List Filter Columns Payment Request Entry Submit Payment Requests

Unselected Selected
Academic Level Last Name
Amount Paid First Name
Annual fard Amount Tom Selected checkboxes will be
Applicant Category Result Date somed descending. Unchecked
Application Receipt Date i:::::ul:;i will be sorled
Awarded MTI
Certified Date
Cumulative Units
Date of Birth
Enrollment Status.
Expanded Result
ISAC Default
Ineligible Reason
Irvoice Number
Request Code
Requested Amount
Result Code
School Code
Status Code
Term Award Amount
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Payment Eligibility List: Columns Screen

This screen allows you to select which columns will be displayed on the Student List Payment:
View screen, and the order in which they will appear.

To add columns to the Selected list, highlight the column title in the Unselected list and click the
right arrow to send it to the Selected list. To remove a column from the Selected list, highlight it
and click the left arrow to move it to the Unselected list.

If you want to re-arrange the columns once they are selected, highlight the desired column and
move it by clicking on the up or down arrows until it is in the desired location in the list.

When you click on the View tab, the columns will display in the order in which they appear in
the Selected list.

=+l

To move all Unselected columns to the Selected list, click on =

To clear the entire Selected list, click on

School  Administration Programs

GA Payment Eligibility List: Columns

Home Student Payment Reports
List Filter Sori @ Payment Requesi Eniry Submit Paymeni Requesis
Unselected Selected

Application Receipt Date Term

Applicant Category SSN

Academic Level Last Name

Date of Birth First Name

Certified Date Annual Award Amaount

Cumulative Units Term Award Amount

ISAC Default . School Code
Request Code
Enroliment Status
Ineligible Reason
Requested Amount
Amount Paid
Adjusted Amount
Result Code
Expanded Result
Result Date
Status Code
Invoice Mumber
Awarded MT]

=1
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Student Detail: Payment Screen

Individual Payment Requests

The Student Detail: Payment screen is a multi-purpose screen that allows schools to view
payment information or to create or make adjustments to payment requests for an individual
student record. This screen is accessed by clicking on the dollar sign icon that is on the same line
as the student’s last name on the Student List Payment: View screen and by selecting the
Payment tab from the Student Detail: Eligibility screen.

In addition to the Payment tab, the Student Detail: Payment screen contains the following
navigation tabs:

. List—to return to the Student List Payment: View screen
. Eligibility -- to navigate to the Student Detail: Eligibility screen

To navigate to another student, enter the student’s SSN in the Current SSN field and click on the

Go button.
GA Student Detail: Payment -
ol
Home Student P«!]l'l'l'lt nt Reports
(7] Eligibality Paymen
Student Last Name, First Name

Current SEH
Deferred Scholar
M
Annusl Award Amaint
1eET .00
T T
sl Coce
Feguea i =1 B
redetie e -
Requeved A ! 1 |
ey 4 Asrcaand
Activtty Davie
——
i spancind Rt
Sl Caonte
R o
A= P
Al umtie rracns

i Feay e

Apieoz [ soecrages | et crarges | N




Student Detail: Payment Screen

When requesting payment from the Student Detail screen, there are three required fields:

Request

Enrollment Status

Requested Amount (To adjust the system-calculated annual award amount if necessary)

The maximum award amount per regular school year is $5,000.

Any adjustments to the academic level during an award year can potentially
change the term award. Example: sophomore to junior level.

The Golden Apple Foundation certifies recipients eligibility one term at time.
Only the term(s) that have been certified will be available for payment.
Because the Golden Apple Foundation completes certification for Golden Apple
recipients, any adjustment to a student’s academic level during the award year
that would impact a student’s award amount must be reported to the Golden
Apple Foundation so that they canupdate the student’s certification record. Once
the certification record has been updated, the school will be able to submit a
payment request for the updated award amount. The contact person at the
Foundation is Cheryl Flores at flores@goldenapple.org.

Each of these fields must be completed with the appropriate information for payment requests to be
processed properly. If the student is ineligible an Ineligible Reason must be selected and a and a zero
(%0) should be entered in the Requested Amount field.

Click on the Save Changes button to save the payment request, or the Discard Changes button to
discard the payment request.

As a reminder, the payment request process is not complete until the next step of submitting the
payment requests to ISAC has been completed using the Submit Payment Requests screen.

To navigate to another student, enter the student’s SSN in the Current SSN field and click on the

Go button.

April 2021

GA Student Detail: Payment

Lo
Student Payment Report
Student Last Name, First Name
Current S5N Select:
Deferred Scholar Payment-to request a
o payment
Annual Award Amosnt
et Cancel-to cancel a previously
1-Fan requested award

= = 1 | Ineligible-to be completed for
= .1 || students who are ineligible

Delete-to remove the payment
request before submitting

20
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mailto:flores@goldenapple.org

Student Detail: Payment Screen

GA Student Detail: Payment

Home Student

List  Eligibility

Current 55N

Certification

Annual Award Amount

5000.00

T i

School Code
Request
Endolnent Sialis
Irnehgible Restan
Reguested Amount

Aoward Amrsodant

Activity Dabe
Status
Resul code

Exparsdsd Result

Imvaice 8

Sehaoul Code
Resul code
Expanded Result
Armaunt Paid
Adjusted Amourt

Resuk Dabs

April 2021

Reports  File Extraction

Mot enmled

Pkt 3 U citizervoligkiln nen-cron
Mot an lnoes ressdent

Mot & HS grading GED

Dietavibed student loan

Canflicting echalarship

Mol misking sslsisciory academic progness
Reached man ruméer of yoars allowed
Mod & eranorey

GPA not at beast 35 on 4.0 scale (soph of above
Mot erirolied 5 lssa hal Sme

Shadent is ot acoepting MTI

Mot errolind in bascher progran

Mot registered with federal Selective Sarvoe

GA Ineligible Reason

Select the appropriate reason that
makes studentineligible.

Not enrolled *

Not a US citizen/eligible non-citizen
Not an Illinois resident

Not a HS grad/no GED

Defaulted student loan

Conflicting scholarship

Not making satisfactory academic
progress

Reached max number of years allowed
Not a minority

GPA not at least 2.5 on 4.0 scale (soph
or above)

Not enrolled at least half-time *
Student is not accepting MTI
Not enrolled in a teacher program

Not registered with Selective Service

*If an Ineligible request is submitted, all payment for the
term will be canceled, unless it is for the reason “Not
enrolled” or “Not enrolled at least half time” in Semester 1
or Quarter 1 or 2.
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Payment Request Entry

Batch Payment Request

When creating benefit requests for a large number of students, the best option is to do a batch
request, which is done by selecting students from the Student Payment List: View screen.

School  Administration

GA Student Payment List: View

ome Student Payment Reporis

Payment Request Entry

Annual  Term School
wasan
Amount  Amount

<
[Shawing 1 to 3 o1 3 elE

The first step on the Payment Request Entry screenis to select the appropriate academic term
using the drop-down box in the Term field (initially blank) for which you will be creating payment
requests.

A list of your selected records will not display until you have selected a term.

Once a term has been selected, the list of students you selected on the Student Payment List View
for that term will be provided, and you can then begin to enter payment information.

School  Administration Programs

GA Payment Request Entry

Home Student Payment HReporis

List Filter Sort Columns [WEEWHPIRCERTESR=NONN  Submit Payment Requests

Term

1-Fall  [w

Entries displayed 20 v

Request Type  Enrcliment Ineligible Reason Requested Annual Award
Status Aot Amount
1 Payment|~ | Ful time [v| | 1667.00 166700 166700
2 Inadigitile [ | ~| Nat anroled | 1667.00 1667.00
3 ~| o~ w| 834.00 834.00
Showing 1 to 3 of 3 entries
b -+
Discard Save
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Payment Request Entry

To complete the payment request for each student, enter the required data into the appropriate
fields:

. Request — Select the appropriate item from the drop-down menu options:
— “Payment” to create a payment request
— “Delete” to delete a request that has been created but not yet submitted
— “Ineligible” to make a student mneligible
— “Cancel” to cancel a previously requested award

. Enrollment Status — Enter full time or half time status

. Ineligible Reason- If the student is ineligible an Ineligible Reason must be selected and a
zero ($0) should be entered in the Requested Amount field.

— Note: If an Ineligible request is submitted, all payment for the term will be canceled,
unless it is for the reason “Not enrolled” or “Not enrolled atleast half time” in
Semester 1 or Quarter 1 or 2.

Click the Save button to save your data before navigating to a new page.

As a reminder, the payment request process is not complete until the next step of submitting the
payment requests to ISAC has been completed using the Submit Payment Requests screen.

School  Administration Programs

GA Payment Request Entry

Home Student Payment Reports

List Filter  Sor Columns JEENIEIEIWITE I Submil Payment Requests

Term
i-Fall  |wv|

Entries displayed 20 |v|

# Current Last First Request Type  Enroliment Ineligible Reason Requested Term Award Annual Award
SEN Hame Hame Status Amount Amount Amouni
1 Payment v | Fulltime || hod| 166700 1667.00 1667.00
2 Ineligible: v | | Mot enroled | 1667.00 1667.00
3 ~| v v 834.00 #34.00
Showing 1 to 3 of 3 entries
J« « o]

Discard Save




Submit Payment Requests Process

The Submit Payment Requests screen allows the user to submit payment requests to ISAC for

processing. The user can specify which payment request records will be submitted based on
Term selected.

This screen is accessed by selecting the Submit Payment Requests tab. After payment requests
have been submitted by clicking on the Submit button a message will be displayed indicating
how many payment requests were submitted.

To submit payment requests to ISAC for GA payment follow fthese steps:
—  Choose the Term for which the request is being made from the drop-down menu.
—  Click on the Submit button to submit the payment request.

—  Ensure that a submission message is received gnd make note of the number of
records submitted.

School  Administration

GA Submit Payment Reqyests

Home Student Payment/ Reports

List Filter Sort olumns Payment Request Entry Submit Payment Requests

Payment Submitted for 2 record]

Selection Criteria for all eligible records

Term 1-Fall W
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Payment Reports

All payment results, for processing done through the GA system, can be obtained at various
stages in the payment request process through system-generated reports. To create a

report, navigate to the Reports tab, and then click on the Create New Report

\

GA Reports: Eligibility Reports

Homa Sluden! Comhcabon Paymen! F Extrachi

Entries displayed| 10

Frpaodt Type
. Coenpleted Paymer Reiaftn® coapbons 1012019 L 005 16182019 13 2008
. Coemgleted FPaymen] ReusiluEoepbons Ll k] 154 1002019 1220278
Shaowang 1-2 of 2 enines « - |

The Select Report drop down menu is displayed below. To select a report, highlight the title and
click on the Request Report button. Data range fields will then be provided to allow you to
enter start and end dates for the report. The date fields are optional fields, and if left blank, the
report will be cumulative.

School Administration Programs

GA Reports: Eligibility Reports: Create New Report

Home Student Payment Reports

Select Report
GA Payment Requests Not Submitted

GA Payment Requests Submitted Without Results
GA Payment Results

GA Payment Exceptions

GA Cumulative Payment Results

Payment End Date Range

Request Report

April 2021
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Payment Reports

After requesting a report, you will be returned to the Reports screen where a list of reports that
have been or are being generated for your school will be provided.

While the report is processing, the status will indicate In Queue. The refresh button completes the
report. When it is ready, the status will change to Completed. To open the report, click on either
the Microsoft Word or the Microsoft Excel icon. Additional information about the report,
including the date, file size and user name of the person who requested the report will also be
listed.

Reports displaying the pdf icon are ISAC-generated reports and identifiable by the user name
GAlnvoice in the last column of the report list. Typically, this report is made available on the next
business day after your school’s payment request has been processed and will remain available if
space allows. It is suggested that you save requested and the Payment Results/Exceptions report
to your systems for future reference.

School  Administration Frograms

GA Reports: Eligibility Reports

Home Student Certification Payment Reports File Extra

Entries displayed 10 | Filter

e Complebed Payman RetotuErcepliong 2019 5 05 A0S 1320 08

Completed Payman RessisExceplions 2019 EA54 1002018 122028

g 1-2 of 2 entries |o = - _—
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Payment Results Summary/invoice Detail

A Payment Results Summary and Invoice Detail Report is generated by ISAC after your school’s
payment request has been processed. It will include a Payment Results Report and a Payment
Exceptions Report, as well as Invoice Detail about the payment claim. Typically, the report will
be provided in the reports section on the next business day after the request has been processed
by ISAC. This report is needed to match the voucher/invoice number and payment.

The Payment Results Summary and Invoice Detail will appear on the report list and can be
identified by the pdf icon in the first column and the user name of GAlnvoice in the last
column.

School  Administrabon Programs

GA Reports: Eligibility Reports

Home Student Certification Paymen! Reports

Creale New Repord

Entries displayed 10 v ECMTET 4 LSS0 STUDENT ASSSTANCE COMMSION PacE '
1755 LAE CoOOm RO LM DATE
OEERFELD L 800153009
PAYMENT BESLL TS SUNBANTY
- Completod ACADENC VAR
AL TS
Omm Compiated -
rin
- Completad MR
o 0 o Completid
REQUESTED PAD DFFUREMCE"
N 5Ty ABACH T STy AMOUNT
L] Completad
FULL BECUES TED AeARD AMOUNT PAD ] 138400 2 133400 00
»n Comphted FEGUESTIED AVWARD AMCUNT REDUCED N fre 00 200
BCEEASE By PREVOUS PAD AMOUNT M e se e
Showing 1-6 of & entries ) CPUCE 4 PR AL AT ACINT ' (1] eT-) W
RECUE STED AWARDS CENED L] L1 200 L
W U ST el LS i L1 1 L
PAATIAL REFUNDS L] (1] L] L
PAL BEFES 2 - 387 30 Tea7 50
TOTAL RECOUES TED 3 334 00 I 6T 0
o T _—
LESS PREVIOUS BALANCE DUE TO SAC .
TOTAL AMCUNT BVOICED W00 DUE TO 00N,
POVORCE NUADE R Tammeonl
WOTE THS: IVORCE NUMBER: WA BE REFERENGED G THE VOUCHER AUTHOBSDNG PATMENT
FROM THE STATE COMPTROLLER THE VOUCHER NUMBER 13 REFERENGED O THE CHECK
SEPRESEATS MRURT WOT PA O TOTAL MRUNT IR P A
WOTE ALL PUNCTS SHOULD B RE TURNED 1O FSAC OMLY AFTER & 8L RECONCILLLTION MAS BEEN COMPLETED AT
THE END OF THE BEGULAR SCMOOL VIEAR ALL SCIOOLS WITH AN OUT ST ANDSG ACUNT OWED TO SAC AT THE END
OF Thil SCH0O0L VEAR Wil RECENVE & MOTICE NDeCATRGG THE TOTAL AMGUNT TO B REFUNDED

The last page of this report provides invoice information, including amount due to the school
and the invoice number.

ISAC authorizes a voucher in the amount of the payment invoice and submits it to the State
Comptroller’s Office which issues payment to the institution. Vouchers are emailed to the
Financial Aid Director. The invoice number will be referenced on the voucher authorizing
payment from the State Comptroller. Colleges can match the invoice number on the Payment
Results/Exceptions report with the voucher.
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GA Codes

April 2021

Result Expanded Reason
Code Result Code
K Ineligible for payment due to due to ISAC Default
F Full GA units already used
4 Request superceded by another request
J Ineligible for payment due to calculated award amount of zero
G Y Full annual award amount already used
G P Full program award maximum already used
H Previously paid to your school for requested term
U Cancel requested; no prior payment has been made for this term
Q Y Ineligible reason processed - not eligible for this academic year
Q T Ineligible reason processed - not eligible for this term
R Y Payment reduced to maintain GA annual award amount limit
R P Payment reduced to maintain GA program maximum award
amount
T With this payment student attains the maximum number of terms.
Student will no longer be eligible for GA payment
B Payment increased
C Payment decreased
* Payment processed - no reported exception
Y= Annual maximum
P = Program maximum
T = Term maximum
Request
Code Definition
P Payment
C Cancel
| Ineligible
D Delete
Status Code | Definition Enrollment
U Updated Status Code | Definition
P F Full-time
Payment
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