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� Please turn off your cell phone

� If you must leave the session early, please do 
so discreetly

� Please avoid side conversation during the 
session



� Sandra Spraglin

� Ellucian

� Financial Aid Principal Functional Consultant

� 34 years in Financial Aid Higher Education

� 10 years with Ellucian

� Sandra.Spraglin@ellucian.com



� Overview

� Setup Forms 

� Procedures

� Reports and Processes



� Module Definition
◦ Define Applicant Requirement Status Codes

◦ Define Applicant Requirements

� General or Fund Specific

◦ Define Applicant Tracking Groups

� Determine Categories for each group

� Define specific requirements to be assigned to each group.

� Establish assignment rules for each group

◦ Associate Message Codes and Funds with Tracking Requirements

◦ Tracking Group Assignment

� Manual, On-Line, or Batch



� The purpose of this session is for you to gain 
an understanding of the Requirements 
Tracking module and its uses which allows 
for configuration of unlimited documents 
requirements and status codes which can be 
assigned to applicants.
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� Tracking Status Codes are define on the RTVTRST form
� Think about status codes that you could use to establish or 
satisfy a requirement, or to track a document through a 
procedure.  For example:

� received
� waived
� established
� satisfied 
� cancelled
� received incomplete
� received, not yet reviewed

� It may be beneficial to use the codes you are familiar with in 
your current system when implementing a new system.













� Messages can be attached to specific 
document codes on the RORMESG form.

� This allows you to optionally attach a written 
message to a specific document listed on the 
student’s tracking letter.   

� These messages must first be set up on the 
Message Code Validation Form (RTVMESG).











� Assign criteria for placing applicants into 
tracking groups on the RORRULE form.

� Use the standard Ellucian Banner data 
element dictionary table. 

� Selection criteria may come from the Ellucian 
Banner Student System, Financial Aid System, 
or any other Ellucian Banner system that has 
been installed.





� RTVTRST – Define status codes for tracking 
requirements

� RTVTGRP – Define tracking groups

� RTVTREQ – Create tracking requirement codes

� RTVMESG – Create optional tracking messages

� RORMESG – Assign messages to tracking requirements

� RRRGREQ – Add tracking requirements to groups

� RORRULE – Build and test tracking group rules



� Assign students to tracking groups

� Identify students needing tracking letters

� Track the documents that a student has 
submitted

� Modify a student’s tracking requirements 



� You can assign a tracking group in the 
following ways:

◦ Batch process 

� RORGRPS

◦ On-line automatic assignment 

� RRAAREQ, ROAIMMP

◦ Manually 

� RRAAREQ





◦ RRAAREQ, RRAMASS, ROASMRY:

� Update the student’s tracking record to indicate that a 
requirement has been satisfied. 

◦ RRAAREQ:

� Review the system indicators to determine if the 
document was requested by the system or manually.



� On-line automatic group 
assignment

� Change a student’s tracking group 
and default in the new 
requirements.

� Add requirements manually to a 
student’s tracking record. 

� Add non-coded “unique” 
requirements to a student’s 
tracking record (2nd page).



� On-line automatic 
group assignment 



Enter a comment to 
explain why you’ve 
added tracking items 
to the student’s 
record. 



� Add requirements 
manually to 
students’ tracking 
records.

� Update students 
tracking records to 
indicate that a 
requirement has 
been satisfied. 



� Tracking Letter Indicator on RRAAREQ 
◦ Use in Population Selection process (GLRSLCT)

� Delivered Population Selections
◦ Track1

◦ Track2



� ROARMAN – FA Record Maintenance Form

� ROIGRPI  – Group Inquiry Form

� RORGRPS   – Batch Grouping Process

� RRREXIT   – Exit Interview Requirements 
Process

� RRRAREQ  – Applicant Requirements 
Report



� On the ROARMAN form you can review and change many  
important aspects of a student's financial aid record from one 
central form.  

◦ Award detail

◦ Applicant processing status, enrollment status, satisfactory 
academic progress, and admissions status detail

◦ Budget components

◦ Other resources

◦ Coded and non-coded tracking requirements

◦ Pell Grant Status

◦ Need Analysis information









� The Batch Automatic Grouping process 
(RORGRPS) assigns applicants to 
requirements tracking groups through the 
use of the group selection criteria.

� The changes that take place during the 
running of the process are  captured and 
recorded for audit purposes on the logging 
forms (ROIILOG, ROIALOG)





� The purpose of the Exit Interview 
Requirement process is to:

◦ identify those students that require federal loan 
exit counseling and 

◦ establish an exit interview requirement code for 
each student's tracking record.

� See Ellucian Banner FA Users Manual for a 
detailed description of the process.



� The Applicant Requirements Report (RRRAREQ) 
provides you with detailed information on each 
applicant’s tracking requirements. 

� You can use the available parameters to tailor the 
report to your needs. 

� For example, you can use the optional Packaging 
Requirement Indicator to restrict the report so 
that it only lists those tracking requirements that 
are required for packaging.





� Allows you to define and track an unlimited number of 
documents that students need to submit

� These requirements can control whether students are eligible 
for packaging and/or disbursement

� Enables you to define your document requirements

� Place students into groups and assign the same requirements to 
students in the same group

� Permits mass entry of documents for multiple students on one form

� Provides the ability to print letters to inform students of the 
documents they need to submit




