Implementing the 2024-2025 Award Offer Template

Testing the any new communication template in PCD is recommended before uploading it into production. Since there are no 2024-2025 awards in PCD to test, please upload the template onto your existing award notification letter code and assign it onto a student awarded aid for 2023-2024. 

It is important that you test the merge fields to make sure no links are broken, and some colleges may decide to make changes to the financial aid item-type set up for certain item-types after seeing how they populate into the tables.

Differences from the 2023-2024 global award offer template versus this template
· Addition of the disclosure to student: “Your award package is an estimate and subject to change due to complications with the implementation of the new FAFSA from the Department of Education”
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· Removed Expected Family Contribution (EFC) verbiage and merge fields, and replaced it with Student Aid Index (SAI) where applicable

· Removed Work Study from the section talking about estimated outstanding costs to match NASFAA approved 2024-2025 College Financing Plan template

Before
Estimated outstanding costs not covered by grants, scholarships, other funding, loans and work study

After
Estimated outstanding costs not covered by scholarships, grants and loan
Responses to award notification inquiry from AYRO sessions
1) Do we need a new Award Notification Letter Code starting 2024-2025?
Yes, with the merge fields being different starting 2024-2025, all colleges need two award notification letter codes so that one can continue assigning the current template and the other can start assigning the new template. 

Last week we finished creating Odd Year letter codes for 30 colleges (three colleges already had two letter code) so you should be able to see them in production. They are not available in PCD. 
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2) Several colleges asked if housing and food will be separated into two different categories since WFAA split them in the table published for the 2024-2025.

Dept of Ed does not require a separation and WFAA confirmed they separated them in the table merely to show food is considered in the WFAA budgets

3) A couple of colleges asked about indicating direct or indirect costs for budget items.

When possible and known, indicating which costs are direct - billed by the institution versus indirect – not billed by the institution is encouraged. – WSAC

It is currently not possible to categorize each budget item as direct or indirect costs in ctcLink.

Steps for downloading the new award offer template
There are two award offer templates. Select the one that associates to your summer term by double clicking the appropriate icon.



[bookmark: _MON_1779091858][bookmark: _MON_1779091877]	   


Select ‘Enable Editing’ so that you can save the tempate to your local drive and start working on modifying the contents of the template with verbiage tied to your college.
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Be careful when modifying the template
Fields that are marked grey in the templates are merge fields that populate data from PS so proceed with caution when you are modifying verbiage that includes those fields. 

Additional notes about merge fields:
· Changing the font of the merge field is fine, it will not affect the merge fields
· Highlighting words grey will not make an area a merge field

Financial Aid Item Type setup in relation to the new award offer template
The Financial Aid Type selection determines which table the item-type offer will populate in. 

Set Up SACR > Product Related > Financial Aid > Awards > Financial Aid Item Type
[image: ]
Note: When updating the Financial Aid Type, add a new effective dates row of today and make the appropriate change then select Save.

	Table
	Financial Aid Type

	Grant/Scholarships
	Grant, Scholarship

	Other Funding
	Agency Funding, VA Benefits, Athletic, Bursary, Fellowship, Waiver 

	Work Study
	Work/Study

	Loans
	Loan



[image: ]

CTC_FA_LC_AYRO_ITEM_TYPES query can be run to get a list of all your item-types and the assigned Financial Aid Type.
[image: ]

How to use the “initial offer” message and “revised offer” message feature
A single letter code can be used for both initial and revised offer notifications. Refer to the Award Notification and Revised Award Notification section in the FA Business Flow Guide for creating the two Run Control IDs if you have not created them already.
https://ctclinkreferencecenter.ctclink.us/m/92436/l/794730-9-2-fa-business-flow

The text you place between the I and EI will appear when the award notification is the initial offer notification for the aid year. In other words, communications that are assigned via the CTC_FA_SB_1ST_AWRD_NOTIF query.
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The text you place between the R and ER will appear when the award notification is a revised offer notification for the aid year. In other words, communications that are assigned via the CTC_FA_SB_AWRD_NOTIF_CHANGE query.
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Uploading the template in PCD/production
Once you have modified the template with your college-specific verbiage, make sure you have not changed the format and it is still Word RTF then navigate to Reporting Tools > BI Publisher > Create BIP Report Definitions

Change the Search by to Report Category ID then enter ‘FA’ which will populate a list of colleges to select from. Select your college then select the Search button.
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Once you select the award notification letter code for your college, select the Template tab, then the Template File link. Add a new effective date row of today under the Template Files section
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Change the Status to Active then select the Upload button to select your new award offer template. 

[image: ]If you get an error message indicating the template cannot be processed when you upload your new award offer template, you may be using a font style that PS does not accept so replace the fancy font with a different font then try uploading again.


Select Save.

Note:  If you have both a Channel: Email and Channel: Printer for your award notification, make sure to update both templates by toggling between the template rows.
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Recommended testing in PCD
To make sure the merge fields are working as expected, testing the following scenarios is recommended:

Scenario 1: Package a student who has not been awarded for the aid year yet then assign the award notification manually and run Communication Generation
Expected outcome: Student should have the “initial offer” message populated and the “revised offer” message should not appear

Scenario 2: Adjust aid on a student who has already received an award notification then assign the award notification manually and run Communication Generation
Expected outcome: Student should have the “revised offer” message populated and the “initial offer” message should not appear

Scenario 3: Assign each type of Financial Aid Type (i.e. a grant item-type, a scholarship item-type, a work study item-type, a loan item-type, an agency item-type, etc.) on one student then assign the award notification manually and run Communication Generation
Expected outcome: Each item-type will populate under the correct table, the COA items are correct, and estimated net cost (Unmet need – grants, scholarships and other funding) as well as the estimated outstanding costs (COA – all aid) are accurate.

Scenario 4: Package a student for all four terms then assign the award notification manually and run Communication Generation
Expected outcome: The award offers populate under the correct terms


Link to PCD: https://pt-pcd.peoplesoft-nonprod-aws.ctclink.sbctc.edu/ptpcd/signon.html
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2024-2025 Award Offer Template (Header).rtf
		POSITIVE VIBES COLLEGE


2023 - 2024 FINANCIAL AID OFFER

		fld_FIRST_NAME fld_LAST_NAME

fld_EMAIL_ADDR

fld_ADDRESS1                                                      


fld_ADDRESS2

fld_ADDRESS3

fld_CITY, fld_STATE fld_POSTAL

EMPLID: 1000000000







March 25, 2024

Dear fld_FIRST_NAME:

		I Positive Vibes College has reviewed your application and we are pleased to offer you the following financial aid for the 2013-2014 school year. 

This initial aid offer is based on information provided on your aid application as well as our assumption that you will be enrolling as a full-time (minimum of 12 credits) student each term. If your enrollment plans are different than our assumption, you will need to submit an Enrollment Change Form. Please review the terms and conditions for more detailed information about this offer, as well as additional steps that you may need to take to receive the aid you’ve been offered. EI

R Your offers have been revised since your last 2013-2014 Financial Aid Offer dated January 1, 1901.

Please review the terms and conditions for more detailed information about this offer, as well as additional steps that you may need to take to receive the aid you’ve been offered.ER

Your award package is an estimate and subject to change due to complications with the implementation of the new FAFSA from the Department of Education.





		Grants/Scholarships


Summer

Fall

Winter

Spring

 Annual


F 

 FORMTEXT 
DESCR

$123.45

$123.45

$123.45

$123.45

$10,000.00

 FORMTEXT 
 E

Total Grants/Scholarships

$99,999.00

$99,999.00

$99,999.00

$99,999.00

$99,999.00

Other Funding


Summer

Fall

Winter

Spring

Annual


F 

 FORMTEXT 
DESCR

$123.45

$123.45

$123.45

$123.45

$10,000.00

 FORMTEXT 
 E

Total Other Funding

$99,999.00

$99,999.00

$99,999.00

$99,999.00

$99,999.00





		Your Estimated Net Price - The difference between unmet need and all grants/scholarships/other funding:

$9,999





		Loans


Summer

Fall

Winter

Spring

Annual


F 

 FORMTEXT 
DESCR

$123.45

$123.45

$123.45

$123.45

$10,000.00

 FORMTEXT 
 E

Total Loans

$99,999.00

$99,999.00

$99,999.00

$99,999.00

$99,999.00





		Estimated outstanding costs not covered by grants, scholarships, other funding and loans:


$9,999





		Work Study

Summer

Fall

Winter

Spring

Annual


F 

 FORMTEXT 
DESCR

$123.45

$123.45

$123.45

$123.45

$10,000.00

 FORMTEXT 
 E

Total Work Study

$99,999.00

$99,999.00

$99,999.00

$99,999.00

$99,999.00

Make sure to put in the letter the following per WSAC:


· Standard terminology and definitions, using the attached NASFAA glossary of terms or the Washington state glossary of financial aid terms available at wsac.wa.gov/


· Renewal requirements for each aid type being offered as well as next steps and financial aid office contact information should be included in financial aid information if not on the actual financial aid offer. 

Clark College has a Financial Aid Guide to meet the above requirements so they put the following here 😊

Financial Aid Guide: To review general financial aid eligibility requirements along with additional details on how to obtain and keep your aid, and instructions to accept or decline aid, please review the Financial Aid Guide. 





		Enrollment Level: Your initial offer is based on an assumption of full-time (12+ credits) enrollment. You will need to submit an Enrollment Change Form prior to the start of the term if enrolling in less than 12 credits.


Cost of Attendance: The budget reflects the estimated cost of attendance associated with enrolling at Positive Vibes College for the year. It is determined by the state and includes allowances for tuition and fees, cost of books, transportation, and housing. You cannot receive aid above this amount. The Student and Parent Contribution are determined by applying a federal need analysis formula to the information you provided on your aid application. Eligibility for need based financial aid is determined by subtracting the Student and Parent Contribution from the Budget Amount.

Cost of Attendance (COA) $15,000

F 

 FORMTEXT 
DESCR

$3,000

 FORMTEXT 
 E

Student Aid Index (SAI) $15,000

The Student Aid Index (SAI) is an eligibility index number that your college’s or career school’s financial aid office uses to determine how much federal student aid you would receive if you attended the school. This number results from the information that you provide on your FAFSA® form. This number is not a dollar amount of aid eligibility or what your family is expected to provide. A negative SAI indicates the student has a higher financial need. Learn how the SAI is calculated.


https://studentaid.gov/help-center/answers/article/how-sai-calculated

Your Unmet Need (COA – SAI) = $17,802
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2024-2025 Award Offer Template (Trailer).rtf
		POSITIVE VIBES COLLEGE


2023 - 2024 FINANCIAL AID OFFER

		fld_FIRST_NAME fld_LAST_NAME

fld_EMAIL_ADDR

fld_ADDRESS1                                                      


fld_ADDRESS2

fld_ADDRESS3

fld_CITY, fld_STATE fld_POSTAL

EMPLID: 1000000000







March 25, 2024

Dear fld_FIRST_NAME:

		I Positive Vibes College has reviewed your application and we are pleased to offer you the following financial aid for the 2013-2014 school year. 

This initial aid offer is based on information provided on your aid application as well as our assumption that you will be enrolling as a full-time (minimum of 12 credits) student each term. If your enrollment plans are different than our assumption, you will need to submit an Enrollment Change Form. Please review the terms and conditions for more detailed information about this offer, as well as additional steps that you may need to take to receive the aid you’ve been offered. EI

R Your offers have been revised since your last 2013-2014 Financial Aid Offer dated January 1, 1901.

Please review the terms and conditions for more detailed information about this offer, as well as additional steps that you may need to take to receive the aid you’ve been offered.ER

Your award package is an estimate and subject to change due to complications with the implementation of the new FAFSA from the Department of Education.






		Grants/Scholarships


Fall

Winter

Spring

Summer

 Annual


F 

 FORMTEXT 
DESCR

$123.45

$123.45

$123.45

$123.45

$10,000.00

 FORMTEXT 
 E

Total Grants/Scholarships

$99,999.00

$99,999.00

$99,999.00

$99,999.00

$99,999.00

Other Funding


Fall

Winter

Spring

Summer

Annual


F 

 FORMTEXT 
DESCR

$123.45

$123.45

$123.45

$123.45

$10,000.00

 FORMTEXT 
 E

Total Other Funding

$99,999.00

$99,999.00

$99,999.00

$99,999.00

$99,999.00





		Your Estimated Net Price - The difference between unmet need and all grants/scholarships/other funding:

$9,999





		Loans


Fall

Winter

Spring

Summer

Annual


F 

 FORMTEXT 
DESCR

$123.45

$123.45

$123.45

$123.45

$10,000.00

 FORMTEXT 
 E

Total Loans

$99,999.00

$99,999.00

$99,999.00

$99,999.00

$99,999.00





		Estimated outstanding costs not covered by grants, scholarships, other funding and loans:

$9,999





		Work Study

Fall

Winter

Spring

Summer

Annual


F 

 FORMTEXT 
DESCR

$123.45

$123.45

$123.45

$123.45

$10,000.00

 FORMTEXT 
 E

Total Work Study

$99,999.00

$99,999.00

$99,999.00

$99,999.00

$99,999.00

Make sure to put in the letter the following per WSAC:


· Standard terminology and definitions, using the attached NASFAA glossary of terms or the Washington state glossary of financial aid terms available at wsac.wa.gov/


· Renewal requirements for each aid type being offered as well as next steps and financial aid office contact information should be included in financial aid information if not on the actual financial aid offer. 

Clark College has a Financial Aid Guide to meet the above requirements so they put the following here 😊

Financial Aid Guide: To review general financial aid eligibility requirements along with additional details on how to obtain and keep your aid, and instructions to accept or decline aid, please review the Financial Aid Guide. 





		Enrollment Level: Your initial offer is based on an assumption of full-time (12+ credits) enrollment. You will need to submit an Enrollment Change Form prior to the start of the term if enrolling in less than 12 credits.


Cost of Attendance: The budget reflects the estimated cost of attendance associated with enrolling at Positive Vibes College for the year. It is determined by the state and includes allowances for tuition and fees, cost of books, transportation, and housing. You cannot receive aid above this amount. The Student and Parent Contribution are determined by applying a federal need analysis formula to the information you provided on your aid application. Eligibility for need based financial aid is determined by subtracting the Student and Parent Contribution from the Budget Amount.

Cost of Attendance (COA) $15,000

F 

 FORMTEXT 
DESCR

$3,000

 FORMTEXT 
 E

Student Aid Index (SAI) $15,000

The Student Aid Index (SAI) is an eligibility index number that your college’s or career school’s financial aid office uses to determine how much federal student aid you would receive if you attended the school. This number results from the information that you provide on your FAFSA® form. This number is not a dollar amount of aid eligibility or what your family is expected to provide. A negative SAI indicates the student has a higher financial need. Learn how the SAI is calculated.


https://studentaid.gov/help-center/answers/article/how-sai-calculated

Your Unmet Need (COA – SAI) = $17,802
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POSITIVE VIBES COLLEGE

B028 - Bi24 FINANCIAL AID OFFER

April 27,2010
Dear fld FIRST NAME:

TPositive Vibes College has reviewed your application and we are pleased to offer you the following financial aid for the
2013-2014 school year.

This initial aid offer is based on information provided on your aid application as well as our assumption that you will be
enrolling as a full-time (minimum of 12 credits) student each term. If your enrollment plans are diferent than our assumption,
you will need to submit an Enrollment Change Form. Please review the terms and conditions for more detailed information
about this offer, as well as additional steps that you may need to take to receive the aid you’ve been offered. EI

R Your offers have been revised since your last 2013-2014 Financial Aid Offer dated January 1, 1901.

Please review the terms and conditions for more detailed information about this offer, as well as additional steps that you may
need to take to receive the aid you've been offered ER

Grants/Scholarships
FDESCR

$123.45 $123.45 $123.45 $123.45  $10,000.00 E
Total Grants/Scholarships $99,999.00 $99,999.00 $99,999.00 $99,999.00 $99,999.00
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April 27,2010

Dear fld_FIRST NAME:

T Positive Vibes College has reviewed your application and we are pleased to offer you the following financial aid for the
2013-2014 school year.

This initial aid offer is based on information provided on your aid application as well as our assumption that you will be
enrolling as a full-time (minimum of 12 credits) student each term. If your enrollment plans are different than our assumption,
you will need to submit an Enrollment Change Form. Please review the terms and conditions for more detailed information
‘about this offer, as well as additional steps that you may need to take to receive the aid you've been offered. EI

R Your offers have been revised since your last 2013-2014 Financial Aid Offer dated January 1, 1901

Please review the terms and conditions for more detailed information about this offer, as well as additional steps that you may
need to take to receive the aid youve been offered ER
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April 27,2010

Dear fld_FIRST NAME:

TPositive Vibes College has reviewed your application and we are pleased to offer you the following financial aid for the
2013-2014 school year.

This initial aid offer is based on information provided on your id application as well as our assumption that you will be
enrolling as a full-time (minimum of 12 credits) student each term. If your enrollment plans are different than our assumption,
you will need to submit an Enrollment Change Form. Please review the terms and conditions for more detailed information
about this offer, as well as additional steps that you may need to take to receive the id you've been offered. EI

R Your offers have been revised since your last 2013-2014 Financial Aid Offer dated _

Please review the terms and conditions for more detailed information about this offer, as well as additional steps that you may
need to take to receive the aid you've been offered ER
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POSITIVE VIBES COLLEGE

2024 - 2025 FINANCIAL AID OFFER

May 13,2024

Dear.

Positive Vibes College has reviewed your application and we are pleased to offer you the following financial aid for the
2024-2025 school year.

This initial aid offer is based on information provided on your aid application as well as our assumption that you will be
enrolling as a full-time (minimum of 12 credits) student cach term. If your enrollmenjglans are different than our assumption,

you will need to submit an Ensollment Change Form. Please review the terms and gffffitions for more detailed information
about this offer, as well as additional steps that you may need to take to reccive tffid you've been offered.

Your award package is an estimate and subject to change due to complications with the
implementation of the new FAFSA from the Department of Education.

Grants/Scholarships Summer 2024 Fall2024 Winter 2025  Spring 2025
Scholarships $0.00 $1,000.00 $1,000.00 $1,000.00 $3.000.00
Total Grants/Scholarships 50.00 $1,000.00 51,000.00 51,000.00 $3,000.00

Other Funding Fall 2024 Winter 2025





