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Process:  FASI Screen

A. In the ST module, enter FASI (Financial Aid Status Info) in the Quick 
Access/Mnemonic box, and click on Go.

B. In the Academic Year LookUp prompt, the current year is the default. 
Click on OK.

Figure 1
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C. In the Person LookUp prompt, enter the SSN, Student ID, or Name (see 
Figure 2), and click on OK.  Based upon the entry, the student may have to 
be selected from the resolution screen.

 

Figure 2
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D. The Verification Status/Date field is currently blank for the student, Barbie 
Test (see Figure 3).  When the field is blank, the student has not been 
selected for verification. The field will remain blank as long as student is not 
selected for verification by Department of Education.  When the field 
indicates a 2, this means the student has been selected for verification by 
DOE and the student has not yet been verified by the Financial Aid office. 
The Verification Status/Date field should indicate 7 Verification 
Complete after the F/A office verifies the student PELL file.

Figure 3
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E. The File Cmpl field will either be blank or have a date.  If the field is blank, 
it means that the Pell file is incomplete (see Figure 4).  

Figure 4

If there is a date in the field (see Figure 5), it indicates that the Pell file is 
complete.  The Awards block will have an “X” indicating an award has been 
packaged.  Once packaged the student award is instantly sitting on Web 
Advisor for student to print themselves a copy of their award letter and they
MUST also “Accept or Reject” their PELL award on Web Advisor.  We no 
longer mail award letter to students.

Figure 5
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Process:  CRI–Communication Code Entry Screen

A. On the FASI screen, click on the detail button (see Figure 6) in the CM 
Entry field, to view the CRI (Communication Code Entry) screen.

Figure 6
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B. In the following example (see Figure 7), Main Campus has received the 
downloaded Barbie Test FAFSA information from Department of 
Education.  When Department of Education receives the FAFSA 
information either electronically or by U.S. Mail from the student, the 
student information is converted into an ISIR (Institutional Student 
Information Record) and sent electronically to the schools indicated on the 
student FAFSA.  Showing below, on line 3 of Barbie Test, the screen 
displays that the 05/06 ISIR was received/downloaded on 05-11-05.  The 
information on lines 1 and 2 are on the Missing Information Letter and on 
this date in the Assgn Dt field the MI letter and packet were created and 
mailed to the student’s address.

Figure 7
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C. In the following example (see Figure 8), the CRI screen is showing that 
Barbie Test has returned her PELL packet (line 1) as annotated by the date 
in the Stat Dt field.  Line 2 of the CRI screen shows Worksheet B is 
Incomplete.  As a result of the Incomplete status main campus Financial 
Aid Office emails the student to get the information for BAH and the 
Financial Aid office will make the correction to the ISIR (Institutional 
Student Information Record).  When the Financial Aid office receives the 
BAH information, the status will be changed from Incomplete to Received 
with a new date as indicated in the Stat Dt field.

Figure 8
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Process:  AIDE–Financial Aid Status Info Screen

A. On the FASI screen, click on the detail button (see Figure 9) in the Awards 
field, to view the AIDE (Financial Aid Status Info) screen.

Figure 9
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B. The AIDE screen shows an award packaged on student (see Figure 10).  The 
example has 0 EFC and 4050 packaged in the account.  However, there is a 
P for Pending in the Act (Action) field.  This means that the Financial Aid 
office has packaged the student for their PELL award, but student has not 
accepted the award on Web Advisor.

Figure 10
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C. The next screen shows the AIDE screen with A in the Act (Action) field 
(see Figure 11).  The student has now accepted their award on Web Advisor. 
The student’s PELL file is complete.

Figure 11

When the student’s account is showing that she/he has been registered in the 
Colleague system, at some point in the day, the Financial Aid office will initiate a 
report and notify the Accounts Receivable office to allow the Title IV funds to 
transmit to Accounts Receivable.  

Please be aware that federal regulations prohibit releasing Title IV funds prior to 
10 days before start date of class.
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Process:  DAV–Detail Award View Screen

A. On the AIDE screen, click on the detail button (see Figure 12) in the Award 
field.

B. In the Menu prompt, select DAV-Detail Award View (see Figure 12), and 
click on OK.

Figure 12
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C. On the DAV screen (see Figure 13), in the PELL Entitlement field, the 
“total PELL year” eligibility is subdivided by the list below.  Please note 
that in the Colleague system, 12 credit hours is Full-time.  Most C&I 
students will be considered Half-time with 6 – 8 credit hours.  Students who 
are enrolling in only 1-5 credit hours are considered Less-than-half-time and 
PELL is transmitted according to federal methodology.

F=Full-Time 12 or more credit hours in a semester
Q=Three-Quarter Time 9 – 11 credit hours in a semester
H=Half-time 6 - 8 credit hours in a semester
L=Less-than-half-time 1 – 5 credit hours in a semester

(Credit hours are accumulated during a semester-explained in the Example 
on the next page)

Take the award amount and divide it by 2.

Figure 13
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Please be aware that federal regulations prohibit releasing Title IV 
funds prior to 10 days before start date of class.

Example:

     Student enrolled in Term 1 for 3 credit hours.  Using the DAV screen on 
the previous page, this student is considered L-less than half time.  
$1013 from the PELL Entitlement Field (the year entitlement) divide by 2 
= $506.50 and round up to $507.  Student would be eligible for $507 for 
term 1 with 3 credit hours.
     Now for Term 2 student enrolled in 6 credit hours.  
Colleague accumulates credit hours in a semester. 
This makes student in 9 credit hours for the semester.  See the DAV screen 
indicates Q (three quarter time) amount is $3038 (the year entitlement) 
divide by 2 = $1519.  But remember the student already was in a term 1 
class and received $507 so you would take the $1519 and subtract $507 and 
the amount of PELL that would transmit for the 6 credit hours in term 2 is 
$1012.  This comes out of the FALL Semester.

If student enrolls in SPRING classes, then student utilizes the second 
semester of PELL eligibility.

SUMMER semester:  If a student is enrolled in summer classes, their funds 
should transmit to AR 10 days prior to start date of class. When the funds do 
transmit, you may check in Colleague for the amount or call this office and 
we will check for you.

August thru December is FALL Semester
January thru April is SPRING Semester
May thru July is SUMMER Semester
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Financial Aid Contact Information:

                                                  Kathy.Engrav@ctcd.edu
   (254) 526-1509

                                                 Angela.Sanford@ctcd.edu
                        (254) 526-1268

                     (or) Toll-free within Texas: 1-800-223-4760 ext: 1509, 1268
                   (or) Toll-free outside of Texas: 1-800-792-3348 ext: 1509, 1268

                            Fax: (254) 526-1480

Financial Aid Contact Information:

VA:
Texas: terry.caston@ctcd.edu
Phone: 254-526-1160

International: sharon.vann@ctcd.edu
Phone: 254-526-1202

Loans: financial.aid@ctcd.edu
Phone: 254-526-1552

Texas Students: financial.aid@ctcd.edu
Phone: 254-526-1508/1559

C&I Students: financial.aid@ctcd.edu
Phone: 254-526-1509

Office Fax: (254) 526-1480 
Building 111, Room 121A
Systems Services Building

CTC Central Campus
6200 W. Central Texas Expressway
Killeen, TX 76549-4199 
P.O. Box 1800
Killeen, TX 76540-1800
(254) 526-1559

Toll Free:
In State: 1-800-223-4760, ext. 1508 or 1559

                    Out-of-State: 1-800-792-3348, ext. 1509
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