
 

Quick Guide: Departmental Aid Reporting  

DEPARTMENTAL AWARD REPORTS IN DISCOVERER: 
Currently there are two FA reports in SIS Discoverer for use in departmental aid awarding: 

• FA_Departmental Award Activity 
• FA_Departmental Limited Awards Needing Adjustment 

 

 

FA_DEPARTMENTAL AWARD ACTIVITY 

Note that this report has several worksheets for your use. As needed, you can choose to run a single worksheet. 
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MISSING PTAEO WORKSHEET: 
This report displays those awards with blank PTAEO information. Run this report weekly to ensure you have entered PTAEOs on all your awards. 
 

 
 

DISB AMT <> TOTAL PTAEO WORKSHEET: 
This worksheet displays awards where the Disbursed Amount is not equal to the amounts on the PTAEO page. Awards will appear on this report if the current 
date is past the disbursement date and the award remains undisbursed.  
 
SIS 
Discoverer: 

 
SIS: 
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UNDISBURSED AWARDS WORKSHEET:  
This worksheet displays unprocessed departmental awards past scheduled disbursement date. The most common cause is a missing PTAEO. Check for a 
PTAEO hold on student and enter any missing PTAEOs. 
 

 
 

DEPT AWARDS WORKSHEET: 
Use this report to review all your entered awards. 
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$1 AWARDS WORKSHEET: 
This report shows awards with a total offer amount of $1. Reasons this may occur: 

• Grad health insurance subsidy amounts for domestic students will remain at a dollar until the student enrolls for health insurance with Aetna, and 
Aetna bills the University. 

• For some non-tuition item types, this could occur when the student has not been charged for that kind of item type (e.g., international fees when a 
student is not international or if a student is registered for only non-topical courses and you entered an unnecessary tuition adjustment.  

• If you can see the charges on the student account and the award remains at $1, contact 4HELP@virginia.edu. 
 

 

List limited awards where the disbursements exceed the charges. You have awarded an amount that is greater than the charges. When you use limited item 
types the excess does not get refunded to the student. You must reduce the award to match the amount the student was charged. 

 

 

 

FA_DEPARTMENTAL LIMITED AWARDS NEEDING ADJUSTMENT 
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