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Session 39

Effective Techniques for
Using EDEXxpress Packaging
(Hands On)
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Introduction

m This session Is designed for beginning or
novice users of EDExpress Packaging

= Evaluations
= Questions
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What is Packaging?

m Efficient, flexible method of awarding funds
to student records and generating award
letters

m Interacts with Apps, Pell, and Direct Loan
modules

= Can import data from and export data to
external system(s)
US. Depat R CATION

'y Session39- 4



Agenda

= Setup Planning
Packaging Setup Basics
Creating Records

The Package Process
Printing Award Letters
Hands-on Exercises
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Setup Planning

m |dentify your office needs and assess what you
need Packaging to do for you

m Gather all relevant information on available funds,
awarding schemes, COA for different student

groups
= Write it out --- use Packaging setup sheets
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Academic Year Profile

= Determines how awarded fund totals are split
petween terms

= Defines how Pell is awarded: select formula type,
percentages

= Required for ISIR import
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fﬂ?l]l]Z - 2003 EDExpress for Windows
File Process Tools Help

Dlzl@l 22| 2w

Academic Year Profile - locked. 1 student[s] assigned.

Cade |FULL el User Modified: SYSADMIN Date Modified: 10/10/2002
fids [FULLSCHODL YEAR

I'-.'.él}*Erant"meula;- |1 - Standard-term, credit-hour programs [30 weeksz| j

Program Proration Percent: |':'U-EIEI EFC program length b irport fram the 1515 database: IEI

‘Subsidized
Loan %

FALL FULL TIME AUTO 50.00 50.00 50.00 50.00 50.00

SPRING FULL TIME AUTO 50.00 50.00 50.00 50.00 50.00

Term Enrollment Status | Pell% | FSEOG% | Grant% | Perkins® | WS %

] 4] 1ot b [
Add | Delete | Save | Retieve.

Cancel | Help |

|For Help, press Fi |C:\Program FileshEDE Suite\EDExpress for Windows 2002-2003\expres23 mdb {HLIM |
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Fund Maintenance

m Create fund profile for each federal, state, local or
private aid source to be awarded

m Use queries and Remaining Need to restrict
awarding

m Use the correct Aid Type
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User Madiied: 5YSADMIN ‘Baginning Balsnce: |_$99,999,999
Date Madfied: 09/25/2002  Adystment ta Beginning Balance: 40

FundCode  [FELL Funds Aparded:  [50

Fund Desciptior: [FEDERAL PELL GRANT Curert Balance:  [157 550 oo

fidType: [F 2l Bonotemoveiurpackegedr. | enee e

.

ZIEl 206 v
A4dd | Delete | Save | Retieve.

For Help, press F1 [C-\Pragram Files\EDE 5uite\EDE spress far wWindows 20022003 expres23.mdb [HUM |
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Award Methodologies

m Tell EDEXxpress how to award defined funds to
different student groups

m Use Priority field and gueries to filter methodologies

m Use Self-help, Gift-aid limit fields to set award
celling for certain aid types
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‘_‘! 2002 - 2003 EDExpress for Windows
File Process Tools Help

EEEIE R

Award Methodology

o T

Tile: iFULL YEAR STUDENT

User Modiied:  SYSADMIN Date Modified:  10/10/2002

S

SeliHepdidMasmum |10 % GithidMadmam: 100 %

Ciiteria |

& Use Percentages: € Use Dallar Aot

Fund Code

Fund Priority | School Min | School Max

Remaining Heed

GRANT

20 300

alue

PERKINS

200 2000

WHORH

20 3000

sUBE

100 99999

UNSUB

100 99999

4] 1of1 A0
bdd | Delete | Save | Hetiieve.

[For Help, press F1

LE&\P[6glam-.Fi[és"\Eﬁ_E‘Suite\E‘;D'Eﬁp'['e&s!fm\a\ﬁnﬂawlg:iGD?;EDDG'!.EMWE'QEE. mdb
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Budgets

m Establish Cost of Attendance (COA) amounts for
different student populations

m Assign either during ISIR import of from Process
menu

m Use Priority and queries to control assignment
m Establish a Pell COA if desired
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Budgets

e Date Modifed: 10/10/2002

BudgetCade [ 'L ity [ udget Totat |17 peicos ¢ [0

'T_]H;g;'} IFULL YEAR FIRST*EAR STUDENT

| ld

~ Budgst Amaunts - —User DEdeBMge‘tﬁmaunts

Tuitior and Fees | § [6.500 I frEALTH FeEs

Loan‘:F'EES:_ ¥ I?S |CDMF’UTEF| FEES

Foom and Board : 42,500

|
Books and Supplies : & Iann !
'Translpmita.t;éﬁtosb: 3 |EI !

Miscellaneous 3 [500 1
[ATA] Tof T b ¥l

Add | Delste | Save |Retrieve..

concel | Hep |

[For Help, press F1 \C:\Program Files\EDE Suite\EDE spress for windows 20022003 \ewpres23 mdb UM |
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Creating Records

= ISIR import
— Will only import valid ISIR data
— Most time-efficient, accurate method

= Manual entry
= External import add
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Creating Records

02 - 2003 EDExpress for Windows
Boose Tods Hp
sl@| z[2] 2ivl
Import

@ Glotal| & Aop Evpress [IEEREEERY % visctLoan| el |

JFI‘LDmiETm IPackaging Data - 151R Data

Ressi o

| R | |

‘o . o

_ Selection Citeria.._|

b |

[E:\Program Files\EDESvite\E DE spress for Windows 2002-2003\expres23. mdb

[ NOM ]
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Packaging Records

m Package from Awards tab or Globally

= Will award Pell first, then run through
methodologies in priority order

m View Awarded Funds screen to examine results of
Package process

m Unpackage/Repackage functions
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Packaging Records

press for Windows

m Files\EDESuite\EDE spress for Windows 2002-2003 enpres23.me [ [HUM |
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Award Letters

Print Globally or from the Awards tab
Record must have fund(s) awarded
Offer and Notification letter options
Some letter text can be modified
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Award Letters

File Process Tools Help
_D = i Print

'Eﬂﬁj:ral IE App Enpress Packaging ﬁ' Eﬁireet.Lpanl Jﬂn Fell I
- Feport-

ILetters - Award

R apmr{'-F-ila.léJ eét_'m:étl'cin

| File | I

55N File-

" Printer

File..

7] Esclude Needs Analysis?
Frint User Defined Text?:

Soit Order:

Acceptance Date: Rrh%fMiésihg:_Dpc’umgmé?
Excluds Heading From Letter? Exclude Signature?

Exclude Records with ward Letter Received? [ Print School Mame/dddiess? ¥

Selection Citeia | [T | oo | Eisew |

[Far Help, press F1 [E:\Progiam Files\EDE Suite\EDE spress for Windows 2002-2003\expres23.mdb WL |
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Questions

Hands-on Exercises
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Contact Information

We appreciate your feedback and comments.

CPS/WAN Technical Support
Phone: 800-330-5947
Email: cpswan@ncs.com
FSATech Listserv
Email: fsatech@inet.ed.gov
Sign-up information:
http://www.ed.gov/offices/OSFAP/sfatech/listserv.html
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