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Pre-Approval Process

Beginning with the Spring 2014 semester/term, schools desiring to do so may submit Chafee Educational
and Training Voucher (ETV) Program payment requests for pre-approval prior to the first day of class.
Submission of a payment request by the school certifies that the student is enrolled at the institution and
has maintained satisfactory academic progress.

The Chafee (ETV) payment request process has been modified to allow submission of payment requests
for pre-approval. The changes to the billing process are minimal and are briefly described in this
correspondence. The Chafee ETV Award System Tutorial has also been updated and the revision is part of
this bulletin.

The procedure for entering payment requests, whether submitted early for pre-approval or after the start of
classes, has not changed. Payment requests will continue to be reviewed and approved by DCFS.

LOSFA will monitor payment request submission dates. Payment requests submitted by the school ON or
AFTER the first class day and approved by DCFS will be processed following the usual procedure. No
additional action will be required of the school. LOSFA will request funds and forward them to the
institution on behalf of the recipient.

Payment requests submitted BEFORE the first day of class and approved by DCFS will be put into a new
status created for the pre-approval process, APPROVED - PENDING ATTENDANCE. Schools will
have to verify student attendance on or after the first class day and, at that time, revisit the payment request
on the Award System to confirm attendance. After attendance is confirmed, LOSFA will request funds
and forward them to the institution.

Implementation of the pre-approval process eliminates priority billing.

Questions regarding the Chafee ETV Program should be directed to Bonnie Lavergne, 225-219-
7714, blavergne@osfa.la.gov or Caleshia Clark, 225-219-7708, cclark@osfa.la.gov.
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Chafee Educational and Training Voucher (ETV) Program

Award System Tutorial with Pre-Approval Procedure
(12/2013)

Access LOSFA’s Award System by logging on with your assigned User ID and personalized password.
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A successful logon will bring up a screen similar to this one (Southeastern La Univ was used for
demonstration purposes):
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Welcome back Bonnie Lavergne. Your last visit was 5/23/2012 09:20:38 AM.
School: SOUTHEASTERN LA UNIV 002024

-

i Broadcast Messages

LOSFADOSs Information Technology and Scholarship Grant Divisions will host a Webinar Wednesday, January 25,
2012 at 1:30 p.m. to discuss changes to the TOPS Student Master Roster. Our webinar format allows for interaction
between your campus administrators and LOSFA personnel. We invite all TOPS stakeholders on your campus to
participate, including Financial Aid Offices, Business Offices, Registrars and Information Technology divisions.
12/13/2011 | Copies of the current TOPS Master Roster and the two new, proposed Student Master Roster file formats will be
available on the Louisiana AWARD SYSTEM Schools Page beginning January 9th, 2012. Comments on the use of
present fields and suggestions for any additional fields required for your processing needs are requested by January

20, 2012. Web Meeting Access Information will be posted on the School Page January 19, 2012, For further =
information contact John Bell at jbell@osfa.la.gov, or at 1-800-259-5626, ext. 7674

GO GRANT PACKAGING - 2012-2013 AND 2013-2014 — Based on recommendations forthcoming from the
Governance Commission and probable adoption by Board of Regents in 2012, we are sfill anticipating a change to
Go Grant packaging that will result in an award amount that will not exceed 55% of the students unmet need when

12115/2011 | combined with Pell and other state aid. HOWEVER, because of the tight time frame for 2012-13 packaging that
begins early spring at most campuses, Regents staff has agreed to delay this implementation until the 2013-14
academic year. Once the Executive Budget for 2012-13 is released early next year, we will apprize the schools of
preliminary allocation and student award amounts.
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Select the Payments tab to bring up the Payment Request function. You will only see buttons for the
program “roles” you have been assigned.

Select Chafee Payment Requests to begin entering payment requests.

Note: Contact your school’s Award System College Administrator if you do not have access to the
Chafee Payment Requests Option.
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Selecting the Chafee Payment Requests from the drop down brings up the screen below.

Select Add to begin entering payment requests.
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Payment request entry begins on this screen:
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Enter the student’s SSN, select the appropriate Term, then click Find Student.

At this point, the Award System verifies that the student has a FAFSA on file that corresponds with the
term year of the billing.

/2 College Users - Windows Internet Explorer provided by LOSFA

m.' - Ii https: [fosfatestwawiawardsystem faces)jst finternalhome. jspx j @' Certificate Ervar | #4 | A | |Live Search

File Edit ‘iew Favorites Tools  Help
& McAfee’ [

e o % College Users

d LOUISIANA OFFICE of STUDENT FINANCIAL ASSISTANCE

ey
I ERS Payments

@vﬁ vgggvleagev@Toolsv i

|Chafee Payment Requests j

= College [SOUTHEASTERN LA UNIV 002024 =
= 55N
(no dashes, include leading zeros - e.g. 007654321)
=Term | 152013 - FALL SEMESTER 2012 j

Find Student |

Status Pending

Submission of payment request cerifies that student is enrclled at the institution and has maintained satisfactory academic progress

Submit | Close

=
| ,— l_ ,_ ’_l_ l_ |§d Local inkranet | H100% v

H_'fstart| & (3 B Novell GroupWwise - Mailbox | E4/] 2011-2012 ES Reallocati... || & College Users - Windo... 1] Chafee Tutorial.docx - M., | DY ERO DT wam

(6)



A student must have filed a current year FAFSA in order to be eligible for the Chafee ETV. If the FAFSA is

not on the Award System, you will be unable to proceed further and the following message will be
received:

“A current year FAFSA cannot be found for this student. Contact our office for assistance. “

Select Close to exit this screen, then Add to continue entering additional payment requests.
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Proceed with entering your next request by entering the SSN, selecting the appropriate term, then click
Find Student.
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Below is an example of a payment request screen view for a student with a current year FAFSA and
Student Record on the Award System. Note that the student’s name, address and telephone number
are populated and the Status is “Pending”.

Proceed with entering the Payment Request Amount and Foster Care State*.

After entering the amount and Foster Care State, you must select Submit** in order to save/submit the
request to LOSFA.

NOTES:

* Use caution when entering the Foster Care State. Department of Children and Family Services (DCFS)

uses this information to assist in their verification that the student is/has been in the Foster Care
System. Do not select Louisiana as a default. Select Louisiana only if the student is/has been in the
foster care system in Louisiana. If the student’s FAFSA (or student) indicates that they have been in the
Foster Care System in another state, report that information accordingly.

** SUBMISSION OF A PAYMENT REQUEST BY THE SCHOOL CERTIFIES THAT THE
STUDENT ]S ENROLLED AT THE INSTITUTION AND HAS MAINTAINED SATISEACTORY
ACADEMIC PROGRESS. (See certification notation on screen.)
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Submitting the payment request will bring you back to the following screen. A list of all payment
requests submitted is created.

Payment request remain in “Pending” status until reviewed by DCFS and set to Process by LOSFA.

Schools have the capability to check Select and “Edit” or “Delete” the payment request as long as it is
still in “Pending” status.
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Below is a payment request screen view for a student with a current year FAFSA on the Award System

that has not yet “loaded”.

The payment request Status is set to “Pending FAFSA Load”. The Award System will allow entry of the
payment request; however, the student information is incomplete at this time (no address or telephone

number).

Note: Loading of the FAFSA is an internal LOSFA process. No additional action is needed from the user
other than completing and submitting the payment request.
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Proceed with entering the Payment Request Amount and Foster Care State, then click “Submit”.
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Once again, submitting a request will return you to the following screen. Note that the screen displays

all payment requests entered that remain in “Pending” status. Also included is one that LOSFA has set
for approval by DCFS.
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The next screen views display some of the Award System error messages that you may encounter.

Below is an error resulting from the “age” edit. A student must be less than 23 years of age in order to
receive a Chafee ETV. This student exceeds the age requirement, therefore, is not eligible for the

award.

Simply “Close” to proceed with your next entry.
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Another type of “age” edit error is depicted below.

A student who is 21 or 22 years of age MUST have been receiving the Chafee ETV before reaching the
age of 21 and continuously receive the award to remain eligible until reaching age 23. This student has

not received the Chafee ETV continuously, therefore, is ineligible.
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Below is an example of a Payment Request Amount error. The Payment Request Amount cannot exceed
the “Student Funds Remaining for Academic Year “ amount (note amount available for this student is
currently $5,000.00). The payment request for $5,500 is not allowed.
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=SSN
(no dashes, include leading zeros - e.g. 007654321)
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Find Student

Student Name Firat LAt

Birthdate 4/3/1992
Address City State ZIP
Telephone Telephone Mot Found

Student Funds R ining for
Academic Year B LU

3 = Payment Request Amount I $5,500.00 Received Date |5/23/2012

Fayment request amount cannot exceed the Student Funds Remaining for Academic Year.
= Foster Care State |I‘-J1ISSISSIF’F’I j
Internal DCFS
Status Pending FAFSA Load
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Payment requests cannot be submitted without providing the information in *required fields (College,
SSN, Term, Payment Request Amount, and Foster Care State).
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=Term

Student Name

Birthdate
Address

Telephone

Student Funds R ining for
Academic Year

= Payment Request Amount

3 = Foster Care State

Internal DCFS

Status

|

| SOUTHEASTERN LA UNIV 002024 j

(no dashes, include leading zeros - e.q. 007654321)

| 152013 - FALL SEMESTER 2012 =

Find Student |

First Last
4/3/1992

City State ZIP
Telephone Not Found
$5,000.00

I 52,600.00

I(Select a State) j

Enter a value.

Received Date |5/23/2012

Pending FAFSA Load

=l

Submission of payment request cerifies that student is enrclled at the institution and has maintained satisfactory

academic progress.
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ADDITIONAL BILLING PROCEDURE FOR CHAFEE PAYMENT REQUEST SUBMITTED FOR PRE-APPROVAL

Below is an example of a payment request submitted for pre-approval (prior to the first class day),
approved by DCFS and in APPROVED-PENDING ATTENDANCE status.

The school must revisit the Award System and confirm student attendance on or after the first class day.

Select record and Edit.

Payments

Chafee Payment Requests -

- Search for Chafee Payment Requests
Filter 1 (Field to search) -

Find Alias Display 10 Results ~

| Rows 10 ~
Select All | Select None
Chafee Payment Requests for SOUTHEASTERN LA UNIV 002024 - (1) record(s) found.

Name

Select SSN First | Last |College Code| Term Status Received Date
[l _JORDAN- 002024000 | 252013 | Approved - Pending Attendance | 8/27/2013 11:26 AM

Current Role College Chafee: SOUTHEASTERN LA UNIV 002024

Account Options Log Out

=

1226PM
12/5/2013
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Click Confirm Attendance if student is attending class.

Schools have the ability to delete those payment requests in APPROVED-PENDING ATTENDANCE status
if the student does not attend.

@ College Users

LOUISIAMNA OFFICE of STUDENT FINANCIAL ASSISTANCE

Payments

Chafee Payment Requests ~

* College | SOUTHEASTERN LA UNIV 002024

* 55N
(no dashes, include leading zeros - e .g. 007654321)

* Term | 252013 - SPRING SEMESTER 2013
Student Name J.ORDAN _
First Last .
Birthdate 11/21/1994
Address 645 GAYLE ST.
City State ZIP
Telephone
Student Funds R ffin e
Academic Year
* Payment Request Amount Mg e

* Foster Care State

Internal DCFS 234567 |

Status Approved - Pending Attendance

Submission of payment request cerifies that student is enrolled at the institution and has maintained satisfactory
academic progress.

[ Confirm Attendance ] [ Delete ] [ Close

1219PM |

12/5/2013
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After confirming attendance, the request appears as follows until processed by LOSFA:
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Payments

Chafee Payment Requests -
- S

h for Chafee Payment Requests
. Filter 1 (Field to search) =

Find Alias Display 10 Results ~

| Rows 10 ~
Select All | Select None
Chafee Payment Requests for NORTHSHORE TCC - SULLIVAN - (1) record(s) found.

Name .
Select SSN First Last Code Term Status Received Date
O 006756000 [252013 | Attendance 8/27/2013 11:32 AM
H Confirmed

Current Role  College Admin: NORTHSHORE TCC - SULLIVAN

Account Options Log Out

udent Financial Assistance
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