FAA Admin Menu—My Assignments/ Reassignment Requests

Awards that Require Approval from Research and Restricted Funds (RRF)

1. A Student Stipend is money paid to students (typically at the graduate level) from a professor’s
grant for the purpose of allowing the student to further his/her own research/thesis or other

program or academic requirement.

In Banner Finance these funds are coded as 2F or 2M with a grant code. See FTMFUND.

2. An External Agency Awards is awarded directly to a student by a granting agency, with McGill

issuing the payments.

In Banner Finance these funds are coded as 2C or 2E with a grant code. See FTMFUND.

At a high level the award assignment approval process looks like this:

START

New award is submitted via
the Award Processing Form

Award appears in RRF
queue for approval/refusal

Approved?

An email is sent to
the individual who
submitted the award

The award processor can
cancel the award via the

The award is processed by
the central office (GPS or
SSAOQ)

The award now has a status
of “Disbursed” on the
Award Summary menu and
it is now visible to the
student.

Award Summary menu in
Minerva.
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What happens after the award is submitted via the Award Processing form?

Approval Path: When you submit a student stipend or external agency award the award goes through
an approval path to the RRF Administrator who ensures that there are funds to support the requested

student payment and/or that the payments meet the requirements of the funding source.

Student view: The award is not visible to the student upon submission via the Award Processing form.

Your view: At this point you can see your submission in the Award Summary/Search with an Accepted
status and with a link to the details of the approval request:

Hward Inlormation
Hacipiont First Marne Last Marme (MedGill 100
Typac Fagislty Stipimsed
A Fand: aFc STP-[r = SEHRE
FOAPAL: SRS OO0 SOR00 R0
LU A 52 000.00
£ . 53 000 00
= Accopied (Dci 06 2011} |
Bveard peried: Sep 01, 2071 %0 Mar 1), 2002
Fall 2001 bo VWinler 2012
Tetal Asmount 5200200
HAncuerted By: DAY (Oct 06, 2011
Commants:
Evard o bkl sl sppreed by RAF Admasiitent
danisls hap@magdl ca
“Ax per DHAY
[Aas ]
|Processing Cusus:— Feoues #1250 Pankeal |
[hsbissama Scheduls
Schadulad Paid Utk
Sap 1, 2011 Arcounes Papuishe
Dt 4, 2011 Acpounts Parpile
Figry 01, 2011 Accounts Payakie
D 31, 2010 Accounts Parjable
an 01, 2082 Aoounts Papable
Fabi 01, 2012 A igasitd Pirpalble
Pl O, 2003 Accounti Parakle

| Back 1o Sasnch

Ald Fund Properties
Fustedd Adrmintaranod:
Fuandd Seast:

Fuand End:

Grant Ensd:

Geraint Vs -Ened:
Awvadineg Acesai:

Ald Typa:
Fummdd Groasp:
Pradiidad:
Progiam wage:

Tirm

Full 2011
Fall 37011
Fall 3011
Fall 2011
WWinter 2012
Wit 2012
Whrner 2012

Eareti hip oo L)
A 01, 2001

Rkar 31, 2015

Belar 31, 2015

Rl 11

01795 - Paychology

FO0T - Faculty of Scinca
Stipasrd

Faulty

Cemhills & Perideiorl Studhed

-G

State

vl
Fsiecinl
Fosecant
Foeecast
Foeecast
izl
Foicant
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Details of the Approval Request:

You can see this view by clicking on the Processing Queue link in the Award Details (see above) or by
gong to: Financial Aid Administration menu > My Assignment/Reassignment Requests

Student ID: 1C°

Last Name: Lazt Mame
First Hame: First Mame

Request Status
Type: Assignment
Request #: 1250
Request By: DHAY
Request Date: Oct 06, 2011
Decision: Pending

Decision By:
Decision Date:
Comments:

Request Processing Settings

Target (Award Details)

Aid Fund:
FOAPAL:

Fund Title:
Fund Start Date:
Fund End Date:
Grant Year-End:

AFC - 8TP- Description
Fund Oryg 600200 2000 000000 000000

B8HRC Ref #
Apr 01, 2011

Mar 31, 2015
Mar 31

Grant Termination Date: Mar 31, 2015
Pending FIS Fund Administrator Approval (imisible to student)

Status:
Amount:
Multi-Year:
Created By:
Creation Date:

Scheduled

Sep 01, 2011
Qet 01, 2011
Mov 01, 2011
Dec 01, 2011
Jan 01, 2012
Feb 01, 2012
Mar 01, 2012

52.000.00
Mo

DHAY

Oct 06, 2011

Paid Method
Accounts Payable
Accounts Payable
Accounts Payable
Accounts Payable
Accounts Payable
Accounts Payable
Accounts Payable

Term

Fall 2011
Fall 2011
Fall 2011
Fall 2011
Winter 2012
Winter 2012
Winter 2012

State

Forecast
Faorecast
Forecast
Foracast
Forecast
Faorecast
Forecast

- S8HRC Ref #

Amount
28571
228571
£285.T1
2285 M1
28571
228571
$285.74
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Approved Awards: Once the award has been approved by RRF, it goes to a queue for processing by
either GPS for graduate awards or SSAO for UG awards.

Graduate students: Before processing by GPS student eligibility checking takes place. Though
the funding source has been approved by RRF, GPS will now verify that the student meets other
eligibility requirements. For example, that the student does not have holds that prevent the
issuing of awards as per University policy.

Once GPS completes the processing or “disburses” the award it appears in the Award Summary
Search as Disbursed.

Undergraduate students: Awards are processed (disbursed) by SSAO for all students who are
registered.

Student View:

Graduate students: Once the award is disbursed the student can see it on Financial Aid/Awards
> Scholarships & Awards Menu > My Financial Aid & Awards

Undergraduate students: After 3 working days (if the award is approved) the student can see
the award on Financial Aid/Awards > Scholarships & Awards Menu > My Financial Aid &
Awards

- A Tadr 1117 ) Ak Pescd YTEAR
My Financial Aid & Awards - ’
Thies o3 @ ok of Srapracsal g wndd'od By B OCuRed with o W0 T selecned Bad yead Thae swards may appesr usos! | neiosieasl Awerds. Goverressnd i o Onbee Ald

nsthAnona Awards

Thin ssction includes searts gramted by hcGal

E also mciudes UZS govemment Dvect Loans processed by MoGll and amaunts daplryed tor These loams are = LIS cumency Soudents who ane offered francal ad v the IS [urect Loan program mest Acoept o
Diacling aach loan

B you hiew bbini Slord & Mol loaflean saeninn by thi Studin Sl Do, & reconifsided il you veie i 16 Bnd oomdtisnd of The louh CRABEL R Do Sotipitng Clek o Proteed 15 sew T
(= 1 s

The AecoptDecling Data ielezld the dile thal thi Swird St wi Ml chinged, sifer by you of by 50 SSTefalrasse

¥ you see 4 bnk 82 Additional Requineme nis nds:ated betsse an gwaed. clci on The sk b v the detaty and sistet of the regqursmentin] Chack Smquantty o updabes
¥y S 3 bebi 02 Disburtemant Sehitube st i b0 Swind | chh 5 th b 10 veirw T Setils Tharse Schedubes e Subpsct 13 chase
iy Sttt et
Cietcription Amount | Ot Diate Saakus 1 AeceptTucling Dats
STP.. ... Mo Agon ™ 777 $000 30 -2EP- 2011 Anpgreed H-SEP-H11
STF. SRR f2o00 00 mhocTIon Az ngred DE-OCT 2011
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Student View of the Disbursement Schedule:

Bid e 1117 | Ad Pencd YIAR

Disbursement Schedule

i
Tha leliowng i the daburpement schegduls b the seieched awasd Note thal Disbursemant Sohadules o subpect ba changs
“Scheduled Payment Date
Thes dmplarys the daieis| Tt the paymant o processsd For desct depos. f may faks wp 00 3 baninerss darys belors you see the parpment i your bank accownt

“Paymant Methed

Accounts Payabile
¥ you haws provadied Mc Gl meth drect depand bankang sformation. payrrest of swards proceided thiough the sccounti payable dyatem wil be depoited mtg your bank sccourt UpdstaErter your Drect Depoad
Alugend bk g ko sl Mt Lo frospfesk’ St mBRSthd Syl My 2 M By Chidul

Accsunts Receiwable
Fayment ol awaeds processed ihoegh sccounts recerable ane deposied deecily mie your sedent fes account These awards have the eflect of reducng your ouistandng balance

Salecied Amarsd

[Selecred Awnrd]5TF- . - SSHAC

Diddarsament Selwdois

Amoum | Schedubd Payment Dam | Farpmveend Withid"

S35 T -SEP-2011 Aspouls Pipabis
$HET 01-0CT-2011 Arcounty Paysbis
585 T 1] MOV 1 A counis Papable
SME T H-DEC-I011 Agetals Pipabls
$305 T -4 213 Accounts Parable
HaRE T 1] 01-FER-I012 1 Aropnls PEysbis
S70E T4 D1-WAAR-21T Artuls Pipabis

o My Financial Asd snd Awands

An important note about Scheduled Payment Date: This indicates the date (excluding weekends or
holidays) that McGill transmits the payment information to the student’s fee account in the case of
Accounts Receivable payments, or prints a cheque or transfers the funds to the student’s financial
institution. If this date falls on a weekend or holiday, the payment will be processed on the first business
day following the date. On average it takes another 2-3 business days for the funds to appear in the
student’s bank account.

Your View of Approved and Disbursed Awards:

Search results:
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Award Summary/Search

Werimaym gearch crdena: The Reciplant 10, or 2l or pad of the Al Fand Code, or Ald Year
- Saarch Critenia

Retipiant 10

A P Codi!

Aid Frsnd Duscription:

A Yoar 207172012 Aad yaaw (Terma 201109, 20131 201705) =

Shark ey w

My Aowaids Owly: Vil

| Commen ]

& recorss] vore Boand,

Hewdlism 10 Lt M Fist Mase A5 Yar Ald Fund Code A Fiasd
1 " o1 .- Athiple fowvard
L I TtwiN2 . M6 STP-.__s-MsmcRges. C
| - - L L A% STP-T ... - Mewc Agen ™"
' . U 1MNM2 06 5TP-.ume . SSHRC

Award details:

Award Summary/Search

Back b Saasch

Cisrean Amount Cvorall Status Oviginal Ameess Cooate Dt Croatn Uiss
41 (el (8 Oombuarnaned $1.000 00 Oct AT 2071 DHAY
s1.ofabuned ] 5100 00 Sap 29, 2011 DHAY
100 (0 Cancaled 100 00 Sap 28 2011 DHAY
52000 Bubunes ] 52,000 00 Oct 06 2011 DHAY

P Hits s 1 i datals. Cheke A 13 mdd § oirminsl B Ui i Togpuidd o i o, Wit il B & Pbliilgn Buman B thi batles chekl 18 fediangh 6 oF et o thay Saiid 15 & Slfgrast Aol Fundl

Award Information

Racipient: Full Marne

Typa: Faculty Sipend

Ald Fund: S o6 - 5TR Dazcription - Newe Rope Rl #
FORPAL: Fund- O sidiod 2600 005000 005030

Current Amount: 800,00

Oviginal Amount: 580000
SIS Dvsbersed (Sap 29 2011)

Bwaid period: Sep 01, 2001 to Dec 28, 2011
Fall 2011
Teasl Amount: 580000
Hoquested By: DHAY {Sap 29, 2011)
CoimiTentE
Amcard on hokd wntil approved by RRF Administrator
mapinsss garbeshrcpll o3
Ay par DHAY.
[aae]
Precessing Oueue:  Heguen #1741 [Pendeg]
Dishursement Schedule
Sciwechibed Paid Mt
Sep 01, 2001 Sap 29 2011 Aty Paysbly
Qe 01, 2 Angoory Payably
M 01, 2011 Apcoents Payably
Dz 01, 2301 Accoort i Parably
HAward Actions
| QS ——

What if I need to change the award amount?

Ald Fund Properiies

Fund Administraton fingeool gomensirpbonmon o

Fund Stan: itar 011

Fund End: kar 31, A6

Grmnt End: b 31, 2016

Gaant Year End: L 11

Bwadding ALoess: 00155 - Ectncal & Comguter Enge

SAHZE - Faulry of Engerng

Bl Typee: Stapnd

Fund Gaoup: Fleculty

Prestossor Gridumte & Pastdocionsl Sludsts

Prgram sage: n-Cours
Term Eanie Amaunt
Fall 37011 Paryrrapnt 350
Fall 011 Mema M
Fall 7011 Mema 5250
Fall 2011 Mama 2500

If you need to change it for a higher amount you can simply submit the award again for the difference.
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If you need to lower the amount you must send an email to student.funding@mcgill.ca with the details

of your request and this will be manually adjusted by GPS (for graduate students) or SSAO (for
undergraduate students).

What if | want to change the disbursement schedule after | have submitted the award?

For awards paid out of Grant funds:
If the award has not yet been approved: Send an email to the financial administrator (FADM) asking that
they “Reject” the award. This will put it in a status that you can edit and then resubmit for approval.

If the award has been approved but is not yet disbursed: Send an email to student.funding@mcgill.ca

and your request will be put into “edit mode” so that you can make the changes and resubmit the award
for approval.

If the award has been disbursed: Send an email to student.funding@mcgill.ca; you will be given

instructions on how to proceed.

For awards paid out of non- Grant funds:
If the award has not been disbursed yet: Send an email to student.funding@mcgill.ca and your request

will be put into “edit mode” so that you can make the changes and resubmit the award for approval.

If the award has been disbursed: Send an email to student.funding@mcgill.ca. This will need to be
handled by a central office.

How do I change the FOAPAL of my award?

Award Reassignments (“FOAPAL changes”)

Once an award has been disbursed (in Status = “Disbursed”) you can change the funding source using
the Reassignment functionality in the FAA Admin Menu.

Step 1:

Go to the Award Summary/Search and click on the details of the award you wish to reassign-- in part or
in full--to another funding source.
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Award Summary/Search

Back b3 Sawch

F Herw e the wwaed detusls. Clhek Add 1o mdd 5 eomment. I the ivied request o yoor own, thire will Be & Readsign Bumsn o the betlos chek i o readaagn ol of part of the saard 2 0 Sferenl A Fund

Award Information
Ruciplens: Full Marne
Typs
&id Fund: AFC ST Dascription  -Mescfge Ref #
FOAPAL: Fund g s300 2000 003000 305084
Current Amount: 580000
Oviginal Amount: 510000
Stalus: Dvsbersed {Sep 29, 2011)
Bwaad pariod: Sap 01, 2001 bo Dec 28 2071
Fall 2001
Teasl Amount: 580000
Haquested By: DHAY (Sap 29 2011)
O i
Famprd on hokd wndil approved by RRF Adminigirater
o garbeshmocpll oo
*As par CHAY
Procossing Oueue:  Hegues) #1741 [Pendeg)
Disbursement Schedule
Sciwechibed Paid Mt
Sep 01, 2011 Sap 29 201 Accoenns Paysbly
e 01, 2 Accoorty Papakly
Pl 01, 2011 Accounts Payalsy
D 01, 2011 Accounts Payatdy
~#ward Actions
[ Fwassgn |
| s r——
Step 2:

Click on the Reassign button. (See above)

Aid Fund Propanies
Fusnd Adminisirato:
Fund Star:

Fuard Eind:

Grmnt End:

Gaant Year End:

Awarding Access:

Ald Type:

P Gaouip:
Prescossorn
Pregram stage:

Fall 3014
Fall 3011
Fall 7011
Fall 7011

el goimenepiiptonpnoo ca
It 001, 200

kar 31, A6

lar 31, A6

tar 31

0156 - Ebscincal & Comguter Enge
SZE - Faulty of Engernng
Stapard

Fuculty

Gradume & Postdocionl Studes
n-Courte

F
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Source (Avard Detalls)

Aid Fund: aFc - STF‘-Desn:riptinn - Hsere Rgpin
FOAPAL: Fund Crg 600200 2000 0060000 000800
Fund Title: Naore Rgpén .
Fund Stan Date: Wiar 01, 2004
Fund End Dave: hiar 31, 2016
Grant YearEnd: hiar 31
Grant Termination Mar 31, 2016
Date:
Stavus: Dhsbursed
Amount: S100.00
Ml Yemr: He
Created By: DHAY
Creation Date: Sep 39, 2011
¥ - inskicates @ requined fiekd Note that the default shows
#Target Aid Fund: the full amount transferred to
Saarch e n::'.'.' 1Ii-::|."{:e You can
- — specily a lesser amount in
HTranter: it oz [ the Max Transter Amount
* Transfar End: 12002011 = b
Max Transler Amount: |
Source Target
Schedubed Paid Mathod Term Siate Amount Scheduled Paid Method Term it Amount
Sep 01, 2011 Sep 29, 2011 Furd Transher Fall 2011 Forecast 52500
Cict 01 2011 Accounts Payable Fall 2011 Forecast 52500
Hoee 01 2311 fccounts Payable Fall 2011 Forecast 52500
Dec 01, 2011 Accounts Payable Fall 2011 Forecast 52500
MI §100.00
@ Cancel
Step 3:

Enter or Search for the “Target Aid Fund.” This is the aid fund associated to the new FOAPAL.

Step 4:

Enter the specific amount of the payments to be moved to the new funding source if you do not wish to
move the full amount. Otherwise you can leave it to the full amount transferred default.
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My Award ,ﬂ.ésignmentIReassig nment Requests

Source [Awnrd Detalls) Target Ald Fund Proportles
Aid Fiand; T -5TF-T . chaed C Rosé — Neen: Rgon  Fund Administraton
Fund Stari:

FOAPAL: . BON200 2000 000000 G0N Fund End:

Fund Title: MNasre Figpen | Grant End:

Fund Stari Diate: Mar 01, 2004 Grant Year-End:
Fund End Date: Mg 31, 2016 Aowarding Access:
Grant Year End: M 31

Grant Termbnatlon Fillar 34, 2018 Ald Typa:

Date: Fund Group:
Status: Dissburssd Procassor
Amount: S100. 00 Progeam stage:
Kilti-Year; ]

Created By: DHAY

Craation Date: Sap 29, 201

s Target Aid Fund: L DG -STP- - M -

tanalr Stan: I L

*Transfer End: 12017011 [=

|I|l|:: Transler Amount: 50

Source Targe

Schodulod Pald Method Term S Amound  Schoduled Pald
Pl 01, 2041 Accounts Payable Fall 311 Mema 52500 Sep0i, 2011 Sep 29 2011 Fund Transfer

Dz 01, 2011 Accounts Payable Fall 2311 Mamg 525 0
§50000
Submit
Step 5:
Click submit.
Step 6:

Ot 01, 2011

financial adminisiratos megill Ca
Sep 30, 2008

D 29, 2013

Dhec 29, 2013

hlger 31

Q0153 - Cral Engnaeenng

0025 - Faculty of Engineeing
Stpand

Fatulty

Graduate & Postdoctoral Shedes
In-Coigrps

bnthed Torm Stabe
Fall 2011 Forecast
Accounts Payable Fall 2011 Forpcast 525 00

If the new award is a student stipend or agency award (as defined at the beginning of this document) it
will flow through the same approval path as an award assignment.
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