G5 For External Users
Payment Requests

Create a Payment Request
Purpose : This procedure describes what is needed to create a Payment Request in G5.

G5 Responsibility : All external G5 (Non-Department of Education) users.
Navigation Path : Payments > Payment Requests > Create Payments
Prerequisites : The prerequisites for this topic are:

1. The user must have an active G5 User ID.

2. The user must have an active role (which allows for drawdowns) assigned to their G5 user ID.
3. Their must be at least one open award which has funds available for payment requests to be
drawn against.

4. An Award must be in Open or Liquidation status to be displayed.

5. Payment Requests will be checked against Available Funds as follows:

Direct Loans:
All other Awards: The payment request may not exceed available funds for the Award.
Procedure

In this topic, you will learn how to create a Payment Request in G5 including an alternative
option to change the Recipient Reference field for an Award.
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+ Toll-Free:1-586-336-6930 04/15/13 Refunds Unavailable - The refund functionality is currently unavailable... more »

* TTY:855-333-2807 02/22/13 Delay in Depositing Payment Requests from February 20th, 2013 - Due to the
* Local:202-401-6238 system outage on Thursday, February 21st, any International payments... more »

» Email:edcaps.user1212@NODOMAIN 02/22/13 New Policy for Modifying User Email Address - Effective February 21st, 2013

users will no longer be able to modify their email address... more =
11/09/12 Electronically Signed Grant Award Notification (GAN) - Beginning November
15th, 2012, U.S. Department of Education program officers will have the option of signing a Grant
Award Notification (GAN) electronically... more =

11/09/12 International Payments - Please note the cut off time for International payment
requests will move from 1:00 PM EST to 12:00 PM EST on the following dates... more -

+ State Higher Education Agencies 10/09/12 NEW G5 Field Reader Webinar - more »

« Office of Management & Budget 08/22/12 Refund Functionality Now Available - The refund functionality is now available...
more »

Government
» U.S. Department of Education

Higher Education Associations 08/10/12 Refunds Unavailable - Update - The refund functionality is now available. Please
* National Association of Student Financial retain the following message ... more =
Aid Administrators . 07/16/12 New Banking Policy - The Department's Grants Management System (GS5) contains
National Education Association financial data for thousands of Departmental recipients of financial assistance. In order to maintain
+ National Association of College & the integrity of this data and to ensure that appropriate internal controls are in place to mitigate the

likelihood of improper payments, the Office of the Chisf Information Officer and the Office of the

= Officers Chief Financial Officer have collaboratively established new policy... mors
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Step

Action

Create a payment request.
| * Create Payments |

Hover over the Payments menu item and click the Create Payments function to

Firefox ~
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Empowering the community

Logout

Main Grant Maintenance Payments G5 Admin Reports

You are here: Pay > Pay = Create Pay

# Create Payments

DUNS 757557516 [Institution Name COMMUNITY ORGANIZATION

Show Sort By
@ Al Awards @ PR Award #

© Non Loan Awards © Fiscal Year

@ Loan Awards @ Award Type
Filter By
Fiscal Year (YYYY) Payee Reference
Award Type Al - PR Award #

Continue = | Clear

e W 7@ @9 |
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Step

Action

2.

the options listed below.

e |am aPayee
Go to step 3 on page 3
e lama Servicer

Go to step 23 on page 18

Decision: Depending on whether you are a payee or servicer,

make a selection from
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Main Grant Maintenance Payments G5 Adr Reports Logout
*You are here: Payl > Pay! » Create Pay!

# Create Payments

_

DUNS 757557516 [Institution Name COMMUNITY ORGANIZATION

Show Sort By
@ Al Awards @ PR Award #
© Non Loan Awards © Fiscal Year
@ Loan Awards © Award Type
Filter By
Fiscal Year (YyYY) [ PayeeReference |
Award Type A« pPrAward#

Continue = | Clear

~ Back to Top
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Step

Action

3.

and customize the awards listed on the Enter Payments page as necessary.

The Create Payments page allows you to apply filters to search for specific awards

Empowering the community

Ma Grant Mainte; ce Payments G5 A Reports Logout

You are here: ¥ > y > Create Y

Create Payments

Payments

DUNS 757957516 Institution Name COMMUNITY ORGANIZATION

Show Sort By
@ Al Awards © PR Award #
© Non Loan Awards © Fiscal Year
@ Loan Awards © Award Type
Filter By
Fiscal Year (Yyyyv) [ PayeeReference |
Award Type Al + PRAward# -

Continue > Clear

~ Back to Top
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Step Action
In this example, select the Non Loan Awards option.

—
Pl
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Reports Logout

Payments G5 Admin

Main  Grant Maintenance
> Create Pay

You are here: Pay > Pay

# Create Payments

Institution Name COMMUNITY ORGANIZATION

DUNS 757957516

Show Sort By

© Al Awards @ PR Award #

@ Non Loan Awards © Fiscal Year

@ Loan Awards @ Award Type

Filter By
Fiscal Year (YYYY) Payee Reference

All » PR Award #

Award Type

Continue = | Clear

~ Back to Top = s
P w . 326PM | |
"l i)
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Step Action
5. Enter the desired information into the Filter By fields to search for specific awards.

In this example, enter "2012" in the Fiscal Year field.
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Empowering the community

Reports Logout

You are here: P; > Pay! » Create Pay!

Create Payments

_

DUNS 757557516 [Institution Name COMMUNITY ORGANIZATION

Show Sort By
© Al Awards @ PR Award #
@ Non Loan Awards © Fiscal Year
@ Loan Awards © Award Type
Filter By

Fiscal Year (YYYY) [2012 Payee Reference
Award Type All v PR Award #

Continue = | Clear

~ Back to Top

10/2013

Action

Click the Award Type dropdown list.
[ Al -

___
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Empowering the community

Payments G5 Ad Reports Logout

You are here: > y > Create Y

Create Payments

DUNS 757957516 Institufl:l
Teacher Cancellation
Direct Loan Consolidation

Direct Loan
Show Discretionary
Formula
@ All Awards Impact Aid

Pell Administration
@ Non Loan Awards | pel|

Annual Interest Grants
@ Loan Awards Block

Campus Based

Filter By

Fiscal Year (YYYY) Payee Reference
Award Type All (=] PRAward #

Continue > Clear

~ Back to Top = g
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Step Action

7. You can select a category in the Award Type dropdown list to quickly access certain
awards.
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Main Grant Maintenance Payments G5 Admin Reports Logout

You are here: Pay > Pay = Create Pay

# Create Payments

DUNS 757557516 [Institution Name COMMUNITY ORGANIZATION

Show Sort By
© Al Awards @ PR Award #
@ Non Loan Awards © Fiscal Year
© Loan Awards © Award Type
Filter By
Fiscal Year (YYYY) [2012 Payee Reference
Award Type A« PRAward# |

Continue = | Clear
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Step Action

8. Click in the Continue button to view the specified awards.

Continue =
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Main Grant Maintenance Payments G5 Admin Reports Logout

You are here: Pay > Pay = Create Pay

& Create Payments

DUNS 757557516 [Institution Name COMMUNITY ORGANIZATION

Show Sort By
@ Al Awards @ PR Award #
© Non Loan Awards © Fiscal Year
© Loan Awards © Award Type
Filter By
Fiscal Year (Yyyv) [ Payee Reference
Award Type All v PR Award #

Continue = | Clear
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Step Action

9. Important Note: The previous example provided the steps for creating a payment
request for a single award.

If you need to create multiple payment requests, press the Quick Draw tab.
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Empowering the community h \ 7/

Main  Grant Maintenance Payments G5 Admin Reports Logout I
You are here: Pay > Pay > Create Pay

# Create Payments

Enter payments information in the format below.
Format: PR Award Number [TAB] Amount [TAB] Payee Reference(optional) <Enter>

Example: A123B123456 1000
B321C654321 98.95 MyRef

P356A120048 1000.00
F458A129875 1574.15

F458A113651 6£258.00
H158B123452 1425.00 Ref123
P997A120415 5300.00 AQG 12-13
5245C120987 2304.00
H513Z129620 2500.00

Continue >

Bl = oW e e 9 s T

Step

Action

10.

entering information in the following format:

<Enter>

After entering the award numbers and amounts, press the Continue button to
continue to the Enter Payments page and submit the payment requests.

Page 8
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Empowering the community.

Mai Grant Maintenance Payments G5

nin ~ Reports  Logout

You are here: ¥ >

v > Create Pay

% Create Payments
E Payments w Confirmation

DUNS 757957516 Institution Name COMMUNITY ORGANIZATION

Enter Payments

Create payments using the form below. An * indicates a required field.

awardsfPage: | Show All Awards
Total Records: 1[4 £ Pageiofr [l [l gy npiopage 1 [Go ]
Deposit Date - Available Net lastDay  Bank Flag
5 pi et
Award No.  Payment Amount($)  (jym/pp/vvvv) e Balance Authorization toDraw Account [

PO06A120613 [o7/11/2013 [ MARL3INV $45,752.95 $250,000.00 08/31/2017 ****6783

ACH

Awards/Page: _ Show All Awards

Total Records: 1 8 (3] Pasetoft Bl W g niipage g

3 Bookmarks

File Upload

Upload a Payment Request File 4
(Optional) Upload Import File

< previous | Cancel | save Redipient Reference | Continue > |
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Step

7972013
Action

11.

Enter the desired information into the Payment Amount field.

For this example, enter a valid value, e.g. "100.00".
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Empowering the community.

Main Grant Maintenance Payments

nin Reports Logout

You are here: Pay >

v » Create Pay

Create Payments

= Payments m Confirmation

DUNS 757957516 Institution Name

COMMUNITY ORGANIZATION

Enter Payments

i

Create payments using the form below. An * indicates a required field.

Total Records: 1 M) (2] Pageiofi  [»] [v]

e Awards/Page: _ Show All Awards
JumptoPage 1 [Ge ]

Deposit Date - Available Net LastDay  Bank Flag
5 pi et
Award No.  Payment Amount ($)  (yy/pp/vvyy) Recipient Reference Balance Authorization toDraw  Account [
PO06A120613 [o77ii/zoi3 @ mMARLIINV $45,752.95  $250,000.00 08/31/2017 **=+6783
ACH

Total Records: 1 8 [ Pagerofr [l B gunnigpage 7

Awards/Page: _ Show All Awards

File Upload

upload a Payment Request File .
(Optional) Uplead Import File

Bl S0 W EHMET €ed]

< Previous | Cancel | Save Recipient Reference | Continue > |
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Step Action

12. By default, payments will be deposited on the earliest possible date.

To select a later deposit date, click in the Deposit Date field.

07/11/2013
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Empowering the community.

Main Grant Maintenance Payments G5 Admin Reports Logout

“ou are here: ¥ > y > Create v

& Create Payments

= payments [ Confirmation

DUNS 757957516 Institution Name COMMUNITY ORGANIZATION

n

Enter Payments

Create payments using the form below. An * indicates @ required field.

P Awards/Page: _ Show All Awards
Totsl Records: 1 B [ Pagetofr [l Ml pane =3

Deposit Date o Available Net LastDay  Bank Flag
5 pi 2
Award No.  Payment Amount ($)  (ym/pp/vvyy) e Balance Authorization toDraw Account [0
0064120813 [oz/11/20130 @ mAR13INY $45,752.95 $250,000.00 08/31/2017 =**26783
ACH
AwardsfPage: || Show All Awards
Total Records: 1[4 [ Pasetofi Bl Ml gypiopage 1
File Upload

Upload a Payment Request File
Cnranay Upload Import File

< Previous | Cancel | Save Recipient Reference | Continue > |

il Wi e @< | =

Step Action

13. Click the Show Calendar button to display the calendar for the Deposit Date field.
O
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Empowering the community.

Main Grant Maintenance Payments G5

in  Reports Logout

You are here: ¥ > v > Create v

% Create Payments

C Payments w Confirmation

DUNS 757957516 Institution Name COMMUNITY ORGANIZATION

Enter Payments

Create payments using the form below. An * indicates a required field.

awardsfPage: | Show All Awards
Total Records: 1[4 £ Pageiofr [l [l gy npiopage 1 [Go ]
Deposit Date i Available Net LastDay  Bank Flag
b D st
Award No.  Payment Amount($)  (jym/pp/vvvv) e Balance Authorization toDraw Account [0
PO0OGA120613 07/11/2013 | MARIL3INV $45,752.95 $250,000.00 08/31/2017 ”:Eana
<2013 »

“ July >
Total Records: 1 4 [ PaS 15 M T W T F 8 stoPage 1
012 3 456

7 8 9 pELESE12 13

Awards/Page: _ Show All Awards

File Upload 14 15 16 17 18 19 20
Upload a Payment Request File [ 2! 2223 24 2526 27
(Optional) MPlogoazos 1 2 3

< previous | Cancel | save Redipient Reference | Continue > |

oo™ 7 @ @[a] 7] I

Step Action

14. Select the desired deposit date on the calendar.

In this example, select the July 15 cell.
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Empowering the community.

Main  Grant Maintenance Payments G5 nin ~ Reports  Logout

You are here: ¥ > v > Create v

% Create Payments

= payments [ Confirmation

3 Bookmarks

DUNS 757957516 Institution Name COMMUNITY ORGANIZATION

Enter Payments

Create payments using the form below. An * indicates a required field.

Total Records: 1[4 £ Pageiofr [l [l gy npiopage 1 [Go ]

Awards/Page:

Deposit Date Available Net Last Day
5 D EE
Award No.  Payment Amount($)  (EPPHRS R t Reference e e
P006A120613 | 100.00] [o7/15/2003 @ | MAR13INV $45,752.95 $250,000.00 08/31/2017

Total Records: 1 8 (3] Pasetoft Bl W g niipage g

File Upload

Upload a Payment Request File 4
(Optional) Upload Import File

< previous | Cancel | save Redipient Reference | Continue > |

Awards/Page:

Show All Awards

Show All Awards

Bank Flag
Account @

srerg7gs
ACH

327 PM
77972013

o)

Step

Action

15.

The Recipient Reference field is a free text field that is for your reference only.
can be updated to help distinguish this award from your other awards.

Blel- 0 W HPFT € @< |

G° Welcome to G5 - Department of Educati... | + E=3
€ > [c*LEE ttpsi//g5ani/ssoINT /wps/myportal/lut/p/bL/jV3bjolwGIQfs Z- W2u)IB TkodGWEBCtwQEo2ReEokbuzTL_sAmt 7~ - G‘] [::I- Google P] | |
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Empowering the community.

Main Grant Maintenance Payments G n Reports Logout

You are here: ¥ > y > Create Yy

% Create Payments

J = Payments [ Confirmation

DUNS 757957516 Institution Name COMMUNITY ORGANIZATION

Enter Payments

Create payments using the form below. An * indicates a required field.

Total Records: 1 14 (£ Pageioft [ Do p0ge [Ga )

Deposit Date . Available
8 Recipient Reference
Award No. Payment Amount (5) (MM/DD/YYYY) Recipient Reference Balance
Bo0eA120613  100.00] [o7/15/2013 @ | Ref123 $45,752.95

Total Records: 1[4 [£] Pagetofi bl bl gun e

File Upload

Upload a Payment Request File )
(Optional) Upload Import File

< Previous | Cancel | Save Recipient Reference | Continue > |

Awards/Page:

Net Last Day
Authorization to Draw

$250,000.00 08/31/2017

Awards/Page:

Show All Awards

Show All Awards

i

Bank Flag
Account @

srrrg7gs
ACH

3:27PM
7/9/2013

- *i:‘ i)
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Step

Action

16. This shows an example of an updated Recipient Reference field.
For the remaining steps of this procedure, we will continue with the original
Recipient Reference displaying.
@[Gi Welcome to G5 - Department of Educati.. | + | - =l
\ € ) | [GPEE rttps://g5ani/ssolNT/wps/myportal/lut/p/b/jV3bjolwGIQf6Z-W2ullBTkodGWBCtwQEo2ReEokbuzTL_samé 77 = € || # - Gosgle Ll
[8) Most Visited | | Getting Started |3/ Latest Headlines 3 Bookmarks
Empowering the grant community.
Main Grant Maintenance Payments G5 Admin Reports Logout
You are here: Pay > Pay > Create Pay
Create Payments
Payments w Confirmation
DUNS 757957516 Institution Name COMMUNITY ORGANIZATION
Enter Payments 3
Create payments using the form below. An * indicates a required field.
A — Show All Awards
Total Records: 1 % [ Pagetefr ] Bl oiopage 3 Awarde/Page:
Award No.  Payment Amount ($) [ﬁ"; ['I’J;it m] Recipient Reference % Authl%aﬁn" %‘Y A:é‘;'l:'"t %
P006A120613 100.00] [o7/i5/2013  |[@  MAR13INV $45,752.95 $250,000.00 08/31/2017 “:CsHysz
N Show All Awards
Total Records: 1 0 [*) Pagetefi el Bl piopage g Awarde/Page: L
File Upload
Upload a Fayment Request File | Upioag Import File
< Previous | Cancel | Save Recipient Reference | Centinue > | |
) = ™
= 5 N 3:27PM
fé]uq:] Cl @ @ @ % E[EI':JK l S = e |
Step Action
17. Important Note: This example shows creating a payment request for a single

payment. If you need to create multiple payment requests, you may also enter them
in a .txt file (e.g., a Notepad file) and upload them into the system. To do this,
press the Upload button to browse and locate the file then press the Import File
button. The correct format to use for the text file is:

Award Number + Tab Key + Amount (with a decimal point and no dollar sign)
+ Enter Key. Repeat for each payment request you need to process.

Text File Example:

X000X000000[ Tab]0000.00[Enter]
X000X000000[ Tab]0000.00[Enter]

Also Note: The entries should be made as shown above, without spaces. Use only
the Tab Key to separate the Award Number and Amount. Do not use dollar signs.
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Empowering the community.

G5

Mai Grant Maintenance Payments nin ~ Reports  Logout

You are here: ¥ > v > Create v

Create Payments

= payments [ Confirmation

3 Bookmarks

DUNS 757957516 Institution Name COMMUNITY ORGANIZATION

Enter Payments

Create payments using the form below. An * indicates a required field.

Awards/Page:

Show All Awards

Total Records: 1[4 £ Pageiofr [l [l gy npiopage 1 [Go ]
Deposit Date - Available Net lastDay  Bank Flag
5 p et
Award No.  Payment Amount($)  (jym;pp/vvvy e Balance Authorization toDraw Account [
POOBA120613  100.00] |07,115,12013 [ MARL3INV $45,752.95 $250,000.00 08/31/2017 ”:Eana
AwardsfPage: | || —Shew All Awards
Total Records: 1 8 (3] Pasetoft Bl W g niipage g
File Upload
Upload a Payment Request File |0 0 Import Fil
(Optional) - fulealiE s
< previous | Cancel | save Redipient Reference | Continue > |

327 PM
77972013

o)

e - WRERPY e @ IS0 |

Step

Action

18.

Click the Continue button to move to the Summary screen.

Continue >

https://gSani/ssoINT/wps/myportal/lut/p/bL/j¥3dbo)AGEQERUWZRcvFyo_IUUpyxadVRNIGTGRpSc-gLFz 77 ~ c'] [-C,I- Google P] |
B3 Bookmarks

Empowering the community

Main Grant Maintenance Payments in Reports Logout

You are here: Pay > Pay = Create Pay

Create Payments

BB | = summary | [ Confirmation

DUNS 757857516 Institution Name COMMUNITY ORGANIZATION

i

Review Request

Flease review the payment summary below and verify that you would like to submit this request. An * indicates a required field.

Total Records: 1 L4 (£ Pasetoft Bl B engl [&a ]
Award No. Payment Depo! Recipien Available Last Day To Bank
LEm L Amount Date Reference Balance ation Draw Account
POD6A120613 $100.00 07/15/2013 MAR13INV $45,752.95 $250,000.00 08/31/2017 ***¥6783

/ Total Amount of Payment is $100.00
/I certify, by processing this payment request and/or re-allocation, that the funds are being expended wit

n three business days of receipt

for the purpose and condition of the agreement.

Are you sure you would like to submit this request? *

< previous | Cancel | Submit Request

To Report Fraud, click HERE
FAQs on Reporting and Preventing Fraud, check HERE

Bl oo " = " 9 6@

3:27 PM
7/9/2013

B}

Page 14




Step

Action

19.

Click the Yes option to accept the certification statement.

Empowering the community.

Main Grant Maintenance Payments G in Reports Logout

You are here: Pay > Pay = Create Pay

% Create Payments

Iwg C Summary | | Confirmation

€& > [c*LEE ttpsi//gSani/ssoINT /wps/myportal/lut/p/bL/jV3dbol AGEQFSRUWZRcvFyo_IUUpyxad VRNIBI2 TGRpSc-gLFz 7~ - c'] [-;I- Google P] ||
Most Visited | | Getting Started |5/ Latest Headlines 3 Bookmarks

DUNS 757857516 Institution Name COMMUNITY ORGANIZATION

Review Request

Flease review the payment summary below and verify that you would like to submit this request. An * indicates a required field.

Total Records: 1 L4 [£] - Pasetoft Bl ennl, [&a ]

Award No. Payment Available Net Last Day Te Bank
= Amount Balance Authorization Draw Account
POD6A120613 $100.00 07/15/2013 MARL3INV $45,752.95 $250,000.00 08/31/2017 *EE¥5783

/ Total Amount of Payment is $100.00
/ I certify, by processing this payment request and/or re-allocation, that the funds are being expended within three business days of receipt

for the purpose and condition of the agreement.
Are you sure you would like to submit this request? *

@ ves O No

< previous | Cancel | submit Request

To Report Fraud, click HERE
FAQs on Reporting and Preventing Fraud, check HERE

i

Blel oo™ A6 @ =] =

Step

Action

20.

Click the Submit Request button to confirm the payment request.
Submit Request
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€& > [c*LEE ttpsi//gSani/ssoINT /wps/myportal/lut/p/bL/jV1Bjo) AFESPOIUZ6cbIFAVGEWWAFtgQE02Rq iMoSHTiweVzN 7~ - c'] [g,]- Google P] | # |
Most Visited | | Getting Started |3/ Latest Headlines B3 Bookmarks

Empowering the community.

Main  Grant Maintenance Payments G5 Admin Reports Logout
You are here: Payments > Payment Requests > Create Payments

Create Payments

DUNS 757957516 Institution Name COMMUNITY ORGANIZATION

Request Successfully Completed

v The payment request below was submitted.

Control Number Award No. Payment Amount Deposit Date Bank Account Status

2013070927897 PO06A120613 $100.00 07/15/2013 *EEg783 Ready for Scheduling

Done ‘Go To Home

~ Back to Top

[ FOIA ] [ Privacy ] [ Security ] [ Keyboard Tips ] [ Motices ] ©® 2007 U.S. Department of Education

Mobile version | Full Site

Ble[0 0 WM T C@ <] |

Step

Action

21.

The Confirmation screen displays.

Click the Done button to return to the Payments screen.

Page 16
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I3 Bookmarks

Most Visited | | Getting Started [,/ Latest Headlines

Empowering the community’ riaﬂ

Main Grant Maintenance Payments G5 Admin Reports Logout
You are here: Pay > Pay > Create Pay

& Create Payments

DUNS 107957516 Institution Name IMMIGRANT AND REFUGEE COMMUNITY ORGANIZATION, THE

Show Sort By

© Al Awards © PR Award #

@ Non Loan Awards ) Fiscal Year

© Loan Awards © Award Type
Filter By
Fiscal Year (YYYY) [2012 Payee Reference
Award Type All ~ PR Award #

Continue = | Clear

~ Back to Top

Sle W] 7o @9 ] S

Step Action

22. Congratulations!

You have successfully created a payment request.
End of Procedure. Remaining steps apply to other paths.

Page 17




Empowering the

community

Main Grant Maintenance Payments G5 Admin Reports Logout

You are here: P; > Paym » Create Pay!

# Create Payments

DUNS -

Search By

Show Sort By

@ Al Awards @ PR Award #
© Non Loan Awards © Fiscal Year

@ Loan Awards © Award Type

Filter By
Fiscal Year (YYYY) Payee Reference
All

Award Type

Continue > | Clear

PR Award #

~ Back to Toj

Wil [P

= O]

G° Welcome to G5 - Department of Educati... | + B8 E=8
KIES T https://gSani/ssolNT/wps/myportal/lut/p/bL/jV3LjoJAFEQ_6RZN28Dy CoFsEUWaFtgQEQLKF CUmX69zAdMZ) <~ = | C | [ - Google Pl
{8 Most Visited | | Getting Started |3/ Latest Headlines 3 Bookmarks

B

9:58 AM
7/11/2013

RGN [

Step

Action

23.

The Create Payments page allows you to apply filters to search for specific awards
and customize the awards listed on the Enter Payments page as necessary.

IEEES A - weicome to 65 - Department of Educati.

KIES httpss//gSani/ssolNT/wps/myportal/iut/p/bLAY3bjolwGIQ6ROKLYEZIRTkoFiolBtCshuVeLoghilyz5A0bmbS 1~ - ¢ @- Google Plln)
|2 Most Visited |_| Getting Started [/ Latest Headlines B3 Bookmarks

Empowering the

community

Reports Logout

“You are here: > Create Pay

Create Payments

_

Search By

DUNS

Show

@ All Awards

Sort By

© PR Award #

© Mon Loan Awards © Fiscal Year

@ Loan Awards © Award Type

Filter By
Fiscal Year (YYYY) Payee Reference
Award Type All - PRAward #

Continue > Clear

~ Back to Top

; woLAM |
o b )
= s

Wi P

el )

i
v

ol @ Il |
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Step

Action

24.

request for a single award.

To create multiple payment requests, press the Quick Draw tab.

Important Note: The following example provides the steps for creating a payment

Mﬁﬁ Welcome to G5 - Department of Educati.. ] + = |-eR

& ) | ([G3EE0] hitps://gSani/ssolNT fwps/myportal/tut/p/bl [¥3bjolwGIQIZ- 210NIBTks2F2WUOEb QlEgebQzTE00IDbHbr <7 ~ | & | [#f + Google Plla
|2 Most Visited | | Getting Started 5/ Latest Headlines B Bookmarks

You are here: ¥ > v > Create

ﬁﬁ/lgﬂ Wi [ =~ AL 1B

=

Empowering the community.

ong
Main Grant Maintenance Payments G5 Admin Reports Logout

Create Payments

i

Enter payments information in the format below.
Format: PR Award Number [TAB] Amount [TAB] Payee Referance(optional) <Enters

Example: A123B123456 1000
B321C654321 98.95 MyRef

P356A120048  1000.00
F458A129875 1574.15
F458A113651  6258.00
H158B123452 1425.00 Ref123
P997A120415 5300.00 AGG 12-13
S245C120987 2304.00
H513Z129620 2500.00

:_—j L g ) DsAM il
5 [ 12013 |

Step

Action

25.

The Quick Draw tab allows you to submit payment requests for multiple awards by
entering information in the following format:

PR Award Number [Tab key] Amount [Tab key] Payee Reference(optional)
<Enter>

As a Servicer, you can enter award numbers for any payees assigned to you at one
time. After entering the award numbers and amounts, press the Continue button to
continue to the Enter Payments page and submit the payment requests.

Page 19
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€& > [cLEE ttpsi//gSani/ssoINT /wps/myportal/lut/p/bL/jV3bjolwGIQf6Z- 210/IBTks2F2WUoEbQqkEgBbQTE30IDbHDr ~ - - c'] [g:lv Google P] | # |
Most Visited | | Getting Started |5/ Latest Headlines 3 Bookmarks
= K
Empowering the community ‘ﬂn i
e | |
Main Grant Maintenance Payments G5 Admin Reports Logout

You are here: Pay > Pay » Create Pay

# Create Payments

Search By DUNS =
DUNS
Show Institution Name 5 By

@ Al Awards @ PR Award #
© Non Loan Awards © Fiscal Year
@ Loan Awards © Award Type
Filter By
Fiscal Year (YYYY) [  PayeeReference |
Award Type Al PRAward # -

Continue = | Clear |

~ Back to Top =

o A @ @@ |7 I

Step

Action

26.

field to search for a specific payee or leave this field blank to view all payees
assigned to you.

Note: Servicers with a large number of assigned payees will see a significant

DUNS or adding a filter such as an award type or fiscal year.

Page 20

As a Servicer, you can enter a DUNS number or Institution Name in the Search By

decrease in the time needed to retrieve a query by searching for a specific payee
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(€ )> ttps://g5ani/ssoINT /wps/myportal/lut/p/bL/j¥3LjoJ AFEQ_BRZN28DyCgFaEUWaFtgQEC1KFCUaX69zAdMZI 77 ~ e'] [!:I- Google P] | A |
{8 Most Visited | | Getting Started |3/ Latest Headlines 3 Bookmarks

Empowering the community

Grant Maintenance i Reports Logout

You are here: P; > Pay! » Create Pay!

# Create Payments

_

Search By DUNS -
Show Sort By
@ Al Awards @ PR Award #
© Non Loan Awards © Fiscal Year
@ Loan Awards © Award Type
Filter By
Fiscal Year (YYYY) Payee Reference
Award Type All v PR Award #

Continue = | Clear |

~ Back to Top

9:58 AM

- L |2
2 s

O WO P

Step Action

217. In this example, select the Non Loan Awards option.

G® Welcome to G5 - Department of Educati.. | +

KIES https://gSani/ssalNT/wps/myportal/'ut/p/bL/jY3Lje)AFEQ_6RZN28DyCgFaEUWaFtgQEGLKCUajXE9zAdME: -~ -

£ Most Visited | | Getting Started 5/ Latest Headlines

C|[#8- Google

Empowering the community

Reports Logout

You are here: > y > Create Y

Create Payments

_

Search By DUNS -
Show Sort By
@ All Awards @ pR Award #
© MNon Loan Awards © Fiscal Year
© Loan Awards © Award Type
Filter By
Fiscal Year (YYYY) Payee Reference
Award Type All - PRAward #

Continue > | Clear |4

~ Back to Top

9 AM
7/11/2013

Bl 0@ E R e el

£ )
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Step

Action

28.

In this example, enter "2012" in the Fiscal Year field.

————
(REEESER 65 weicome to 65 - Department of Educati.. | + S =N I =

€& > [cEEEE httesi//g5ani/ssoINT /wps/myportal/lut/p/bL/04_SjzQyNDALNLEONTTRIGCPykssyxPLMnlz0uMAFGjzOIDv ~ - - c'] [-;I- Google P] |
Most Visited | | Getting Started |5/ Latest Headlines 3 Bookmarks

Empowering the community ] H o
~m B

Main Grant Maintenance Payments G5 Admin Reports Logout

You are here: ¥ > Pay > Create Pay

# Create Payments

Search By DUNS Teacher Cancellation

Direct Lean Consolidation
- Direct Loan
Show Discretionary
Formula
@ All Awards Impact Aid

Pell Administration

@ Non Loan Awards | pe||
Annual Interest Grants

@ Loan Awards Block
Campus Based
A Teach
EiltegBy ACG Award
Fiscal Year (YYYY) |Smart Award Payee Reference
LLR Loan Award
Award Type Al [=] PRAward #

Continue > | Clear |

~ Back to Top

il

Blelo 0 Wi M7 €@

Step

Action

29.

awards.

Page 22

Enter the desired information into the Filter By fields to search for specific awards.

You can select a category in the Award Type dropdown list to quickly access certain
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{8 Most Visited | | Getting Started |3/ Latest Headlines

Empowering the community

Reports Logout

You are here: P; > Pay! » Create Pay!

# Create Payments

_

Search By DUNS -
Show Sort By
© Al Awards @ PR Award #
@ MNon Lean Awards © Fiscal Year
@ Loan Awards © Award Type
Filter By

Fiscal Year (YYYY) [2012 Payee Reference
Award Type All v PR Award #

Continue > | Clear

~ Back to Top

O WP

e[ 48~ Googie 2IES

9:58 AM

- L |2
2 s

Step Action

30. Click in the Continue button to view the list of payees assigned to you.

G® Welcome to G5 - Department of Educati...

KIES https://gSani/ssalNT/wps/myportal/'ut/p/bL/jY3Lje)AFEQ_6RZN28DyIUExQivTOANSCEPNRKLin6-mE-YKE 7~ -

8 Most Visited Started |5/ Latest Headli

Empowering the community

Reports Logout

You are here: > y > Create Y

% Create Payments

_

Search By DUNS -
Show Sort By
© Al Awards © PR Award #
@ MNon Loan Awards © Fiscal Year
@ Loan Awards © Award Type
Filter By

Fiscal Year (YY¥Y) [2012 Payee Reference
Award Type All ~ PRAward #

Continue > Clear

Search Results

DUNS/Page: __Show All

Total Records: 5 M [ Pagelofi [l [l yunpi0page 1

(=)
o WK P € @9 ]

C|[#8- Googie 2IES
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Step

Action

31.

Click the Vertical scrollbar to scroll down through the list of DUNS numbers and
Institute names.

@[e* Welcome to G5 - Department of Educati.. | + | - oo =)

\ € ) | [GTEEL rttps://g5ani/ssalNT/wps/myportal/lut/p/bL/{V3Ljo AFEQ_SRZN28DyIuExQivTOANSCBPNRKLiwnj6-mE-YKK 77 = € || # - Google Pl a

|8 Most Visited | | Getting Started |3/ Latest Headlines 3 Bookmarks

Continue > Clear

Search Results

DUNS/Page: ] —Showal
Total Records: 5 4 [/ Pagelofl Bl [l g o iopage g
DUNS Institution Name
@ 757957518 COMMUNITY ORGANIZATION
603076008 ELEM SCHOOL DISTRICT
930007293 UNION RIVER SCHOOL DISTRICT
143055314 UHIONSBURG ELEM SCHOOL i
425330942

SNELLING DISTRICT SCHOOL

DUNS/Page: Show Al
Total Records: 5 14/ [« Pageiofi  [»] [d] /Page

JumptoPage 1

Continue > Clear

m

[ FOIA 1 [ Privacy 1 [ Security ] [ Keyboard Tips ] [ Motices ] © 2007 U.S. Department of Education

Mobile Vversion | Full Site
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Step

Action

32.

Click the radio button to select the desired payee.

In this example, select Community Organization.
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Continue > Clear

Search Results
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DUNS/Fage: —ShowaAll

Jump to Page 1

DUNS Institution Name

757957516 COMMUNITY ORGANIZATION
() 603076008 ELEM SCHOOL DISTRICT
® 930007293 UNION RIVER SCHOOL DISTRICT
® 143055214 UNIONSBURG ELEM SCHOOL
® 425330342 SHELLING DISTRICT SCHOOL

— DUNS/Page: ] —Showal
Total Records: 5 14 [ Pagetoft Dl Dl iopage 1

Continue > Clear
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Step

Action

33.

Click in the Continue button to view the specified awards for this payee.

Continue =

Go to step 11 on page 9
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