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DL Tool School Settings
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Student Management Tool
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COA Profile Management
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Cost of Attendance Calculator

9

Award Profile Management 
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Award Profile Details
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START HERE
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Wizard Overview Page
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Step 1 – Select Students
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Step 1 – Select Students
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Common Issues Step 1: Selecting Students
Issue Resolution

Issue
Student does not appear on your Student 
List and you cannot find the student using

Resolution
Student must add your school to their FAFSA

i dd h l h dList and you cannot find the student using 
Search

• Navigate to FAA Access to add your school to the student’s 
latest CPS transaction, or have student resubmit FAFSA

• School must have student’s DRN to access the FAFSA 
data.  The  Student will need to provide the DRN.  (The 
Data Release Number  appears in the upper right corner of 
the first page of the SAR)

You’ve attempted to add more than 100 
students to a Draft Batch

User will be unable to add more than 100 students in a single 
batch.  Either add fewer students to the draft batch or process 
multiple batches
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multiple batches. 

Student does not have a completed P-note 
or Entrance Counseling

Request the student to complete an MPN and/or Entrance 
Counseling on StudentLoans.gov
If the Entrance Counseling was completed at the school, check 
the Entrance Counseling box in the student’s personal 
information



Step 2 – Assign COA Profile
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Resolution

Issue Resolution

Common Issues: Step 2 - Assign COA

Student requires an EFC of less than 9 
months

COD only provides EFCs for 9 month 
periods

If a student is enrolled for a period less than 9 months, you 
must manually enter an EFC appropriate for the enrollment 
period, and then calculate and enter the award amount in Step 
3: Assign Award, without assigning a COA Profile

Review the guidance in the Federal Student Aid Handbook, 
Application and Verification Guide, for “Alternate EFCs for 
other than nine-month enrollment.”

Y l h l i COD ll i iYou can also use other tools in COD to manually originate an 
award for the student



Step 3 – Assign Award
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Step 3 – Assign Award
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Disbursement Timing
Start of Class October 1

Earliest Disbursement Date September 21st 10 days before start 
of class

Earliest Date COD will accept  an September 14th 7 days before earliest
Actual Disbursement disbursement date

21

Issue Resolution

Issue

Total Aid cannot exceed the Calculated COA

This will occur only if a user manually enters a 
S b L

Resolution

If the Total Aid is greater than COA then modify the Award Amount 
field(s) until Total Aid is equal or less than the COA

Common Issues: Step 3 - Assign Award

Sub Loan amount

Sub Loan amounts cannot exceed the student’s 
Need, the COA, or the maximum loan limits

This will occur only if a user manually enters a 
Sub Loan amount

Check the Need, COA, and Loan Limit against the Sub Loan amount

If the Sub Award is greater than the Need, COA or Loan Limit, modify 
the Sub Loan amount

Award ID needs to be populated when 
manually creating an award

The Award ID is a 21-character identification that consists of the 
following:manually creating an award following:
9 digit Student SSN
1 char Program Type (S = Sub, U = Unsub, P = PLUS)
2 digit Award Year (Ex: 11 for 2010-2011)
6 digit DL Code (Starts with a G or E, followed by 5 digits)
3 digit Award Number (001-999)

Example: 888888888S11G12345001



Step 4 – Review and Submit
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Batch Management Tool
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Batch Details
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Batch Details, Continued
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Issues Resolution

Issue

S ti f t A d i P

Resolution

You may not submit awards for students that have not met

Common Issues: Step 4 - Review & Submit

Satisfactory Academic Process 
verification box is not checked

You may not submit awards for students that have not met 
Satisfactory Academic Progress requirements.  

Remove students who have not met SAP requirements.  

If all students have met Satisfactory Academic Progress 
requirements, check the SAP checkbox in order to proceed

Cannot locate the batch you just 
submitted for processing

Allow 24 hours after submission to view the batch details
p g

Award amount is $0 If an award amount is $0, the award will not be submitted.  
The user must return to Step 3 to modify the award amount

DL Origination Tool Homepage
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Links and Resources
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Thank You
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