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Please log into My UTEP with your
UTEP email username and
password.

UTEP Single Sign On

Mew Account/Change Password

Unauthorized use of this system is prohibited. Usage may be subject to security testing
and monitoring. Misuse is subject to criminal prosecution; and no expectation of
privacy except as otherwise provided by applicable privacy laws. Use of this site is
subject to UTEP's policies. Any use of this site not covered by UTEP policy is prohibited.
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Once you have logged into the MyUTEP portal, go to the
"Applications™ module and click on the "Student Notice of

Once the page opens, your SNOA Dashboard will be
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A Fall 2015 Scholarship has been created for Student Lastname, Firstname.

Please sign in at Student Notice of Award Approval to approve or reject the award,

Thank you.

Award

Avward Type:

Cost Center or Project.

Semester

And Year:
Total Award:

Payment 1:

Payment 2;

Created:

Recipient

Name:
Student ID:
Level:
Callege:
Mayor:

Scholarship
19700033
Fall 2015
2015 - 016

§2.00
§2.00

6302015 3:52 PM

Lasiname, Firsiname
B0048611

Graduate

College of Business Admin

Business Ad mimstration

i
This is an example of the
email that you will
receive informing you
that there are pending
Student Award Notices.
You will need to click on
the link displayed in the
email to be forwarded to
the pending award(s).

Or, you can go to http:
and click on

the "Student Notice of
Awards" button located in
the "Applications"
module.

(201610)
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~ The University of Texas at El Paso

N

Student Name
Studentid

Semester

Award Type:

Cost Center or Project
Creator

Pl

Status

Creation Date

Dashboard

Select Award Type

“antar o

HELP/SNOA ONLINE TRAINING Il Log out |

Being Created m Require Approval Create New Award |

[

By clicking on the
"Toggle Search” icon,
the "Approver" can
El search by Student

Name, Student Id,
Semester, Award
Type, Cost Center or
Project, Creator, PI,
Status or Creation
Date.

Student Id

Semester Award Type

Cost Center or Project

___or someone in the Financial Aid, Scholarship or ORSP department (261 awards)

Award Amount Creator
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DASHBOARD || HELPrSHOA OHLINE TRANING

* In order to select an award for review,

please click on the award marked
“Pending Scholarship”.

Approval Step student Name

Panding Financial Ald
Pending Schalarship
. Approve View Recal
Pending Pl
Pending Pl
Pending Pl

Lazt Hame, First Nama

Last Name, First Hame

Last Mame, First Hame

Last Hame, First Name

Last Hame, First Hame

Last Mame, First Name

Last Mame, First Hame

Pending Pl
Pending Pl

Last Name, First Hame

Lazt Hame, First Nama

Last Mame, First Hame

Dashboard

(T I e ey ey ) )

Awards created by First Last Name that are being approved (13 awards)

Studént 1d

B0

Semester

Spring 2016

Spring 2017

Summer 2016

pring 2016

Spring 2017

Spring 2017

Summer 2016

Summer 2016

Award Type Cost Center of Project

Participant Support H____ 510,00

Tuition Support $200.00
Schotarship $10.00
Student Activity
Participant Supgport
Tuition Support
Student Activity
Participant Support 520,00
10,00

Participant Support

Participant Support $10.00

Award Amount

Creator

Last Mame, First Name

Last Mame, First Name

Last Mame, First Name

Last Mame, First Name

Last Mame, First Name

Last Mame, First Name

Last Mame, First Name

Last Mame, First Name

Last Mame, First Name

Last Mame, First Name

Usarname

Username

Username

Username

Username

Uszrname

Username

Username

Usarname

Username

Creation Date

5002016 1:36 PM

SM02016 1:47 PM

5M0/2016 1:42 PM

WIN2016 416 PM

12082015 1.56 PM

120872015 1.56 PM

Once you have logged into the application, the Student Notice of Awards Dashboard will appear.

The "

" tab will be highlighted with ligh

Last Approwval ¥

SM272016 1:40 PM

5102016 1:36 PM
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Appraval Step

Fending Financial Ald

Pending Scholarship

Pending P
Pending Pl

Pending Pl

Pending PI

Pending Fl

Pending Pl

Student Mame

Last Mame, First Name

Last Mame, First Hame

Lazt Mame, First Nams

Lu=t Mame, First Nama

Last Mame, First Name

Last Name, First Name

Last Mame, First Nams

Last Mame, First Hame

Last Name, First Hame

Last Mame, First Name

DASHEOARD | HELPISHOA ONLINE TRAIMING ) Leg <ut ]

Dashboard

e T P T ©

Awards created by First Last Mmame that are being approved (13 awards)

Studentid

600

Samaster Award Type

Spring 2016 Participant Support

Spnng 2017 Tuition Support
Summer 2016 Scholarship
Spnng 2016 Stugent ACtvity

Partipant Suppaoer
Spring 2017 Tuition Sugpport
Spring 2017 Stugent Activity

Participant Suppan
Summer 2016

Pammcipant Suppan

Summer 2016 Pariicipani Suppar

Ceint Canter or Project

Award Amaunt

51000

£100.00

520,00

51000

S10.00

Craatar

Last Mame, First Name

Last Mame, First Name

Last Mame, First Name

Last Mama, First Nama

Last Mame, First Name

Last Mame, First Name

Last Mame, First Namse

Last Mame, First Name

Last Mame, First Name

Last Hame, First Name

Usmrname

Usermame:

Usmrname

Uzmrnamie

Usmrnamie

Usermame:

Usmrnamie

Usermame:

Usermname

Username

Creatian Date

5102016 1:50 PM

SM02016 1:47 PM

SM0V2018 1:45 P

WI12016 496 PM

120872015 1:56 PM

120082015 1:56 P

If the award approver enters the "Fee Code" or "Fund Code", but does not approve or reject the

award, the record in the SNOA Dashboard view will display with the box highlighted in red.

Last Approval v

SM22016 1:40 PM

5102016 1:36 PM
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I
If the account is "26" or "30". the Pl is required to
answer the "Is this research" and the "Is US
Citizenship required?" questions.

Award Specifics
Is this research?:

Is US Citizenship required?:

Account Number 30 - If the account number begins with a "30", the Pl information is not applicable. It
will not display.

Fee Code - A fee code can be entered but is not required.
Fund Code - A fund code can be entered but is not required.
Over-awarded amount - The amount that was over-awarded can be entered.

Adjustable/Not Adjustable - If the award amount can be adjusted and they select that option and the
award is rejected, once the award is submitted, an email will be sent to the student.

Approve/Reject - They will be able to approve or reject the award.

Comments - The Scholarship Office can enter comments on approved or rejected awards.

Award Research Related - If the award was identified as research related and is approved by the
Scholarship Office, an email will be sent to the student.

Recall - If the award is "rejected" by the Scholarship Office, they will be able to recall the award and
change the status to "Approved" and modify the comments.
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Aveanrd Type: Scholarship

Academic Year: 2005 - 20798

Semester: Sonng 2016

Cost Center I Projgect: S000D00
FIF -PLEDGE ACCOLUNTING FOR
GRs

Accooant 54
Total Award: SE83 88
Paymwent 1: S44 44
Payment 2: 548 44

Creation Date: STZ2016 12 34502 PUA

Aovard Specifics

Service Required: L& [=]
RMust e Regirstsred: Yes
Plusi bee Foll Tione: L =]

| [eese "l |

Financial Aid or Scholarship Use

DA S HEBIDA R HEE L P S rpi D MILIME T RSN ENS

Loy s

Approwve Award
Scholarship

Mame: Last Marme, Fiorst Mame
Sahent ID: 801

Ermail: Emirers e edu

Lewal Undergrsduals

Cilege:
Mlajpoer: INEercsciplinany Shudee sE DU

Coedleges of Educathon

L 5. Cinirem: Yes
Texas Residenl: ¥Fas

— reator

Marme: Last Mame, First NMame
LFsermame: Usermarn-e
Departimen s Dopartrmyendt Blame
Address: Departrment Address

- i
Scholarships can enter a Fee Code and a Fund

Feas Code: 12345
Fumnd Come: 12
Orrer Aveandes: =
el anara riaed Ao n 10 0D

A ju o T e

= Adpastatle

[

Edot Aadjustabde
Am el will e senl o B sbhedent i
e Sewird amount (s SOy stadie )

Code.

If the award is "Over Awarded", they select the
checkbox and enter the amount over awarded.

be sent to the student in reference to the award.

Reoquiresd Apyg

If they select the "Adjustable” option, an email will

A aem Created System Status Message Creabor:
c"ck on “Smelt BAAR2016 12:2348:02 PM Shaaend IS ot ensradlled or e seladsd senmeester |
j Shocaend iS5 nod registered full Brme

to submit the award

Apperowe | Cormemenis: 1 AR oreT:
ts" - - oM ES Sane Man Sl ory. ﬁ

Reject | .

- .
If there is no Pl and a "System Status
Actions Message" is displayed, Comments
St & Crose =i save b= mﬂﬂ_dﬂ_t_o_q{
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Required Approvals
Creation m §rslem Status Message Creator:

ecled semester ‘ Username

G/7/2016 12:34:02 PM | Student is no

Student is notre

Scholrship comment: soproer

Comments aré mandatory

Actions

Confirm G Go Back @ Close b= Print @ Close Without Saving

To finalize the award(s) click on the "Confirm" button.

Once you have clicked on " ", you will be forwarded to the " " award
screen. You have the option to either " . " " " or
" " the award.
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Success

Your award has been submitted and is awaiting approval by the next department.

Your award dashboard

After the confirmation has been submitted, you will be sentto a ™ " screen. At this
screen, you have the option to select " " - which closes the application, "
- this option forwards you to your dashboard or view the "




Student Notice of Awards Creator Tutorial

Scholarships




