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How to View Loans and Assign Them to Loan Aid Funds in BSAC 
(Fund Administrator’s Version) 

 
 
1. The counsellor will have used Minerva to create a generic loan offer: 

a. Including payment method to fees, cheque, loan or combination of the above. 
b. When they saved, this info is pushed to BSAC INB forms. You view it by logging into 

BANNER INB using your ORACLE ID (e.g. for Jane it is ‘JAMRO’) and password. 
c. At this point the loan has been created in a generic state (not attached to a FOAPAL) 

and the student will not see it on the WEB yet 
 
In INB you can see the student’s loan and other awards on several forms: KVIASUM, KVAAWRD, 
KVISAWK, and/or KVIAWRD.  All these forms show similar data but it is displayed differently and some 
show more than others. If the loan has been offered and not assigned to a loan fund then: 

• The loan will be in OFFR aid fund status 
• The loan aid fund code assigned will be of format X_%LOAN% and the description will be 

of format Generic%Loan% 
• Date inserted and user id of the counsellor will appear on the record. 

 
 

 



How to View and assign Loan to Loan Aid Funds (Fund Administrator).doc 
Page 2 of 12 

September 24, 2008 



How to View and assign Loan to Loan Aid Funds (Fund Administrator).doc 
Page 3 of 12 

September 24, 2008 

 
2. KVISAWK: Type the aid year and period (‘YEAR’) in the key block and CTRL/PGDN or click next 

block. When inside the next block, Press F7. Type X_%L% in the aid fund code and press F8.  Note:  
This form shows a large amount of very useful information including the FOAPAL, whether and 
how much of the aid has already been paid, and comments. Comments, User ID and date 
inserted are to the far right of the scrollable section. For purposes of finding loans to be assigned 
for the day you do not need to see most of this information. However the comments may be 
useful in deciding which aid fund to use for this student.  

 
 Quick Tip #1: If you position your cursor on the student you are processing next in KVISAWK, his ID 
and Aid year will default into KVAAWRD for you. 
 

 
 
 
 
3. The X% loans on KVISAWK are the loans you have to assign and process. (Type X% to see all the 

awards that need assigning, including scholarships, bursaries and fellowships). You can screen 
print this form to have a hard copy or you can ask Angie/Thierry to write a report if this becomes 
important. The HELP/EXTRACT DATA function currently does not work properly – it will download 
everything (huge and hangs the system) - not just the X% funds you selected. 

 
Quick tip #2: F5 and type in form name KZIFDQY in order to help you to choose an aid fund code for 
the student you have chosen to process next. 
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4. KZIFDQY:  use this form to find aid funds that fill the criteria for the aid that was offered by the 
counsellor and which have remaining balances. E.G. you could search of an in-course loan as 
follows: 

a. Choose a loan fund source code 
b. Make sure if it is a loan you choose need based (2) as award basis 
c. Choose a fund balance amount that can at least cover the loan that was offered 
d. In next block you can stipulate property codes that will ensure that you are choosing 

the right kind of award and that your list is not too long. You can stipulate fund text 
entries here also in order to find a fund, say, especially for medicine students. 

 
  

 
 
Note:  if the counsellor made comments on the award record about the student, these can be seen 
on KVISAWK/KVIASUM/KVAAWRD). They may be used to help you decide which aid fund code to 
assign to the student. If the aid fund code has been defined with fund text to help in matching, then 
you can search for it as shown above. Also you can look at student attributes such as program of 
study on Minerva query forms. 
 
Below is an example of how fund text for REQUIRED value would appear on Lacey Aid Fund: 
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Choose from awards showing on the previous screen (chose Lacey for our example). Finish off the 
splitting by exiting out of KVIFDQY.  Go to KVAAWRD. 
 
5. KVAAWRD:  If not defaulted in, type in the student’s ID, aid year and period (‘YEAR’) and do next 

block (ctrl/pgdn).  If you do not notice the X% loan you are looking for immediately you can 
search for it using X%L%. Note:  much info is viewable on a multi-lined block. For some info you 
need to go to other tabs. The USER ID is evident immediately. This form shows you all possible 
data but there are only 2 awards per page and you need to really understand how to navigate 
through it.  For full understanding of this form refer to How to Award Institutional Financial Aid 
(available soon). 

 
Interesting things to note: 

a. The loan in offer stage is not displayable on the Web to the student 
b. Comments appear on the right. These may display instructions or characteristics of the 

student important in choosing the finance fund to assign so read these carefully. 
c. The second last TAB (Aid Fund-Aid …) shows properties that are associated to the kind 

of aid being offered. When you assign a Finance fund to the offered loan you must 
respect these properties in your choice of aid fund. 
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6. KVAAWRD – Splitting the loan (i.e. assigning a FOAPAL) 
a. Choose the ‘split this award’ option from the Options menu. 
b. You will be presented with a screen to use to enter your assigned award. 

 

 
 
When you split the award you will be presented with this intermediate screen where you can see the 
characteristics of the loan that was offered: 
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The pre-disbursement schedule tab will show you what disbursement method(s) and amounts the 
counsellor had chosen for the student (not shown here) – see step 9. 
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7. Get out of KZAIAEX by clicking X in corner of form and you see to the screen where you actually 
assign your new loan that you chose on form KZIFDQY.  See below.  

 

 
 You will be brought back to the first tab on KVAAWRD and see your newly assigned award where 
the X%L% one used to be: 
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KVAAWRD – You can see what the source aid fund/award was on the far right-hand lower level tab of 
KVAAWRD 
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8. The student must then accept the loan on the WEB (‘My Financial Aid and Awards’ on the 
Financial Aid menu) before someone in Student Aid can disburse it.   (example below shows a 
Lacey Loan of $1000 being offered). 

 

 
 
 
 
9. When the disbursing is done, the original disbursement schedule that was defined by the 

counsellor will be available to the disburser.  It will show up during the disbursement process but 
can also be viewed prior to this on form KZAIAEX: 
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