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Operational Training

Versions

Version | Date Author Details

1.0 Feb. 25, 2025 Brittany Rindone Initial document.

11 October 21, 2025 Brittany Rindone Updating Log In instructions with
Single Sign On and removal of old
system references.

Disclaimer

This Knowledge Pack (KP) may contain minor variances of screen captures but the
steps are the same.

Learning Objectives
By the end of this training, a Bellevue University student should be able to...

e Access the Financial Aid Portal

e Navigate the Dashboard

e View and Accept/Decline Awards
e View and Upload Documents
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Financial Aid Portal

As of March 3 2025, Bellevue University’s new, automated financial aid system went
live and here is what you can expect:

e All digital, mobile-friendly solution that lets you upload documents directly from
your phone or tablet.

e Automatic, immediate verifications so you know your documents were received.

e Real-time status updates so you know where you are at in the process.

e Ability to provide e-signatures on some forms.
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Accessing Financial Aid Portal

You can access the automated system, in three ways, via BRUIN Connect, the BRUIN
Student Portal, or the Financial Aid Portal’s URL, using your existing credentials.

Logging into Portal
BRUIN Connect

\Tﬂ' BELLEVUE

UNIVERSITY

Welcome to Bruin Cony
Username
Password i

Remember me /

Nood help signing in?

Open a browser and go to BRUIN Connect
(www.bruinconnect.bellevue.edu).

2. | Enter your Student ID # in the USERNAME field.
3. | Enter your Password in the PASSWORD field.
4. | Click on the SIGN IN button.
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5. | Click on the FINANCIAL AID PORTAL - STUDENT chicklet.

8
Single Sign On

An issue has occurred while signing in, please reach out to the financial aid office for
assistance.

RETURN TO STUDENT FORTAL |

NOTE: If you are unable to access the portal, please reach out to BRUIN
Support Services or your Admissions Counselor/Student Coach to
troubleshoot.

Financial Aid Portal Page 6



Operational Training
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ABIOME Uy

Required Financial Aid Actions

| pECOME FINANCIAL AID ELIGIBLE

znu ACTION ON LOANS

3u5cewe YOUR FUNDS

The Financial Aid Portal will display will appear.

NOTE: The Dashboard displays condensed section of the menu items.

End of Procedure
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Log Out
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Required Financial Aid Actions

‘| DECOME FINANGIAL AID ELIGIBLE 0 mTTGS

= O Sur
Qun( ACTION ON LOANS / M

1. Click on the PROFILE icon.
2. Click on the SIGN OUT option.

End of Procedure
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Navigating the Student Portal

Home
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The Home page will show any completed actions, or actions required for the
student to become financial aid eligible, review their funds, or receive their funds.
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% BELLEVUE
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thastion Type Yutas hctos

There 15 no histoncal notification information avslable ot 1hs bme

Step Action

The Notifications tab will show open notifications that require your attention and

action. It will also display a thread of notifications history that are already
completed.

NOTE: Notifications in this tab are not email communications. These are the

notification types that the system tracks and checks off (like a to-do list) for you to
receive funds.
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Financial
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Financial Information

Your financial akd summary for Acadamic Year Apr 1, 2025 - Mar 31, 2026

1. How mech does my educaton cost? 2 How moch Frarcis Ad can | recene?

Cat of Mteovieron LILRT T Aiwrw Ot 1o Ancunt youd  Updone?’
Gwartt hame States Yo [ Far

Tuson and Fees

Estmaned Lving ond Ctrer

Exparsa

You ame under-dunded for Academic Year Apr 1, 2085 - Mar 31 2026, You nead S664 D0, which amourms i about $54 60 per monrh, 10 cover
YO g haton and dees

YO CaN ACCODt MRS AUnds 30 0o et COFS F yOu 1o Alnnady A2Caplid 1o MAKTHAM GAaiod INounts walabie, you should reach o K
the Financial Ad oo 10 pioe oSdsonal Mearns 10 Cover INA5e EeDondds.

COMPLETE LOAN ENTRANCE COUNERLING

4. Whan am | schaduled to recetve my frencied nd?

Future Dsbursemonis Necatrey (Nabursextents

Amvord M Catesranrser W anvean

The Financial tab will show your cost of attendance (COA), financial aid award
package, and the disbursement schedule for available funds. To view fund
specific information, click the ¥ next to the fund.
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Messages
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The Messages tab will show email communications from the Financial Aid Office,
highlighting any communications regarding their financial aid action items.

NOTE: You can click on the envelope icon to view the email. You will also
receive these email communications in your Bellevue University student email.
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1. Documents Haquiring Atention

Docurannt Norve Owiew  Jowwd Yo Stasss Achze

There is no document hisiory at this time.

Step Action

The Documents tab will show documents required for you to upload to continue
processing financial aid eligibility. You will be notified by the Office of Financial
Aid if, when, and what documents to upload to the Financial Aid Portal.

NOTE: The Owner column will indicate whether the information requested is
yours or parent(s)/guardian(s) depending on whose information is on the FAFSA.
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Upload Student Documents
\T7 BELLEVUE Soe Supciens S MO ©
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Documents

Documents Requiring Attention

The foflowing documents nead IMmedale aBonon 10 Coninue Crocessng your Inancal Bd oigbasy. i
You Nave Ay QUESSONS Of CONOMMS, Plaase Conact your Srancel ad ofice

1. Docarnents Requiring Atention

Dicarserd Narme Cwner  Awd Your fina Aetsen Sustond Orpusvverdt /

To upload a file, click the =

icon to upload documents to the financial aid portal.
NOTE: The file type used for uploading documents is PDF.
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Upload Documents
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2. Once the file is selected to upload, the file name will appear in the first box and a

preview of the file will appear in the box below. Required fields will appear to the
left of the document.

NOTE: A confirmation of submission pop-up will appear. Click OK and be
redirected back to the Documents tab.

Documents

There are no pending documen!t requesis at this time

Document History

Owese S Becamut Date  Camveniests

The document submitted will then appear in the Documents History section of the
Documents tab.
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Upload Documents

Jpkoad a Requestied Document

Your 2023 1099-G is required Lo comphede your fnancisl sid verification grocess. Foom 1099-G is requested to report playrment
compensation as wall as any state ar local income tax refunds you received that year

Documest Name  Owner(s]  Award Yoo Statue fiin

100G T MWL Unecrsptatin
NEMLACE DOCUMENT FILE ’

Crly POF. 20 OF et P3O S o mas se of SOMY

! ADD ADDNTOMNAL TAGE }

Financal Al Process infonmation

SRsseet Jud Repoa Camment IYRICwe

Code

Swoent An) Repord Descrption Faceholaer Sor 21wl documwnis not assccted wilh an 1SIR cooe

SAvvin W ance Mot Sagans

Finanoal A Advisor Commennts

Docament Comment{s) Comment Date
Neue t= spaiate smest of easnngs WIS 05 M

If you need to re-submit a document, the document request will appear in the
Documents Requiring Attention section and you can upload a document to
replace the one previously uploaded.

NOTE: If there are additional instructions, those will appear in the Financial Aid
Advisor Comments section. This can occur when the reviewer has deemed the
document as unacceptable or has set it to rejected status.

End of Procedure
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Viewing Financial Aid Awards
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1. Click on the FINANCIAL tab.
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UNIVERSITY
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3 How o Fonanoul At o | looswi?
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Which armoursts 1o aboud $590 22 per rmenls. Mabe o hat pou de nol spend mons then aed you haes sveleth pe
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CADITT WY PUnOes l ¥ OOMPLETE A% DATRASCE CONMIILING

Item 1 will show estimated cost of attendance calculated by your selection of
campus, housing preference, textbooks, as well as additional fees.
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Financial Information

JUL 2URY - MAN JCIE iCwrwt; AP 2EIC - DEL I3 JAN INT - BEF 2007 OCT 297 - 0N MIT UK J0ON - WAR 2

AR -2

Your financial ald summary for Academic Year Jul 1, 2025 . Mar 31, 2026
L How much does my education 2 How much Finanoal At can | recete?
st ? )
Cont of Attendance AT Awers Marss Stetas L] wesres UpetxtaTion
Tuson and Foes S 308 O Podurst Foll G et IO
Catrntedltdonsnd  emvsvna] TERIOWMESA48 00 AN O RWWIR eer oye
Esimated Living and Acceptone
Oher Exporses
Lo
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You are overfunded for Acadenc Year Jul 1, 2025 - Mar 31, 2026 You wil recetve an excess of $512 00 to coves your iving
and ofher @pensen. which amounts to about $50 22 per month. Make sure Bt you do not spend more than what you have
onbuble pet month

¥ you dort stmokaely need 300 22 pew mooth 1o cover Iving expenses OR § the amount by not suficent 1 cover your bing
wapensas, cofmader adusting your funding T you aen’t sure whiat you need 1o covr your IVing epances, ok the ok to
cakadale Béng exprrmes ¥ you havent completnd i snkancs counssling, | s highly recommendad that you do s %o
understand hivw 10 homow msponsitly

Step Action

3. Item 2 will show financial aid awards. These awards can include federal loans
and grants, state and institutional grants, merit scholarships, and federal work
study if applicable. It will also indicate if you will owe anything additional beyond
what is included in their financial aid package.

NOTE:

e Award information is estimated based on currently available data. These
amounts, dates and acceptance criteria may change in the future based
on updated data. You will be notified of any changes via email.

e Grants and scholarships can be awarded based on need and/or academic
merit. They do not need to be repaid but are subject to specific renewal
and eligibility criteria from year to year.

¢ |If you received a merit-based scholarship, it is your obligation to review,
understand, and meet the renewal and eligibility criteria standards
associated with the merit-based scholarship awards.
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You are over-funded for Academic Year Jul 1, 2025 - Mar 31, 2026. You will receive an excess of $812.00 to cover your living
and other expenses, which amounts to about $30.22 per month. Make sure that you do not spend mere than what you have
available per month.

If you don't absolutely need $90.22 per month to cover living expenses OR if the amount is not sufficient to cover your living
expenses, consider adjusting your funding. If you aren't sure what you need to cover your living expenses, click the link to
calculate living expenses. If you haven't completed loan entrance counseling, it is highly recommended that you do so to
understand how to borrow responsibly.

THADJUST MY FUNDING

[ [FICOMPLETE LOAN ENTRANCE COUNSELING

4. The buttons in the center of the screen will allow students to accept/adjust/reject
items in your financial aid package, calculate their living expenses, and complete
loan entrance counseling with the US Department of Education.

3 Wrhen am | scheduled to coceree my Snancial ad?
Timaw [serasren [ e

et Rawrd Aare Ttrrarwed ey Avwrat

Nara wlesamE sasesturt (e Avasar
B e T

o Fromal M s
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Dvest

Sdzdead

Sagfnt Lsas

o Faoe Ot | 205 Swgoves scimgn

o Pesnnd A 1 2000 Femarny dage

. Femm Ot L 200 Tezzee fecapn

Dt Lo

o Permad M1 s e
[T
Lo

o Peesl Do L B "nrr
Dot L

o P den 1. 00N uw
Dot AL

L

5. Item 3 will show the disbursement schedule of funds. Disbursement dates are
traditionally the beginning of the term.
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T ADJUST MY FUNDING l i#| COMPLETE LOAN ENTRANCE COUNSELING
3. When am | scheduled to receive my financial aid?
Future Disbursement Received Disbursements
Award Name: Scheduled Disbursement Date Amount Award Name Disbursement Date Amount

* Federal Pell Jul 1, 2025 §1,232.00 No Disbursement Information Available
Grant

¥ Federal Direct Jul 312025 Requires Acceptance
Subsidized Stafford Fee Amount 512.00

Loan Payment Net Amount 51,154.00

¥ Federal Direct et 12075 Beniras Arrentance

Subsidized Stafford Fee Amount 512.00

Loan Payment Net Amount 51,155.00

» Federal Direct Jan 1, 2026 Requires Acceplance

Cuhoidizad Cfaford

6. To view net amounts and loan fees associated with each fund, click the » next to
the fund in ltem 3.

End of Procedure
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Accepting/Rejecting Loans

Accepting awards is only for Federal loans in the financial aid package. If these awards display
in a ‘projected’ status in the financial tab, you should not go through the loan acceptance
process. The awards should be accepted once they are in an ‘awarded’ status.

ﬂ’rr BELLEVUE Ooumr = pocuwents  Oyonmcanons  © reancat. Purssaces z v

UNIVERSITY
L COUE TLDENT AL TN O MORE, DRIT LE'S3 THAN Pty TS W RACHEL O S5 EDUCHTION W08 \EW MORE PROGRAME -

1. Once in the financial aid portal, open the FINANCIAL tab.

Financial Information

UL 2075 - AR N2E (Caren APR 2024 - DEC 202¢ JAN 2007 - SEP 227 OCT 2027 - Jun 2020 JUL 2022 - BAN 2028  APH 2029 - JUN 0%
Your financial ald summary for Academic Year Jul 1, 2025 - Mar 31, 2026
1. How much does my education cost? 2. How much Financial Ad can | recesve?
Cost of Attendance oo Award Offered 10 Amount youtl
Awmai( Mane Status You rotevww UpdameEadit
Tuition and Fees 53535800
Feves Pell Grant Awasrgod 123200 3123200 ’
Estimated Living and Other SENIDD pieent Dvect Subsidiond Jyme— £3,500.00 Requres Update
EWW Staficed Loan Arceplance Acceptance
Feders Ovect Unmtadied A o 57,000 00 Rouness Update
Staffoedt Lnan Atrsplance Acceplancs
Fodesw Deect PLUS Lown Prigscted S04 035 00 24 039 00
367100 261100
You are over-funded for Academic Year Jul 1, 2025 - Mar 31, 2026 You will receive an excess of $812 00 to cover yowr Iiving and other expenses,
which amounts to about $50 22 per month. Make surs that you do not spend more than what you have avallable per month

2. Check the award status column to verify that the awards are in an ‘awarded’
status.
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Financial Information

JOL B0 - AR JOOC iceveed  APR 00K - DEC 2006 SANJSI7 - SEP G037 OCT P0UY - SUN DM JUNL J0O8 - MAR 2009 APRL I000 - W 3008

Your financial aki surmmary for Acadernic Year Jul 1, 2025 . Mar 31, 2026

1 How much dons my oducaton cost 7 72 How much Financsal Akl can 1 mecetve?

Cut 0l Altansnren s Awentl Offeredt e Averart yeel
Awerdt Wass swnn Yow meeaw  Upaamtae
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¢ - laefen | 1o fardery focepdenn
Fowal Dot | rastantond svnTed 2000 M Hegame Latets
Sbaftant | o Auaplacs Axeptevs
Potorsd Thomet FLUE L aan gt 124 0w 20 524278 00

MATL %101 00

Yeus wen oneer Tundad for Acadasic Ve AL 1 2005 - Mer 37, 026 You wil recstvi mn axoe of 5212 00 Lo comer yous Ining ind atfwe eoparrs,
wivich aseounts 35 about 590 22 par monts. Maki suse Tl pou o 001 spend saoes Tian whal you Dive avalatbe o month

H you donY absshsely need $60 22 par month to cower heng espanmes OR € the smount i not sulficient 1o cover your hving cspenses, comsda
yOur kending I pou arent sure what you need Lo Cover your vieg wepansis. cick the ok 2 calosfiin Iving penies ¥ pou havent
ban ertionce cosnselng. | i Bighly recommended that you de 30 1o endenstand how to bomow seeponsbly

T ACEsST MY i ’ 1 DULOMALETE LOAM EMTRAMLE SOUMSEL NG

To begin the award acceptance process, click ‘Update Acceptance’ or ‘Adjust my
Funding.’

£
UNIVERSITY =

ATUODE Wb DA M ASCRE 0 L THOUN UL I 0 AL R e AL Ko W qﬂmm

\*"rr BELLEVUE T VY ——

Required Financial Aid Actions

4 RPN UG DECTMSEN I35 AAMUANY 2 SEFTYMOEN 22T OOTTEN IR

L SO00 - MARCH 208 APRRL 129 JUNE MO ALL

L

1 BECOME FINANCIAL AID ELIGIBLE

ahetn 2975 2008 Fid Ftoma)
Sutwwt @ Nezavet Covseevaton Ha Py

21AKE ACTION ON LOANS

P i gt Loy

3m’ CEIVE YOUR FUNDS
Comptets Stnasmbrmaced [rtace Carneng
S pa Cwet SalratC M LV raetasdoed LY
Sy Cwmet PLLE W

Carvpiete PLUS Asocabon

This can also be initiated from the Home page by clicking ‘Review/Accept
Awards’ under the TAKE ACTION ON LOANS section.

Financial Aid Portal
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4. Once in the Accept Your Funds Page, click on the ‘Take Action on Loans’
button.
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Step 2 - Take Action on Direct Loans
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5. You can then review the amounts of each loan and decide what option would be
best.
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Option 1- You will see a suggested amount that may be sufficient to cover their
budgeted tuition and fees. This may not reflect actual charges, or other
outstanding balances, such as housing and transportation.
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Option 2- Allows you to adjust the specific amount of the loan you receive. Enter
the preferred amount, up to the full amount of the loan, and then click ‘Continue’.
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Step Action

Option 3- You can decline your loans, then click ‘Continue’.

6. You will then need to confirm the loan/award amounts in their package. To adjust

the funding further (the amounts per term), you will select the pencil icon to make
these adjustments.

NOTE:

e The totals must add up to the total award amount that was indicated. For
example, if they accepted $3,000 in a loan, the term amounts should add
up to $3,000. Once these terms totals have been adjusted, just click
‘continue’.

o If you would like to make any adjustments to the amounts you have
accepted/declined up to this point; you can navigate to Option 2 ‘Accept
Loans’ at the top of the screen.
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Accept Your Funds
-
Step 3 — Confirm your Awards
Congratutations! Balow are ths acions you have taken on your awards
Cost of Atiendance Fok 2025 Wirter 2026 Spng 2026
Diwoet Cost 5345309 50,453 00 5846300
ndeect Cosl 52,104 00 22 16400 5230420
Talal Cont of Atendance 510 557.0 £10.557 00 $10 557.00
Fung FoR 2025  Acceptance Winter M35 Acceptance Sprwg 2025 Acceptance  CThange i Acoeptance
T e o8 Grant nInm 5000 3008 w00
Foseri Obect Subsdzed Staffoal Loan 31,1656 00 31,186.00 51,167 00 SES67 00 31,167 08 5196700 £3.500 00
Feosal Dorct Unsutassiond Stafiond Loan SoE 00 $046.00 5647 00 1667 00 4T 00 566700 52000 60
Summary of Award Acoepeaance
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Folt 2035 2028 0
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g Feey
Deect Cost $8453.00 §2.452.00 S8.45) 0
Estinsiss Paymort %o School Estmend Paymeant 10 051900 (Eshmated Faymen LI 00 T 52wy, ofed Payment o
535 Schoot ) School Schoot )

YOu #fe undesr-funded. You need -510 527 00, 10 cover your reanaaing HWB0on s fes YOu Can socepl more funds 0 Cover Ihess co. I you have
ghready accepled e maumuom awivded amounts avarable you shouks reach ool tO the Financial Ad ofice v exgéore sddonal meant fo covet these
eipenses

Electronic Signature Consent
Bysd-dnghtﬂ Acoq"bt.l:n you are -gmgmdonlmdsdrﬂlly You agree your electronic signature is the legal equivalent of
your it on ™is 0 You further agres that your signature on this documeet (heraafier redeerad %0 85 your "E-
Slmm‘)basvduasﬁmslwdmmmmmg You als0 agres that no cerification authority or other thied party verification &
necassary 1o validata your E W mdhdﬂwh&dwdwﬂrmaﬁ*ﬂmvmwmhwmy afact the erdorcaability
of your E-Sigr of any ¢ t b you and the Firancisl Aid Ofice. You are skso confieming that you are the studeet
authorlzed to provide the data in this document By slecironicaly signing documents, you sgree to all the tems and condifiors. of such
documects as they axist on the date of your E-Signakure

| ACCErt |

| Enter Studont 10 Entes Laal Name
« BACK
===—=S4 —

7. Once you have selected the loan action, you will be moved on to the E-signature
page. You need to read through the Electronic Signature Consent message and
click ‘1 Accept’. You will enter your Student ID and last name to sign. Finally, click
‘Sign and Finish’.

NOTE: The ‘Sign and Finish’ button will remain ghosted until the ‘I Accept’ button
is clicked and the required information is entered.
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8. Once you click ‘Sign & Finish’, you'll be shown a confirmation message that
indicates they’ve successfully accepted/adjusted/declined awards for the
academic year. Click ‘OK’ to be redirected back to the Financial Tab.
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Your financiy ald summary for Academic Year Jul 1, 2025 - Mar 31, 2026
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9. Once back in the Financial Tab, you’ll be able to view your adjusted funds.

End of Procedure
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Adjusting Loans

After you have accepted the Federal loans in your financial aid package, you can adjust them
up to the date of their second disbursement (meaning their second term’s disbursement).

Messagrs
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1. Once in the financial aid portal, open the FINANCIAL tab.

2. You will then click the pencil icon next to the fund they wish to adjust.
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Accept Your Funds

Step 1 - Select Term(s)
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3. Once in the Accept Your Funds page, you should click ‘Select Term to Take
Action’ to begin.

NOTE: The amount you previously selected will appear in the accepted amount
column on the initial page only. Going forward, you will only see the full amount of
the award you are eligible for. If you need to accept more or less than what you
previously accepted, you should double check the amount previously accepted
and make a mental note for adjustments going forward.
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Accept Your Funds
-

Step 2 - Take Action on Direct Loans

Plaazs calect e amount required o Cover the Costs NeCEssary 10 attend school 1or he selsctad Sarme. You are ehgible Ry 8 rsaaimum of $1.832.00, we
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4. On Step 2 (Accept Loans), you can either accept the full amount offered, accept a
lower amount, or decline loans altogether.
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Step Action

NOTE:

o If you'd like to accept the full amount of the award, you're eligible for, you
should select the first option, and then click “Save.”

o If you'd like to make an adjustment to the award (adding or reducing the
amount previously accepted), you should select the second option. Then,
enter the total amount you’d prefer, up to the full amount of both loans,
and finally click, “Save.”

o Example A: You were awarded $20,500 in Loan A and $26,667 in
Loan B. If you previously accepted the full $20,500 for Loan A and
$20,000 for Loan B, but want to increase Loan B by $5,000, you
should enter $45,500. Then you should double check their loan
amounts are correct and click ‘continue.’

o Example B: You were awarded $20,500 in Loan A and $26,667 in
Loan B. If you previously accepted the full $20,500 for Loan A and
$20,000 for Loan B, but want to decrease Loan B by $5,000, you
should enter $35,500. Then you should double check their loan
amounts are correct and click ‘continue.’

¢ If you would like to decline the loans entirely, you should select the third
option, and then click ‘continue.’

5. You will then be brought to Step 3 where you will confirm the loan/award amounts
in your package. You can use the pencil icon to adjust funding further, such as
how much you want disbursed per term. The totals should add up to the award
amount they’ve selected in Step 2.

e For example, if you accept $20,500 for their award, term 11 and term 12
together should add up to $20,500.

¢ Once you've adjusted the term funds, you should click ‘continue.’

e If you accepted the wrong amount, accidentally declined the loans, or
want to start the process over again, you can navigate back to Step 2
‘Accept Loans’ at the top of the screen to readjust the amount of the loans
you’re accepting.
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Accept Your Funds
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6. You'll then be prompted to read through the Electronic Signature Consent
message and click ‘| Accept.” Then you should enter their Student ID and last
name to sign. Finally, they can click ‘Sign & Finish’ to complete.

NOTE: The ‘Sign & Finish’ button will remain ghosted until you've clicked ‘I
Accept’ and entered the required information.
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Step 4 - Done
Congratulations! You have successhly accepied your swards for Academic Year Juf 1, 2025 - Mar 31, 00

o |

Once you click ‘Sign & Finish,” you'll be shown a confirmation message that
indicates you’ve successfully completed the adjustment process for the academic
year. You can click ‘OK.’

Financial Information

JAN 2027 - s ot OCY 2007 - JuN 2028 JUL 2008 - MAN 2029 AR U - JUN 203

JUL 2025 - MAN 2024 Cuvanh

APFK M08 - DeEC 2000

Your financial aid summary for Academic Year Jul 1, 2025 - Mar 31, 2026
1. How much does my educaton cost? 2 How much Fmanaal Axd can | receive?

Coat of Aendance S EMM Awarm Offesed o Amont you't Upaate
Award Name Satse You (ecaive Eda

Tuition and Fees 2535080
Federal Ped Coan Asvarded 5123200 $1220 /’

» . . a

E"“‘“’d Living and Other WA T Federal Dwect Submizns Stafwd Asardes 3500 00 5333400 ’
Loan
Fedecal Diroct UssutsidCed Anaded 2,000 00 $133400 rd
Shftord Loan

Federal Dwect FLUS Luse Fropedee

You are over-funded foe Academic Yoar Jul 1, 2025 - Mar 31, 2026 You will receive an excess of $5,480 00 1o cover your living and othes
epenses. which amounts to sbout $508 839 per month. Make sure that you do not spend more than what you have svaiishie pes month

I you don't absoknely need $608 69 per month 1o cover Iving expensas OR If the amount Is not sufficlent to cover your iving expanses, consider
adjusting your funding If you arent sure whial you need 1o cover your living expensas, cick the link 1o calcudate fving expensas i you haven't
compisted loan entrance counseling, it is highly recommanded that you do so to understand how fo bomow responsibly

You'll then be brought back to the Financial Tab which will show the accepted,
adjusted, or rejected awards in their package.

After accepting/adjusting/rejecting loans, you can make further adjustments to the
funds up to the date of the second disbursement by clicking the pencil icon next
to the fund you wish to adjust. This will take you through the acceptance process
all over again.

NOTE: After the date of their second disbursement, the pencil icon will be
greyed out. You will need to contact an Office of the Financial Aid administrator to
adjust beyond this point.

End of Procedure
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For students with PLUS loans, you can accept a lower the amount offered. But before the
PLUS loan can be process, you will need to complete the PLUS loan application process via the
US Department of Education Federal Student Aid page.

NOTE: Parents cannot adjust loans in the student portal per FERPA guidelines; however,
students can grant parent/guardian proxy access. Here is how to grant proxy access.

=

Click the pencil icon next to the PLUS loan.

2. A verification pop-up will appear requesting the last 4 digits of SSN and Date of Birth of
the borrower (parent). Enter the requested information and click validate.

3. Enter the total amounts per term you would like to accept in the boxes provided.

4. Read through the Electronic Signature Consent Message and click ‘| Accept.” Enter your
Student ID and last name to sign. Finally, click ‘Sign & Finish.’
a. The ‘Sign & Finish’ button will remain ghosted until you've clicked ‘| Accept’ and

entered the required information.
5. The adjusted amount will reflect in the financial tab after completing adjustments.

1. Open the Financial tab & click the pencil icon next to the PLUS loan.

2. Enter 50% of the total loan amount they wish to accept per term. For example, if they
decided to accept $20,000, they would enter $10,000 per term. Then they would
read/accept the electronic signature consent message, enter their Student ID & last
name to sign, and then click ‘sign & finish.’

3. The updated amount will reflect in the student portal and the admin portal on the
packaging page.
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Granting Parent/Guest Access

Students can grant access to parents and guests. Only students can grant access to
parents/guests. The parent/guest will need to have a valid email address where they will
receive the email link once the access has been granted.
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1. Click on the Profile link in the dropdown menu.
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2. Complete the FERPA consent task.
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Profile Information

Manage User Inforrmation

USER INFORMATION
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Mastage Proxy Access
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3. To grant delegated access, click the ADD USER link in section 2, ADD/EDIT
PROXY PORTAL ACCESS.

Manage User Information

USER INFORMATION
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4. Enter the parent/guest email and select the role, then click Save.
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A new Oracle Student Financial Planning Self Service user account has been created for you with following credentials
Please activate immediately,

Username (KGN
Activation Link: 1 NS

Thank you,
Account Administration

Activate Your Account

Piease set and save 2 new password fo continue.

Usemame* BVparentone@outiook.com

NewPassword* sjow Password

Coafirn Password* Confirm Passwoed

CANCEL

5. Parent(s)/Guardian(s) will receive link to set password.

WO T DECAMENTS MITCATIONG & TRwinliaL AT 8 . BC TERTIGA ST

M LU TRE S
Accept Electronic Consent

SOrIan 16 CAN0NCK BUSINESS Enoronaaaty

THE OB AREEIY 10 50 DUSIess cASCUTRLAN Wik INE Uil 3y & yiurs WS yLu S0 e
ACOR B SISEIE TRETN IR, VYU 10NN b0 W 1R LAVVEYAEy £ DOIect Banens mecIseral

BELLTVEE

DCUIAG MUV TOTTTANG M00C (rowed O Fode Saites 13§04 11 SRCYTIC 0T 200 #TNVTY) 10
Avereeni art TIRTASIRIT WAg) ShChTrse st 4 Sgratews Your corment i s Lred o
CCE8E 20 SO0 DO euwes

6. Once they log on, they will get the electronic consent agreement.
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G NOME T DOCLAMENTE - MOTINCATIONS & FINAICIA] WA ® somensasnae e
AELLEVUR —

INELCOME 1B

Required Financial Aid Actions

4] FECOME FINANCIAL AID ELIGIBLE

St o Fimans Dinumwtaton n

2ru: ACTIDN ON LOANS

Tarn n e ey mer T 3 R v

Jreceive voun runos

R e ke e L b Rt P

7. The Parent/Guest portal page has less action items and is limited on what they
can view based on the security role that has been assigned.

End of Procedure
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0O

OO
0O

OO
OO

0O

OO
OO
OO

Stakeholders/Owners

1 [0 Academic Affairs

Administration

e Buildings & Grounds
¢ Regulatory Compliance

o Safety

Advancement

Colleges/Institutions

e CAS
e (COB
e CPE
e CST
Faculty
Finance

e Student Accounts
e Veteran Affairs

e Financial Aid
IT
MESA

e Advising
e Admissions

e Community & Student Affairs

e Marketing
e Military Programs

e Premier Partnerships
e Student Financial Services
e Workforce Learning Solutions

Office of the President

PMO

Strategic Initiatives

Other Ashlea Buntin & Sam Stepanek

Brittany Rindone

] Mike Cizek

4

BELLEVUE

UNIVERSITY
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