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How to Disburse a Loan Aid Fund 
 
 
The student will have to accept the loan on ‘My Financial Aid and Awards’ in Minerva    

a. The student is required to agree to the contract 
b. The student may print the contract 
c. The contract will be saved 
d. Only after the loan and contract have been accepted and agreed to can the loan be disbursed 

 
• Minerva screens from student’s point of view -  select ‘My Financial Aid and Awards’: 

 

 
 

• Select aid year  

 



  

 
Page 2 of 14 

24/10/2008 

Student accepts or declines the Lacey Loan: 
 

 
 
 
 

• If student accepted, must Agree (or not) to the contract. 
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•  Award (the Lacey loan) now shows as accepted 
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1. Disburser goes into Banner INB by typing user id and Password (e.g. JAMRO) 
2. KVISAWK: Disburser finds all undisbursed accepted loans by looking for aid fund code = L%, aid fund status = 

ACPT and disbursed box is unchecked: 
 

a. Press F7 to start query 
b. Type in ACPT for Aid Fund Status Code and uncheck the ‘Disbursed’ box 

 

 
 
 

c. Press F8 to execute query 
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2. KVAAWRD: the student ID you were on in KVISAWK will carry forward into this form:  
 

 
 
 
 
3. Select ‘dynamically disburse this award’ from the Options menu or by right clicking in empty space in body of  
the form:  
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4. Disbursement schedule originally entered by Counsellor will appear!  Normally, there should be no changes 

made to this schedule.   If there are problems disbursing using this schedule talk to your supervisor.  Press ‘save 
schedule and disburse award’. 
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Example above (and all screen shots that follow) shows an award of $3000 with three disbursements of $1000 
each – to loan balance, to accounts payable and accounts receivable. 
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5. If one of the posting methods is Account Payable, then you will get a screen where you have to choose the 
address. There are several cases to consider here: 

a. If the student direct deposit status is ‘N’ then choose default address ‘c/o/student accounts’ 
unless the student/counsellor has indicated otherwise 

b. If the student direct deposit status is ‘N’ and it has been indicated that the cheque should go 
elsewhere, type in the appropriate address. 

c. If the student direct deposit status is ‘Y’ (upper right hand corner), leave whatever address the 
system defaults – it does not matter as funds will be deposited in bank account unless...  

d. If direct deposit status = ‘Y’ and has been indicated somehow that nevertheless the student 
should get a cheque. If you do not have cheque override capabilities you will have to speak to 
your supervisor to accomplish this. If you do have override capabilities you will be able to see and 
choose one of the student’s real addresses on the system or override the student to one-time and 
enter an address of his choice.  

e. When you are sure the address info is correct then click OK 
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6. KVAAWRD – you will get a message that the transaction worked. If you get any other message see 

your supervisor.  
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7. KVAAWRD – second TAB – you can see the disbursements that have happened and which AR/AP documents 

relate to them. Position your cursor on the award for which you want to see the disbursement tab.  
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8. KVAAWRD disbursement TAB – ‘loan balance’ disbursement.  Note that the misc receipt number refers to the 

GL transactions done in AR form TFAMISC to debit the new aid fund FOAPAL and credit the old loan fund.  

 
 
9. KVAAWRD disbursement TAB – ‘Accounts payable’ disbursement.  Note that the transaction is referenced by 

the AP invoice number where the transaction will be processed in 
Finance
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10. KVAAWRD disbursement TAB – ‘Accounts receivable’ disbursement. Note: the transaction tab refers to 2 
records: 

• The misc receipt number (‘GL’ transaction) which debits the aid fund FOAPAL  
• The AR transaction number for the transaction that will appear on TSADETL/TSAAREV on the student’s 

web account summary. 
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• TFAMISC for the loan: 

 
 

• TSAAREV for the receivable: 
 

 


