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1 Overview 

The Student Data Maintenance pages are used to maintain student information. This guide 
describes how to add, update, and delete student data. It also provides a reference for error 
messages. 

Several programs are used to add and maintain student data. Many pages are updated by other 
processes. For example, the Award Data page may be updated by the automated packaging 
process (FAM610), the Tracking Data page may be updated by the automated tracking process 
(FAM057), and the Academic Data page may be updated by one of the academic update 
processes (ex: SM9109J). However, you always have the option to go to a page and enter any 
student data you wish. 

The student data maintenance pages consist of the following types of data: 

• Student demographic 
• Award 
• Financial Aid (ISIR data) 
• Academic  
• Tracking  
• Alternate address 

• Comment 
• Activity code 
• PLUS Borrowers 
• Loan history 
• Clock hours 
• ISIR  

Note: To access the student data maintenance pages, use the Student Access Bar, located below 
the main menu at the top of each page, as described in the following chapter. 

 

Main Menu 

Student Access Bar 
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This page inserted for back-to-back printing.  
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2 Accessing the Student Data 
Maintenance Pages 

To access the Student Data Maintenance pages, complete the following steps: 

1. In the Student ID field on the Student Access Bar type the student’s SSN, then press the 
Enter key or click the Find button.  

 

By clicking the Lookup icon  located to the right of the Student ID field, you can use 
the FAM Name Lookup window to search for a student by Last Name, First Name, by 
SSN, and/or by Alternate ID. When you click the Search button on the FAM Name 
Lookup window, students who match the criteria* are listed in the window. You can then 
click the corresponding 
student ID number in 
the Student ID column 
to insert the ID into the 
Student ID field in the 
Student Access Bar. To 
view the student’s 
records, you must then 
either press the Enter 
key or click the Find 
button.  

 
* Criteria entered can be a minimal amount of characters, such as a partial name or SSN. 

Find Button Lookup icon 



SBCTC-IT 4  October 2011 

The first of the Student Data Maintenance pages, Student Data, is displayed. Besides the 
Student Data page, there are 10 additional student maintenance pages containing student 
data.  

2. To access the other pages (Award Data, Financial Aid Data, Academic Data, and so 
on), click the tabs located across the top of the page.  

 

 

Tabs 
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3 Student Tab  

Student Data (FAM501) 
Navigation: Student Access Bar  Student Tab 

 

This chapter describes the following functions within the Student tab: 

• Adding a new student 

• Updating student master data 

• Deleting student master data 

• Error messages 

The Student Data page is used primarily to add or update student names, mailing addresses, email 
addresses, telephone numbers, some financial aid data, and demographic data. Make the 
appropriate changes in the corresponding fields and then click the Save button. 
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3.1 Manually Adding A New Student 
Students may be added to the FAM system in either of the following ways: 

• Through the FAFLOAD process (NED002), where the student’s FAFSA data is moved 
into FAM and the student’s demographic data is created (see the Loading ISIR 
Applicant Data into FAM document, available on the SBCTC-IT web site).  

• Through the Add New Student process, as described below. 

To manually add a new student 
1. Select Add New Student from the Student drop-down menu at the top of the page. 

 

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.  
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4. The Add A New Student page displays a list of 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 date of birth 
are students  found in the Student Management System (SMS) on the HP-UX. Students 
listed in the Potential SIS Student Found section without a name or date of birth are 
students who do not have a record in SMS. 

 
5. Click the appropriate icon to select an existing student in FAM or SIS 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, date of birth, 
Address, City, State Zip Code, Phone Number, Status of SS and Institutional 
Code of 01 will also be pre-entered. All other fields will be blank. 

• 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 Institutional 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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3.2 Updating Student Master Data 

To update student master data 
1. In the Student Access Bar, complete the Student ID field. Or click the Lookup icon  

located to the right of the Student ID field and use the FAM Name Lookup window to 
find an existing student’s record.  

2. (Optional) Complete the Session From and Session To fields. Leaving the Session 
From and Session To fields blank returns all information for the student for the current 
and previous sessions. 

3. Click the Find button in the Student Access Bar or press the Enter key. 

The Student Data page is displayed, along with the current data on file for the student. 

 

4. Edit the data in the fields on the page as necessary. To navigate within the page, either 
press the Tab key repeatedly to move from field to field, or click within the field you 
want to edit. Use field-level lookups (the Lookup icon  located to the right of many 
of the fields) to find valid data. 

5. Click the Save button to save your work, or click the Cancel button if you don’t want to 
save your work. 
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Type and Code Data section for Name, Email and Address 

More than one name, email and/or address may be recorded for each student. (Note that at least 
one name is required for each student.) Names, emails and addresses are distinguished by their 
Type and Code. For example, the name, email or address types of FAM or SMS could be used 
to distinguish if the student’s data originated as a FAM student or as a student from the Student 
Management System (SMS) on the HP-UX. The name, email and address codes could be used 
to distinguish the student’s master/default name and mailing address (MSTR), email and 
address used for home correspondence (HOME), email and address used for work 
correspondence (WORK), and so on. 

To modify a name, email or address, click the Edit icon located to the left of the Name, 
Email, or Address Type fields. This opens a separate window, where you can add or modify 
data. 

 

 

 

 

Edit icon 
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3.3 Deleting Student Master Data 
You cannot delete students using the Student Data page (FAM501). To delete a student from the 
database, use the Student Delete/Change Process (FAM003), as described below.  
 
Note: Students who have awards with a status code of either '1' or '2' cannot be deleted from 
the database. Since awards in these two statuses are considered active, the program will not 
permit a deletion. When a student with awards in these statuses must be deleted from the 
database, you must first change the statuses on the Award Tab before attempting to delete the 
student. 
 

  
 
If some awards in status ‘1’ or ‘2’ are from a prior year session, and that award session is closed 
for updating, you will not see any open fields to edit data. To reopen a session or session range, 
go to Application  Setup New Year  Import Session. Click the Edit icon for the 
applicable session.  The FAM Session Code Edit page is displayed:   
 

Award Status = @AWD = session is closed 
Award Status = “blank” = session is open 

To delete a student from FAM 
Student Delete/Change Process (Program ID: FAM003) 

Navigation: Student  Delete/Change Student 

1. From the Student drop-down menu, select the Delete/Change Student option. 

 
 

 The Student Delete/Change Process page is displayed: 
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2. Verify that the Student Delete radio button is selected. 
3. Enter the student’s SSN in the Existing Student ID field. 
4. Click the Submit button. The Student Delete/Change Process page is displayed. This 

page lists the number of records found in each different area of the FAM database. 
 

 

5. To delete all records, click the Delete/Change button. To cancel, click the Cancel 
button. A separate window appears asking you to confirm the deletion of the student’s 
record:   

 
6. Click the OK button. 
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NOTE: By clicking on the DELETE/CHANGE button on the Student Delete/Change 
Process (FAM003) page, doesn’t mean that all detail records will automatically be 
deleted. If the student being deleted has award detail records in an active status  
(ex: status ‘2’), FAM will prevent the record from being deleted and will provide the 
user with an error message.  However, if the student has track detail records, the student 
will be deleted, but the track detail records may not.  Having detail records without a 
student master record will cause an issue with AG990R (ETL process).  AG990R will 
not be able to load detail records into the SAFERS database on the HP-UX if the 
student master record is missing. 

Please check whether or not there are detail records listed (ex: awards, tracking , 
financial aid, etc.) and if there is, delete them manually first before deleting the student 
master record. 
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3.4 Error Messages 
 

The following error messages may be displayed when working on the Student Data page: 

A student already exists with this ID. 
You have attempted to add a student with an ID number that is already on file. 

No such record exists. 
You have attempted to find a student ID that is not in the database. 

Session start and end must be entered if an eligibility code is specified. 
When an Eligibility Code is entered for satisfactory academic progress purposes, you 
must also complete the Session Start and Session End fields. 

Session start and session end must both contain values or both must be blank. 
You cannot have a Session Start entry without a Session End entry. The fields must 
either both be completed or they must both be blank. 

The start semester cannot be after the end semester. 
The session entry in the Session Start field occurs after the entry in the Session End 
field. 
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4 Award Tab  

Student Award Data (FAM502) 
Navigation: Student Access Bar  Award Tab 

 
 

This chapter describes the different fields and functions within the Award tab: 

• Awarding a student 

• Updating an award for a student 

• Deleting an award for a student 

• Copy Award Data 

• Award Data Error Messages 

This page is used to add, update, or delete student award data. Award information is listed for 
each session a student has received financial aid or other financial awards. The award summary 
page displays two different groups of awards: Awards with Financial Aid (ISIR) Data and 
Awards without Financial Aid (ISIR) Data.  
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To view awards for a student 
1. In the Student Access Bar, complete the Student ID field. Or click the Lookup icon  

located to the right of the Student ID field and use the FAM Name Lookup window to 
find an existing student’s record.  

2. (Optional) Complete the Session From and Session To fields. Leaving the Session 
From and Session To fields blank returns all information for the student for the current 
and previous sessions. 

3. Click the Find button in the Student Access Bar. 

4. Click the Award tab to display the award summary page. 
 
(This page displays a summary of the awards the student has received with or without 
ISIR data. The awards shown with ISIR data are listed in the “Awards with Financial 
Aid Data” table and include the session ranges for which they apply. The awards shown 
without ISIR data are listed in the “Awards without Financial Aid Data” table and are 
only displayed for sessions in which they apply.)  

Note: The FAM Online Help refers to sessions listed in the “Awards without Financial 
Aid Data” section as “orphan sessions.” 

 

 



SBCTC-IT 17  October 2011 

4.1 Adding Awards (FAM502) 
Awards may be added manually to a student’s record, using either of the procedures described 
below, or automatically using Automated Packaging (FAM610). See the user guide FAM Auto 
Packaging and Packaging Plans, available on the SBCTC-IT web site, for information about 
Automated Packaging. 

The Activity Date on the Award Data page is updated when a new award is added or the 
amount is changed. The date will also change if you have the following value entered into the 
Processing Table: 

System: SAF 
Table ID: AGENCY 
Value: ACTIVE-AWD-STAT 
Description: $ALL to update the Activity Date for ALL award status changes. 
(Currently, the function to have the Activity Date change for only specific award 
statuses is not available.)  

There are two procedures for manually adding awards to a student’s record, depending on 
whether or not the student has ISIR data loaded into FAM. Each procedure is described below. 

To add an award(s) to a session under the “Awards with 
Financial Aid Data” section 
Awards that fall within a session range that contain ISIR data already loaded into FAM are 
listed under the “Awards with Financial Aid Data” section on the award summary page. 

1. Begin accessing the award data for a student, as described on the first page of the 
Award Tab section. 

 

2. Click the Edit icon  for the session range to which you want to add an award.  

In this example, we are adding an 
award to the B121 – B125 session 
range, which has the student’s ISIR 
data already loaded into FAM. 
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The Award Data page is displayed. 

 

3. Click the Insert icon  located at the top, right corner of the table on the Award Data 
page.  

A row of empty fields appears at the bottom of the Award Data table. You may enter up 
to four award codes at a time. To enter more than four, click on the Save & Add More 
button. 

4. Complete the fields in the new row. Press the Tab key to move from field to field. Be 
sure to include the decimal and cents in all award amounts.  

5. When all fields are complete, click one of the save option buttons at the bottom of the 
page: 

• Save & Add More: Saves your work and adds another empty row of fields in the 
Award Data table. 

• Save: Saves your work and continues to display the Award Data page. 

• Cancel: Cancels any entries you added. 
6. To exit the page, click a different tab or menu item.  

Note: By clicking the Accept Awards button, only awards with status 1 will change to 
a status 2. 

Insert Icon 



SBCTC-IT 19  October 2011 

To add an award(s) to a session that does not exist under 
the “Awards with Financial Aid Data” section 
Awards that fall within a session that does not contain ISIR data already loaded into FAM are 
listed under the “Awards without Financial Aid Data” section on the award summary page. 

1. Begin accessing the award data for a student, as described on the first page of the 
Award Tab section. 

 

1. Click the Insert icon  located at the top, right corner of the table.  

The Award Data page is displayed, with a row of empty fields. (Note that currently you 
can insert only one award at a time. A future release of FAM will allow you to add 
more than one award at a time.)   

 

2. Complete the fields in the new row. Press the tab key to move from field to field. Be 
sure to include the decimal and cents in all award amounts.  

3. Click the Save button at the bottom of the page. Or click the Cancel button if you 
decide that you do not want to add an award to the student’s record. 

4. To exit the page, click a different tab or menu item.  

Insert Icon 
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4.2 Updating an Award for a Student  

To manually update an award for a student 
1. Begin accessing the award data for a student, as described on the first page of the 

Award Tab section. 

 

1. If the award falls within a range under the Awards With Financial Aid Data section, 
click the Edit icon that corresponds to the session range you want to update.  

—or— 
If the award falls within a session under the Awards Without Financial Aid Data section, 
click the Edit icon that corresponds to the session you want to update. 

The Award Data page is displayed, which contains all award information for the 
session or session range you selected for the student. 

The following screenshots show the Award Data page after clicking the Edit icon 
under the Awards With Financial Aid Data section, and alternatively, the Award 

Data page after clicking the Edit icon under the Awards Without Financial Aid 
Data section.  

 

Awards within in a 
session range that 
contains ISIR data 
within FAM. 

Awards within in a 
session for which 
ISIR data does not 
exist within FAM. 
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2. Locate the award to be updated and make the necessary changes. Enter the new data or 
click the Lookup icon  to select from a list of valid values. Be sure to include the 
decimal and cents in all award amounts. 

3. When all fields are complete and you have updated all necessary information, click the 
Save button, or click the Cancel button if you do not want to update the award data.  

Note: If the award session is closed for updating, you will not see any open fields to 
edit data. To reopen a session or session range, go to Application  Setup  
New Year  Import Session. Click the Edit icon for the applicable session.  
The FAM Session Code Edit page is displayed:   

View of the Award Data page after clicking the Edit icon under the 
“Awards with Financial Aid Data” section 

View of the Award Data page after clicking the Edit icon under the 
“Awards without Financial Aid Data” section 
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Award Status = @AWD = session is closed 
Award Status = “blank” = session is open 

 
Example of a closed Session:  No open fields to allow updating 
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4.3 Deleting an Award for a Student 
It is strongly recommended that when a student refuses an award, the award should not be 
deleted from the student’s record. Instead, the award status code should be changed to the code 
your institution uses to indicate an inactive award (for example, status 5). The only time an 
award record should be deleted from a student’s record is when the wrong award code was 
assigned in the first place. 

To delete an award for a student 
1. View the awards for the student, as described on the first page of the Award Tab 

section.  

2. In the award summary page, locate the session and/or session ranges for the student and 
then click the Edit icon in the row corresponding to the session to be deleted.  

The Award Data page is displayed. 

3. For each award you want to delete, click the Delete icon  in the column at the far right 
side of the table.  

A message is displayed asking you to confirm the deletion: 

 

4. Click the OK button to delete the award. 

5. Repeat steps 1 through 4 to delete additional awards. 

6. To exit the page, click the Cancel button at the bottom of the page.  
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4.4 Copy Award Data 
If you need to manually award a student, simply copy award data from one session to another, 
as described below: 
 

To manually copy award data from one session to another 
1. View the awards for the student, as described on the first page of the Award Tab 

section.  

2. In the award summary page, click the Edit icon for the particular session range you 
are working with. 

The Award Data page is displayed:  

 

3. Click the Copy To icon  for the session to which you would like to copy the same 
award to.  

When copying, a warning message is displayed if any award codes exceed the program 
budget limit. However, the copy will take place. 

4. Verify that the award(s) copied are correct. If they are, click the Save button to save the 
changes. You can then either click the Cancel button to go back to the award summary 
page, or navigate to another part of FAM by clicking a different tab or making a 
selection from the main menu:  

 

Copy To 
Icons 

Save Button Cancel Button 
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4.5 Award Data Error Messages 
The following error messages may be displayed when working on the student Award Tab:  

Awards exceed budget  
This warning message indicates that the total of awards given to the student exceed the 
student’s budget as shown in the Budget field. You may go ahead and post the awards to 
the student’s record even though the budget is exceeded, or go back and make changes to 
the student’s award data until the message is no longer displayed.  

Note:  Awards with a BA (Budget Applicable) matching status will not cause the 
“Awards exceed need” message to appear, even when the total awards exceed the 
student’s need. BA matching status awards are budget applicable but not need 
applicable. 

Awards exceed need  
This is a warning message to inform you that the total of awards given to the student 
exceeds the student’s need as shown in the Need field. You may go ahead and post the 
awards to the student’s record even though his need is exceeded, or go back and make 
changes to the student’s award data until the message is no longer displayed. 

No FAF on file  
This is a warning message to let you know that there is no financial aid data on the 
Financial Aid tab for the student. You may add award information for the student. 
However, if any of the awards require a financial aid form to be on file, that award 
could not be added to the student’s record. You will only be permitted to enter awards 
which do not require a FAF to be on file.  

Award Code ?? : Award Budget not on File. 
Typically that error message means that an Award Budget is missing from the Award 
Master table (Application Setup > New Year > Awards) for the specific session.  
However, if you’ve verified that budget amounts are entered, chances are what’s 
missing is a ‘01’ Institution Code value in the Financial Aid Data section on the Student 
Tab.   
 
Optionally, you can change the award status for this award to an inactive status (any 
status other than 1 or 2). You can add the award to the student’s record and add the 
budget at a later time. However, you must remember to go back to the student’s record 
and change the award status to an active status once the budget has been added. 

Student is ineligible for awards in this session due to session eligibility range in 
the academic plan. 
The student’s session start and end range on the Student Tab (FAM501) does not fall 
within the range you are trying to award. 
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Student is not eligible for any awards.  
The student has an academic eligibility code on the Student Tab (FAM501) that 
prevents him from receiving any awards. (These codes were established on the 
Validation Table under the SAF_ELIG_CODE table.) 

This session has been closed. No updates will be allowed. 
Award changes for the session have been closed. You may reopen the session by going 
to Application Setup  New Year  Import Session. Click the Edit icon and then 
change the Award Status field to a blank value. (Blank value = session is open.  
@AWD value = session is closed.)  

This student already has this award for this institution code and session. 
The award code was already assigned to the student for this session. Check the entries 
on the page for duplicate codes. 

This student is ineligible for awards due to the eligibility code in the academic 
plan on the fam501 page. 
The student has an academic eligibility code on the Student Tab page (FAM501) that 
prevents him from receiving the award in error. (These codes were established on the 
Validation Table under the SAF_ELIG_CODE table.) 

Unmet tracking requirements for session – xxxx 
Awards may be given to the student as this is only a warning message. The message 
will be displayed when the student has unmet tracking items for previous and current 
session(s). Students who have unmet tracking items for sessions greater than the one 
currently being processed will not receive the message. 

$__ is not between the award limits of $___ and $___ 
The Amount field does not contain an acceptable value within the range defined on the 
award code master (Award Codes FAM623). Be sure to enter the decimal points and 
cents. 
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5 Financial Aid Tab  

Financial Aid Data (FAM503)  
Navigation: Student Access Bar  Financial Aid Data Tab 

 

This chapter describes the different fields and functions within the Financial Aid tab:   

• Adding Financial Aid Data 

• Updating Financial Aid Data 

• Deleting Financial Aid Data 

The Financial Aid Data page (FAM503) is used to add or update the information from the 
student’s financial aid form (FAFSA), which is stored and can be viewed through the ISIR Tab. 
Usually, the data on this page is initiated and updated by DOE Processing need analysis process. 
Every time FAFLOAD (NED002) is run, data on this page is updated, unless the Freeze Status 
Code is Y. All FAFSA data will be changed on subsequent runs of the need analysis, unless the 
Freeze Status Code is Y. (The student status FZ previously used in SAFERS to freeze data on 
Screen 3 no longer applies in FAM.) 

Note: Since FAM version 4.17.1, tracking codes can be updated on the Tracking Tab even if the 
Freeze Status Code is Y on the Financial Aid Data page.  

A student would have one Financial Aid Data page on file for each year in attendance. The 
Financial Aid Data page covers an entire school year with a beginning and ending session.  
 

Insert icon 

Insert ISIR icon 
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To view financial aid data for a student 

1. In the Student ID field on the Student Access Bar, enter the student’s ID. Or click the 
Lookup icon  located to the right of the Student ID field and use the FAM Name 
Lookup window to find an existing student’s record. 

2. (Optional) Complete the Session From and Session To fields. Leaving the Session From and 
Session To fields blank returns all information for the student for the current and previous 
sessions. 

3. Click the Find button in the Student Access Bar. 

4. Click the Financial Aid tab to display the Financial Aid Data page. 
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5.1 Adding Financial Data 

To manually add financial aid data for a student 
1. Begin accessing the financial data page for the student, as described on the first page of 

the Financial Aid Tab section. 

2. Click the Insert icon  located at the top, right corner of the Financial Aid Data table. (Don’t 
click the Insert ISIR icon , which is to the right of the Insert icon . Clicking the Insert 
ISIR icon will reload current data from an existing ISIR into the Financial Aid Data page.) 

The Financial Aid Data Create page is displayed: 

 

3. Complete the fields on the page as required. You can press the Tab key to move from 
field to field.  

4. Click one of the save option buttons at the bottom of the page: 

• Save & Add More: Saves your work and clears the fields in the Financial Aid Data 
Create page so you can create another new record. 

• Save & Go Back: Saves your work and goes back to the Financial Aid Data page. 

• Save: Saves your work but does not clear the fields in the Financial Aid Data Create 
page; data for the saved record is still displayed on the page. 

Click the Cancel button if you do not want to add financial data to the student’s record. 

Note: The Insert ISIR icon  on the Financial Aid data page provides a method to load or 
reload data from an existing ISIR for the selected student.  The ISIR data would have 
had to already been uploaded into FAM through the ISIR Upload process (NED006).  
For additional information on loading ISIR data, see the Loading ISIR Applicant Data 
into FAM documentation, available on the SBCTC-IT web site.  



SBCTC-IT 30  October 2011 

5.2 Updating Financial Data 

To manually update financial aid data for a student 
1. View the financial data for the student, as described on the first page of the Financial 

Aid Tab section. 

2. In the Edit column on the Financial Aid Data page, click the Edit icon 
corresponding to the session you want to edit.  

The Financial Aid Data Edit page is displayed. 

 

3. Edit the data as needed. 

4. Click one of the Save option buttons at the bottom of the page: 

• Save & Edit Next: Saves your work and goes to the next year/session.  

• Save & Edit Previous: Saves your work and goes to the previous year/session.  

• Save & Go Back: Saves your work and goes back to the Financial Aid Data page. 

• Save: Saves your work but does not clear the fields in the Financial Aid Data 
Create page; data for the saved record is still displayed on the page. 

Click the Cancel button if you do not want to add financial data to the student’s record. 
Or exit the page by clicking a different tab or making a selection from the main menu. 

Note: The Update From ISIR button on the Financial Aid Data Edit page provides a method 
to load or reload data from an existing ISIR for the selected student.  The ISIR data 
would have had to already been uploaded into FAM through the ISIR Upload process 
(NED006).  For additional information on loading ISIR data, see the Loading ISIR 
Applicant Data into FAM documentation, available on the SBCTC-IT web site.  
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5.3 Deleting Financial Data 

To delete financial aid data for a student 
Complete the following steps to delete financial aid data for a student: 

1. View the financial data for the student, as described on the first page of the Financial 
Aid Tab section. 

2. In the Delete column on the Financial Aid Data page, click the Delete icon 
corresponding to the session for which you want to delete financial aid data.  

 

A message is displayed asking you to confirm the deletion. 

 

3. Click the OK button to delete the data, or click the Cancel button if you do not want to 
delete the data. Or exit the page by clicking a different tab or making a selection from 
the main menu. 

Delete icon 
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6 Academic Tab  
 
Academic Data (FAM504) 
Navigation: Student Access Bar  Academic Tab 

 
This chapter describes the different fields and functions within the Academic tab: 

• Adding Student Academic Data 
• Updating Student Academic Data 
• Deleting Student Academic Data 

The student academic data tab (FAM504) contains the student’s academic information for each 
session they are in attendance, including the session hours/units enrolled and the grade point 
average (GPA). Interfaces to the Student Management System (SMS) may automatically move 
the units and GPA figures to this page, eliminating the need for Financial Aid staff to enter 
them manually.  

Currently, there are several batch jobs that are able to automatically update academic data.  
They are: SM9109J, SM9110J, SM9112J and AG906R (if ‘Y’ is entered in the SM9408-UPD-
ACAD job parameter).  See Job Documentation at the SBCTC-IT website 
http://apps.sbctc.edu/jobdoc/ for each of the listed jobs for more information.  

To view academic data for a student 
1. In the Student Access Bar, complete the Student ID field. Or click the Lookup icon  

located to the right of the Student ID field and use the FAM Name Lookup window to 
find an existing student’s record.  

2. (Optional) Complete the Session From and Session To fields. Leaving the Session From and 
Session To fields blank returns all information for the student for the current and previous 
sessions. 

3. Click the Find button in the Student Access Bar. 
4. Click the Academic tab to display the Academic Data page:  

 

http://apps.sbctc.edu/jobdoc/
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6.1 Adding Student Academic Data 
The information displayed on this page depends upon whether the student is a new or current 
student.  

To manually add student academic data to a student record 
Complete the following steps to add student academic data to a student record: 

1. Begin accessing the academic data page for the student, as described on the first page 
of the Academic Tab section. 

2. Click the Insert icon  located at the top, right corner of the data table in the Academic 
Data page.  

The Academic Data Create page is displayed.  

 

3. Complete the fields. The academic data for the student is for a single session, as 
specified in the Session field. 

4. Click one of the save option buttons at the bottom of the page: 

• Save & Add More: Saves your work and provides you with a blank session page. 

• Save & Go Back: Saves your work and goes back to the Academic Data page. 

• Save: Saves your work but does not clear the fields in the Academic Data Create 
page; data for the saved record is still displayed on the page. 

Click the Cancel button if you do not want to add academic data to the student’s record. 
Or you can exit the page by clicking a different tab or making a selection from the main 
menu. 
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6.2 Updating Student Academic Data 

To manually update student academic data for a student 
Complete the following steps to edit academic data in a student record: 

1. View the academic data for the student, as described on the first page of the Academic 
Tab section. 

2. In the Edit column on the Academic Data page, click the Edit icon corresponding to 
the session you want to edit.  

The Academic Data Edit page is displayed. 

 

3. Edit the data as needed. 

4. Click one of the save option buttons at the bottom of the page: 

• Save & Edit Next: Saves your work and displays the next session for the student. 

• Save & Edit Previous: Saves your work and displays the previous session for the 
student. 

• Save & Go Back: Saves your work and goes back to the Academic Data page. 

• Save: Saves your work but does not clear the fields in the Academic Data Edit page; 
data for the saved record is still displayed on the page. 

Click the Cancel button if you do not want to add academic data to the student’s record.  

To exit the page, navigate to another part of FAM by clicking a different tab or making 
a selection from the main menu. 

(Note that the function of the Update From Student System button is unknown at this 
time.  Once information is available, this document will be updated.) 
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6.3 Deleting Student Academic Data 

To delete academic data for a student 
Complete the following steps to delete academic aid data for a student: 

1. View the academic data for the student, as described on the first page of the Academic 
Tab section. 

2. In the Delete column on the Academic Data page, click the Delete icon  
corresponding to the session for which you want to delete academic data.  

A message is displayed asking you to confirm the deletion.  

 

3. Click the OK button to delete the data, or the Cancel button if you do not want to delete 
the data. Or you can exit the page by clicking a different tab or making a selection from 
the main menu. 
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7 Tracking Tab  

Tracking Data (FAM505) 
Navigation: Student Access Bar  Tracking Tab 

 

This chapter describes the different fields and functions within the Tracking tab: 

• Adding Tracking Data 

• Updating Tracking Data 

• Deleting Tracking Data 

• Attaching an electronic document 
The Tracking Summary Data page (FAM505) tracks which documents are due from the 
student, the date the documents are due, the date the student was last notified about the 
documents, and the date the documents were received by the Financial Aid Office. A comment 
area is also available to denote specific information regarding the document. Some schools use 
this page to record student activities as well as documents. Normally, a student will have 
tracking data on file for the starting session of the school year.  

It is suggested that tracking data always be stored in the session you have designated as the 
start session for the academic year on your session master, Sessions (FAM622). Reporting is 
easier if the student’s tracking data is recorded in the same session, regardless of the actual 
session in which the student starts. 
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To view tracking data for a student 
1. In the Student ID field on the Student Access Bar, enter the student’s ID and click the 

Find button. Or you can click the Lookup icon  located to the right of the Student ID 
field and use the FAM Name Lookup window to find an existing student’s record.  

2. (Optional) Complete the Session From and Session To fields. Leaving the Session From and 
Session To fields blank returns all information for the student for the current and previous 
sessions.  

3. Click the Find button in the Student Access Bar. 

4. Click the Tracking tab to display the Tracking Summary Data page. 
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7.1 Adding Tracking Data 
 

To manually add tracking data for a student who does not 
already have tracking data for a session 
 

1. Begin accessing the tracking data page for the student, as described on the first page of 
the Tracking Tab section. 

2. Click the Insert icon  located at the top, right corner of the data table in the Tracking 
Summary Data page.  

The Tracking Session Data Create page is displayed. The data on this page includes the 
student’s ID, name, and status.  

 
 

3. In the Session field, type the code for the session to which the new data applies.  

Note: The Tracking Summary page sorts the sessions in descending order (Z-A). 
Therefore, session 0000 will be listed as the last session on this page. 

4. Click the Next button. 

The Tracking Data Maintenance page is displayed: 

 
5. Complete the fields on this page for up to four rows of tracking data and click the Save 

button. An additional group of four rows appears after you save a group of four rows.  

Clicking the Save & Go Back button saves your data and redisplays the Tracking 
Summary Data page. Or click the Cancel button if you do not want to add the data. 

Note: The Automatic Tracking process (FAM057) can be used to automatically post 
tracking items on student’s record. For more information, see section 4.4 of the 
Loading ISIR Applicant Data into FAM documentation at the SBCTC-IT 
website. 
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7.2 Updating Tracking Data 

To manually update tracking data for a student who already 
has tracking data for a session 

1. View the tracking data for the student, as described on the first page of the Tracking 
Tab section. 

2. In the Edit column on the Tracking Summary Data page, click the Edit icon  
corresponding to the session you want to update.  

The Tracking Data Maintenance page is displayed. The data on this page includes the 
student’s name, ID, status, and any existing tracking data for the session. 

 

3. Edit the data as needed. 

4. After updating the fields, click the Save button at the bottom of the page. Click the 
Cancel button if you do not want to save the changes. Clicking the Save & Go Back 
button saves your changes and redisplays the Tracking Summary Data page. 

5. To exit the page, navigate to another part of FAM by clicking a different tab or making 
a selection from the main menu. 

Note: A maximum of 70 characters can be entered into the Comment field box. If more than 
70 characters are entered, an error message appears. 



SBCTC-IT 41  October 2011 

7.3 Deleting Tracking Data 

To delete tracking data from a student record 
1. View the tracking data for the student, as described on the first page of the Tracking 

Tab section. 

2. In the Edit column on the Tracking Summary Data page, click the Edit icon  
corresponding to the session you want to delete.  

The Tracking Data Maintenance page is displayed. The data on this page includes the 
student’s name, ID, status, and any existing tracking data for the session.  

 

3. In the Delete column on the Tracking Data Maintenance page, click one or more checkboxes 
corresponding to the session(s) for which you want to delete tracking data.  

4. Click the Save button to delete the data you have selected. Or click the Cancel button if 
you do not want to delete the data. Clicking the Save & Go Back button deletes the data 
and redisplays the Tracking Summary Data page. 

5. To exit the page, navigate to another part of FAM by clicking a different tab or making 
a selection from the main menu. 

Delete 
Check 
Box 
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7.4 Attaching an Electronic Document 

To attach an electronic document to the Tracking Data 
Maintenance page 

1. View the tracking data for the student, as described on the first page of the Tracking 
Tab section38. 

2. In the Edit column on the Tracking Summary Data page, click the Edit icon  
corresponding to the session you want to delete.  

The Tracking Data Maintenance page is displayed. The data on this page includes the 
student’s name, ID, status, and any existing tracking data for the session.  

 

3. Click the Attach link located in the Attachment column for the applicable tracking item 
that you would like to attach the document to. 

The Upload Attachment page is displayed.   

4. Enter the file name in the File field box.  

—or— 
Click the Browse button to locate the file that has been previously saved on your PC or 
network drive. 

Note: The electronic document must be saved in one of the formats listed on the page 
(.doc, .xls, .pdf, .pff, .jpg, .gif, .tif).  

Attach  
link 
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5. Click the Upload button to attach the document to the Tracking tab. The Tracking Data 
Maintenance page is displayed.  
 
Click the Cancel button to go back to the Tracking Data Maintenance page without 
uploading an attachment.  

A Download and Delete link are displayed in the Attachment column for the tracking 
item you attached the document to, confirming that your electronic document has been 
attached:   

 

6. To view an attached document, click the Download link in the Attachment column.  
The File Download dialog box is displayed, giving you the option to either directly 
open and view the document or save it to your PC or network drive: 
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7. To remove an attachment from a tracking item, click the Delete link in the Attachment 
column. (Do not select the Delete check box in the Delete column. Doing so removes 
the entire tracking item form the Tracking Data Maintenance page.) 

8. A dialog box is displayed asking you to confirm that you want to remove the attachment:  

 

9. Click the OK button to delete, or click the Cancel button if you do not want to remove 
the attachment. 
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8 Comment Tab  

Comment Data (FAM507) 
Navigation: Student Access Bar  Comment Tab  

 

This chapter describes the different fields and functions within the Comment tab: 

• Adding Comment Data 

• Updating Comment Data 

• Deleting Comment Data 

The comment data page (FAM507) is used to record any comments or miscellaneous 
information you wish to maintain about the student, including professional judgment 
comments. Comment data may be distinguished by session and type codes. Furthermore, 
comments are grouped by blocks (within the sessions) to allow multiple comments to be 
maintained per session and type code. 

Note: If comments exist for a student, you can view the information without having it open in 
edit form by clicking the year-quarter session in the far-left column. 
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To view comment data for a student 

1. In the Student ID field on the Student Access Bar, enter the student’s ID and click the 
Find button. Or click the Lookup icon  located to the right of the Student ID field and 
use the FAM Name Lookup window to find an existing student’s record.  

2. (Optional) Complete the Session From and Session To fields. Leaving the Session From and 
Session To fields blank returns all information for the student for the current and previous 
sessions. 

3. Click the Find button in the Student Access Bar. 

4. Click the Comment tab to display the Comment Data page: 

 

Insert 
icon 
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8.1 Adding Comment Data 

To add comment data to a student record 
1. Begin accessing the comment data page for the student, as described on the first page of 

the Comment Tab section. 

2. Click the Insert icon  located at the top, right corner of the data table in the Comment 
Data page.  

The Comment Data Create page is displayed.  

 

3. In the Session field, type the code or click the Lookup icon  to look for the session to 
which the comment applies. 

Note: Information on how to use the Block # field is currently unavailable. This 
document will be updated once the information is available. 

4. In the Type field, type the code or click the Lookup icon  to look for the comment 
type. 

5. Type comment(s) in the Comment field. The format is free-form. As you type, words 
automatically wrap to a new line, so there is no need to press the Return key. 
Comments are printed on the student inquiry exactly as you type them in this field. 

6. Click one of the save option buttons at the bottom of the page: 

• Save & Add More: Saves your work and clears all the fields on the page so that you 
can add another comment for the same student.  

• Save & Go Back: Saves your work and goes back to the Comment Data page. 

• Save: Saves your work but does not clear the fields in the Comment Data Create 
page; data for the saved record is still displayed on the page. 

Click the Cancel button if you do not want to add comment data to the student’s record.  

7. To exit the page, navigate to another part of FAM by clicking a different tab or making 
a selection from the main menu. 

Note: A maximum of 2100 characters may be entered into the Comment field box. 
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8.2 Updating Comment Data  

To update comment data for a student 
1. View the existing comment data for the student, as described on the first page of the 

Comment Tab section. 

2. In the Edit column on the Comment Data page, click the Edit icon corresponding to 
the session you want to update.  

The Comment Data Edit page is displayed. 

 

3. Edit the data as needed. 

4. After updating the fields, click one of the save options at the bottom of the page.  

• Save & Edit Next: Saves your work and goes to the next year/session.  

• Save & Edit Previous: Saves your work and goes to the previous year/session.  

• Save & Go Back: Saves your work and goes back to the Financial Aid Data 
page. 

• Save: Saves your work but does not clear the fields in the Financial Aid Data 
Create page; data for the saved record is still displayed on the page. 

Click the Cancel button if you do not want to save the changes. 

5. To exit the page, navigate to another part of FAM by clicking a different tab or making 
a selection from the main menu. 
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8.3 Deleting Comment Data  

To delete comment data for a student 
1. View the existing comment data for the student, as described on the first page of the 

Comment Tab section. 

2. In the Delete column on the Comment Data page, click the Delete icon  
corresponding to the session for which you want to delete comment data.  

A message is displayed asking you to confirm the deletion: 

 

3. Click the OK button to delete the data, or click the Cancel button if you do not want to 
delete the data. 

4. To exit the page, navigate to another part of FAM by clicking a different tab or making 
a selection from the main menu. 
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9 Activity Tab  
 
Activity Data (FAM508) 
Navigation: Student Access Bar  Activity Tab 

 
This chapter describes the different fields and functions within the Activity tab: 

• Adding Activity Data 
• Updating Activity Data 
• Deleting Activity Data 

An unlimited number of activities may be assigned to students using the Activity Tab 
(FAM508). Activity codes are used a great deal in the scholarship search module (Scholarship 
Search). However, if your school is not using this module, you may still want to define activity 
codes and assign them to students. The reason for this might be for correspondence purposes. 
Before activity codes may be assigned to students, the activity code must be established on the 
activity code master using Activity Codes (FAM626). In addition to the activity code, the 
Activity tab provides for three user-defined codes to be associated with each activity as well as 
an activity date. Depending on whether you enter a session or session range will determine the 
information that will be displayed for that student. 

To view activity data for a student 
1. In the Student Access Bar, complete the Student ID field. Or click the Lookup icon  

located to the right of the Student ID field and use the FAM Name Lookup window to 
find an existing student’s record.  

2. (Optional) Complete the Session From and Session To fields. Leaving the Session From and 
Session To fields blank returns all information for the student for the current and previous 
sessions. 

3. Click the Find button in the Student Access Bar. 

4. Click the Activity tab to display the Activity Data page: 
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9.1 Adding Activity Data 

To add activity data to a student record 
1. Begin accessing the activity data page for the student, as described on the first page of 

the Activity Tab section. 

2. Click the Insert icon  located at the top, right corner of the data table in the Activity 
Data page.  

The Activity Data Create page is displayed:  

 

3. In the Session field, type the session code to which the activity record is to be assigned. 

4. In the Activity Code field, type the activity code to which the activity record is to be 
assigned. You can click the Lookup icon  to display a list of valid codes for your 
college. 

5. In the Activity Date field, enter the date associated with the activity, or click the 
calendar icon to select from a calendar window. If you want to enter today’s date in this 
field, type d and press the Return key.     

6. Click one of the save option buttons at the bottom of the page: 

• Save & Add More: Saves your work and clears all the fields on the page so that you 
can add another activity for the same student. 

• Save & Go Back: Saves your work and goes back to the Activity Data page. 

• Save: Saves your work but does not clear the fields in the Activity Data Create page; 
data for the saved record is still displayed on the page. 

Click the Cancel button if you do not want to add activity data to the student’s record.  

7. To exit the page, navigate to another part of FAM by clicking a different tab or making 
a selection from the main menu. 
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9.2 Updating Activity Data 

To update activity data for a student 
1. View the existing activity data for the student, as described on the first page of the 

Activity Tab section. 

2. In the Edit column on the Activity Data page, click the Edit icon corresponding to 
the session you want to update.  

The Activity Data Edit page is displayed: 

 

3. Edit the data as necessary. 

4. After updating the fields, click one of the save options at the bottom of the page.  

• Save & Edit Next: Saves your work and goes to the next year/session.  

• Save & Edit Previous: Saves your work and goes to the previous year/session.  

• Save & Go Back: Saves your work and goes back to the Financial Aid Data 
page. 

• Save: Saves your work but does not clear the fields in the Financial Aid Data 
Create page; data for the saved record is still displayed on the page. 

Click the Cancel button if you do not want to save the changes. 

5. To exit the page, navigate to another part of FAM by clicking a different tab or making 
a selection from the main menu. 
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9.3 Deleting Activity Data 

To delete activity data for a student 
1. View the existing activity data for the student, as described on the first page of the 

Activity Tab section. 

2. In the Delete column on the Activity Data page, click the Delete icon  corresponding 
to the session for which you want to delete activity data.  

 

A message is displayed asking you to confirm the deletion: 

 

3. Click the OK button to delete the data, or click the Cancel button if you do not want to 
delete the data. 

4. To exit the page, navigate to another part of FAM by clicking a different tab or making 
a selection from the main menu. 

 

 

 

 

 

 

 

Delete icon 
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10 Loan History Tab  
Loan History Maintenance (FAM601) 

Navigation: Student Access Bar  Loan History Tab 

 

This chapter describes the different fields and functions within the Loan History tab: 

• Adding Loan History Data 
• Updating Loan History Data 
• Deleting Loan History Data 

The Loan History tab allows you to view, insert, and modify a student’s loan history data for a 
given award year. Both a summary view and detail view for each loan that has been entered is 
available. The Loan History Summary and Detail pages are normally updated through the FAF 
Load process (NED002). However, when the Override Load Flag checkbox is selected, the 
loan history summary and detail pages will not be updated. 

To view loan history data for a student 
1. In the Student Access Bar, complete the Student ID field. Or click the Lookup icon  

located to the right of the Student ID field and use the FAM Name Lookup window to 
find an existing student’s record. 

2. (Optional) Complete the Session From and Session To fields. Leaving the Session 
From and Session To fields blank returns all information for the student for the current 
and previous sessions. 

3. Click the Find button in the Student Access Bar. 

4. Click the Loan History tab to display the Loan History Maintenance page. 
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10.1 Adding Loan History Data 
To manually add loan history data to a student record 

1. Begin accessing the loan history data page for the student, as described on the first page 
of the Loan History Tab section. 

2. Click the Insert icon  located at the top, right corner of the data table in the Loan 
History Maintenance page.  

 
The Loan History Summary Create page is displayed:  

 

3. Enter the data in the applicable fields. 

4. Click one of the save option buttons at the bottom of the page: 

• Save & Add More: Saves your work and clears all the fields on the page so that you 
can add another activity for the same student. 

• Save & Go Back: Saves your work and goes back to the Activity Data page. 

• Save: Saves your work but does not clear the fields in the Activity Data Create page; 
data for the saved record is still displayed on the page. 

Click the Cancel button if you do not want to add activity data to the student’s record.  

5. To exit the page, navigate to another part of FAM by clicking a different tab or making 
a selection from the main menu. 

Note: Loan History Summary data needs to exist before creating Loan History Detail 
data. 

Insert icon 
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10.2  Updating Loan History Data 

To update loan history data (summary data) for a student 
1. Begin accessing the loan history data page for the student, as described on the first page 

of the Loan History Tab section. 

2. In the Edit column on the Loan History Maintenance page, click the Edit icon  
corresponding to the Award Year you want to update.  

The Loan History Summary Edit page is displayed: 

 

3. Edit the data as necessary. 

4. After updating the fields, click one of the save options at the bottom of the page. 

• Save & Edit Next: Saves your work and goes to the next year/session.  

• Save & Edit Previous: Saves your work and goes to the previous year/session.  

• Save & Go Back: Saves your work and goes back to the Financial Aid Data 
page. 

• Save: Saves your work but does not clear the fields in the Financial Aid Data 
Create page; data for the saved record is still displayed on the page. 

Click the Cancel button if you do not want to save the changes. 

5. To exit the page, navigate to another part of FAM by clicking a different tab or making 
a selection from the main menu. 
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To update loan history data (detail data) for  
a student 

1. Begin accessing the loan history data page for the student, as described the first page of 
the Loan History Tab section. 

2. In the Edit column on the Loan History Maintenance page, click the Edit icon  
corresponding to the Award Year you want to update.  

The Loan History Summary Edit page is displayed. 

3. In the Edit column on the Loan History Summary Edit page, click the Edit icon  
corresponding to the Loan Sequence Number you want to update.  

The Loan History Detail Edit page is displayed: 

 

4. Edit the data as needed. 

5. After updating the fields, click one of the save options at the bottom of the page.  

• Save & Edit Next: Saves your work and goes to the next year/session.  

• Save & Edit Previous: Saves your work and goes to the previous year/session.  

• Save & Go Back: Saves your work and goes back to the Financial Aid Data 
page. 

• Save: Saves your work but does not clear the fields in the Financial Aid Data 
Create page; data for the saved record is still displayed on the page. 

Click the Cancel button if you do not want to save the changes. 

6. To exit the page, navigate to another part of FAM by clicking a different tab or making 
a selection from the main menu. 
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10.3  Deleting Loan History Data 

To delete loan history data (summary data) for a student 
1. Begin accessing the loan history data page for the student, as described on the first page 

of the Loan History Tab section. 

2. In the Delete column on the Loan History Maintenance page, click the Delete  
icon  corresponding to the Award Year you want to delete:  
 

 

A message is displayed asking you to confirm the deletion: 

 
3. Click the OK button to delete the data, or click the Cancel button if you do not want to 

delete the data. 

4. To exit the page, navigate to another part of FAM by clicking a different tab or making 
a selection from the main menu. 

 
 

 

Delete icon 
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To delete loan history data (detail data) for a student 
1. Begin accessing the loan history data page for the student, as described on the first page 

of the Loan History Tab section. 

2. In the Edit column on the Loan History Maintenance page, click the Edit icon  
corresponding to the Award Year you want to update.  

The Loan History Summary Edit page is displayed: 

 

3. In the Delete column on the Loan History Summary Edit page, click the Delete  
icon  corresponding to the Loan Sequence Number you want to delete.  

A message is displayed asking you to confirm the deletion: 

 
4. Click the OK button to delete the data, or click the Cancel button if you do not want to 

delete the data. 

5. To exit the page, navigate to another part of FAM by clicking a different tab or making 
a selection from the main menu. 
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