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Staff assigned the role of Career Office Manager or Commitment User has permission to 
data enter scholarships in the Scholarship Registry.   
 
Adding the Scholarship Registry Link to the “Create New” Bar 
 
If the Create New bar on your Home Dashboard doesn’t have Scholarship Registry on it you 
will need to add it.  

 
1. Roll your mouse over the double-arrow icon at the end of the bar and click on 

Personalize…  The New Bar Set Up screen displays and links to records currently on 
the Create New bar are checked.    
 

 
 
 
 
 
 

2. Click on the Scholarship Registry link.  
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To rearrange the order in which the links appear on the Create New bar: 

a. Click on the row of the link you want to move.  The mouse pointer will 
change to a cross with arrows.  

b. Click and hold the left mouse button while dragging the line to where you 
want it.   

c. Repeat this step to rearrange the links in an order logical to you.  
 

 
 

3. Click Save. This returns you to the Dashboard.  
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Adding a Customer to the Scholarship Registry  
 
Note:  Before you create a new customer, perform a customer look-up by SSN (with and 
without “-“) and by Name. 

 

 
1. Retrieve or create the customer record to create a new Scholarship Registry from 

the customer record 
2. From the Create New bar, click on Scholarship Registry. The New Scholarship 

Registry screen displays with the customer’s information (ID, Name, SSN, and 
Address), Entity Status (“Registered” is the status assigned by FAMS for any 
customer who has passed the requirements to be on the registry), and Career Office 
populated.   
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3. Enter Funding Stream, Alternates, Occupation, Planned Vendor, and Planned Start 
Date.    

4. Under the Items tab (see screen shot below), add a single Item to reflect the amount 
of scholarship requested with description, quantity, and rate.   

 

 
Letter Sent, Letter Sent Date, Expected Close Date, Response Due Date, and FAPO Notes 
are for use by the Financial Aid Payment Office (FAPO) only. 
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5. Enter Comments or Notes to document any changes: 
a. Click on the Communication tab.  
b. Click on the User Notes sub-tab. 
c. Click on New Note. 
d. Enter a Title for the Note/Memo. 
e. Enter the Type: Always select Note. 
f. Enter the note/details in the Memo box.   
g. Click Save.  The New Note window closes. 
  

 
  

6. Click Save from the New Scholarship Registry screen. The Scholarship Registry is 
now in “Open” status and the customer is on the registry list.   

 

Create one Scholarship Registry for each semester the customer wants assistance. 
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Updating the Registry Status When Letters are Sent 
 

When a call-in letter is sent to a customer from the Scholarship Registry, FAPO checks the 
Letter Sent checkbox and updates the Response Due Date and Letter Sent Date fields. 

 

 
 

When the customer comes to a career office in response to the letter, and he or she is 
not eligible or is no longer interested: 

 

1. From the customer’s record, choose the Sales tab and the Transactions sub-
tab. 

2. Click on the date of the Registry record. 
3. Click on Edit. 
4. From the Reason to Close dropdown, choose Pending Eligibility. 
5. Change the Reason to Close to one of the following: 

• Alternate Funding – the customer does not need the scholarship 
because she has another way of paying for school. 

• Not Eligible  
• Not Interested – customer decided not to attend school. 
• Training Completed – customer has already finished her education. 

6. Click Save.  When the Expires Date passes, the record will automatically close 
and the status will change to Closed.  If the customer does not contact 
Workforce Solutions, or her letter is returned, FAPO updates this field. 
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Creating a Commitment from the Scholarship Registry 
 
When a customer comes to a career office in response to the letter, and you are ready to 
fund: 
 

1. Open the Registry Record. 
2. From the customer record, choose the Sales tab and the Transactions sub-tab. 
3. Click on the date of the Scholarship Registry you want to open.  
4. The Registry Record screen displays.  
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5. Click on the Commitment button to create a new commitment. The Commitment 
Record displays all information carried over from the Registry. 
 
 

 
 

6. Complete/change any information for the commitment following the steps for 
entering a commitment.   

7.   You may need to add commitments to indicate when funds are expected to be 
needed.  

8. Click Save.  The new commitment is created, indicating it was created from the 
Scholarship Registry. 
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Viewing the List of Scholarship Registries  
 

1. Roll your mouse over the Reports tab. 
2. Roll your mouse over Saved Searches.  

   

3. Click on Scholarship Registries.  The Scholarship Registries: Results screen displays. 
 
 
 
 

4. Customize the view by choosing your career office and/ora date range.  
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Requesting a Change in the Funding Stream  

 
The Financial Aid Payment Office sends a letter to a customer from the registry when 
funding becomes available in any of the fund streams listed on the customer’s Scholarship 
Registry entry in FAMS, primary and alternate.  FAPO sends the Career Office a list of 
customers eligible for a specific funding stream who will receive a call-in letter because that 
fund has money available.  FAPO tells the career office the date they will send the letter.  
Career office staff must check the customers on the list to determine that the customer 
remains eligible for the open fund stream.  If the customer is not eligible for that fund 
stream, but remains eligible for others, the career office will send FAPO an issue in FAMS to 
request modification of the customer’s registry record.  Modification includes removing the 
fund stream for which the customer is ineligible and identifying new primary and alternate 
funding streams. Follow the same procedure if you determine the customer ineligible for 
the open fund stream after she receives a letter and you talk to her.   

1. Create a new issue using Subject: Scholarship Registry—Fund Stream Change 
2. Make entries in all required fields indicated by asterisk (number, incident time, 

status and entered by are auto populated)  
a. Customer Name  
b. Priority  
c. Type: Scholarship Registry  
d. Assigned to: Funds Analysts  
e. Message:  Include Scholarship Registry Number   

3.    Click Save. 
 
 
 
 
 
 

                
 
 
 

 
 
 
 
 



ADDING A SCHOLARSHIP TO THE REGISTRY IN FAMS 

Last Revised 04/20/2011 11 

Scholarship Registry Entry Before Fund Stream Update Request 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Scholarship Registry Entry After Fund Stream Update Request 
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The Funds Commitment Specialist/Funds Analyst updates the funding stream and edits the 
Scholarship Registry entry following these steps: 
 

1. Remove the ineligible Funding Stream.  
2. Enter a new fund stream in the Primary Funding Stream section (as requested by 

Career Office) and remove it from the Alternate Fund Stream section if it is entered 
there.  

3. Uncheck the Letter Sent box. 
4. Document the reason for the funding stream update in Communication -User 

Notes.   
             
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 

5. Change the Issue Status to Completed. 
6. Note in the Issue Reply section the funding stream was updated as requested. 
7. Click Save.  
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