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Student Data Page 
Use this screen to create and edit student demographic information. 

Once you make changes, click the Save button. There are two Save buttons: one is in the upper-right 
corner and the other is at the bottom, center of the page. To ignore changes, click the Cancel button. 

 

Help icon: Click to 
display FAM online help. 

Lookup icon: Click to display 
a list of valid values for a field. Calendar icon: Click to display 

a calendar from which to select 
a date to populate the field. 
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To Manually Add a New Student into FAM    
1. Select Add New Student from the Student drop-down menu at the top of the page: 
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The Add A New Student page is displayed: 

 
 

2. Enter the following student information:  
• First Name (optional) 
• Last Name (optional) 
• DOB (optional) 
• SSN (required) 
• Student ID (optional) 

 
3. Once the fields are complete, click the Next button. You will receive a message to ‘Please 

wait’ while the process searches for possible matches. 

4.  The Add A New Student page displays lists potential FAM and SIS students. Students listed 
in the Potential FAM Student Found section are students who exist in FAM that match the 
criteria entered.   Students listed in the Potential SIS Student Found section with a name and 
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date of birth are students found in the Student Management System (SMS) on the HP-UX.   
Students listed in the Potential SIS Students Found section without a name or date of birth are 
students who do not have a record in SMS. 
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5. Click the appropriate icon to select an existing student in FAM or SMS or student who does 
not exist in either system 

 
• Click the Edit icon  to make changes to a student’s record that already exists in FAM.  
• Click the Import icon  to import a student’s information from SMS into FAM or allow 

entry of a new student’s information into FAM. 
• Click the Cancel button to cancel your activity; new student data is not imported into 

FAM. 
 

6. The Student Tab displays.   
 
• If the student had a record in SMS, their SSN will display in the Student ID field, SMS 

SID will display in the Alternate ID field, and name, data of birth, Address, City, State Zip 
Code, Phone Number, Status of SS and Institution Code of 01 will be pre-entered.   

• If the student does not have a record in SMS, the SSN entered will populate the Student 
ID field and the SSN field.  The Status of SS and Institution Code of 01 will also be pre-
entered.  All other fields will be blank.   

• If the selected student already exists in FAM,  their biographic and demographic data will 
display. 
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Awards Data Page 
Student award information on this page is divided into tables: the Awards With Financial Aid Data 
tables and the Awards Without Financial Aid Data table: 

 

Session Range link 
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For the view-only option, click the link for the session range you would like to view. The Award Data 
page is displayed, listing details for each award along with budget information: 

 
Click the Back button to return to the main award page. 
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To edit award data manually, click the Edit icon  for the session range you are working with. As 
with the view-only option, the Award Data page is displayed, but this time options are included for 
making changes, adding new awards, and deleting existing awards:  

 
To change an existing award, make the necessary changes, in the appropriate fields and click the Save 
button. 

To add a new award, click the Insert icon  on the Award Data page. An empty data row is added to 
the page. Choose the appropriate year/quarter from the drop-down list in the Session column.  
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Complete the remaining open fields as necessary (Award Code, Award Status, Award Amount, 
Award Sub Code, Misc Code 1 and Misc Code 2). Click the Save or Save & Add More button. 

 
To delete an award, click the Delete icon  in the last column on the Award Data page for the 
applicable award data. A dialog box is displayed, asking you to confirm the deletion:  

Empty data row to 
enter new awards 
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Click the OK button to delete the record. 

To add an award to a session range without financial aid data (that is, ISIR data not on file): 

1. Click the Insert icon  in the Awards Without Financial Aid Data table. 

The Award Data page is displayed: 

 
2. Complete the fields in the Award Data page (Session, Award Code, Award Status, Amount, 

and so on). 
3. Click the Save button to save the new data. 
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 Financial Aid Data Page 

 

For the view-only option, click one of the links in the Session Start column on the left side of the 
table. The Financial Aid Data Display page is displayed: 
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To edit data, click the Edit icon  on the Financial Aid Data page, which displays the Financial Aid 
Data Edit page: 

 
Make the necessary changes in the appropriate fields. Click the Save button to save your changes. 
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To manually create a new session start and end, click the Insert icon  on the Financial Aid Data page.  

 

The Financial Aid Data Create page is displayed: 

 

Complete the fields as applicable. When finished, click the Save button. 

Insert icon 
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Academic Data Page 

 
For the view-only option, click a link in the Session column on the left side of the table. The 
Academic Data Display page is displayed:  

 
To return to the main Academic Data page, click the Back button. 

• To edit data, click the Edit icon  for the session you need to update. 
• To delete a session, click the Delete icon  for the session. 
• To create a new session, click the Insert icon  complete the applicable fields, and then click 

the Save button to save your data. 
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Tracking Data Page 

 

For the view-only option, click a link in the Session column on the left side of the table. The Tracking Data 
Display page is displayed: 
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To change, add, or delete data in an existing year/quarter, click the Edit icon  for the session on 
the Tracking Summary Data page. The Tracking Data Maintenance page is displayed: 

 
Make or add changes as necessary. Click the Save button to save your changes. 
To delete a tracking code and corresponding data select the Delete checkbox and then click the Save 
button. 
To create a new tracking session, click the Insert icon  on the Tracking Summary Data page. The 
Tracking Session Data Create screen is displayed: 
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Enter the year/session you are creating and click the Next button. The Tracking Data Maintenance 
page is displayed: 

 

Enter the appropriate tracking codes and additional data. Click the Save button when done. 
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Comment Data Page 

 

Note: Each line on the main Comment Data page represents an individual entry. Therefore, in the above 
example, there are two different entries for the same year/session (B123). 

For the view-only option, click a link in the Session column on the left side of the table. The Comment Data 
Display page is displayed:  
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To edit any one comment, click the Edit icon  on the Comment Data page. The Comment Data 
Edit page is displayed:  

 
After making the changes, click the Save button. 

To delete a comment, click the Delete icon  on the Comment Data page. A dialog box is displayed, 
asking you to confirm the deletion:  

 

 
Click OK if you are sure; otherwise, click Cancel. 

Delete 
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To create a new comment, click the Insert icon  on the Comment Data page. Click the Save button 
when finished. 

 

Insert 
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Activity Data Page 

 

To add or change data in an existing session, click the Edit icon  for the session. Click the Save 
button when finished. 
To create a new session, click the Insert icon . Click the Save button when finished. 
To delete a session and its corresponding data, click the Delete icon . 
 
 

For the view-only option, click a link in the Session column on the left side of the table. 

 

Delete 

Insert 

Edit 
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