
R2T4 Policy & Procedure  

When federal financial aid funds are disbursed, the expectation is that the student will attend the 

entire period of enrollment for which the funds were awarded. If students only complete a 

portion of the semester or term, they have only earned a portion of their federal financial aid. In 

some cases, this means that funds must be returned to the government, otherwise known as 

Return of Title IV Funds (R2T4).   

❖ The senior processor will place any R2T4s that individuals are responsible to complete on 

their tab in the discontinuance spreadsheet for the semester.  

➢ BYUFA_NSI_FAD_ENROLL_DATA 

▪ This query catches students who have had an FAD hold placed on their account  

➢ BYUFA_DFA_HOLD_NO_FAD 

▪ This query catches students who have a DFA hold but not an FAD hold  

➢ BYUFA_FDV_DISC_VER_COMPLETE 

▪ This query catches students who have recently completed verification and may need 

an R2T4 calculation completed  

➢ BYUFA_MOD_TERM_TYPE_OTHER_2221 

▪ This query catches students who have withdrawn from courses who are also enrolled 

in one-week courses. These students may or may not need to be processed as an R2T4 

and will be manually reviewed 

❖ First, see if the student would not need an R2T4 completed for any reason  

➢ Do they have an ISIR on file at the time that they discontinued?  

▪ If they do not have an ISIR on file as of the date that they discontinued, they are 

ineligible for Title IV funds for that semester and no R2T4 is necessary  

➢ Did they have an R2T4 completed previously?  

➢ Are they meeting SAP? 

▪ If they are failing, then they would not need an R2T4 completed since they are not 

eligible for Title IV aid  

➢ Have they received their maximum federal aid for the year before the semester you are 

completing the calculation for?  

▪ Meeting Pell Lifetime Eligibility Limit or 150% for the aid year? 

▪ Exceeding federal aid aggregates for the aid year or their lifetime? 

➢ Have they received aid at another school for this semester? 

➢ Are they a continuing education student, BGS student or visiting student? 

▪ All of these students are ineligible  

❖ Get a good idea of the student’s situation   

➢ For information about verification in relation to R2T4 click here  

➢ For information about modules during a regular semester click here  

➢ For information about how to complete an R2T4 before census click here  

➢ For information about considerations for Fall versus Winter semesters click here  

➢ For information about retroactive discontinuances click here  

➢ For information about Spring/Summer discontinuances click here 

 



❖ Make sure you know which semester you are completing the R2T4 for. Enter that into the 

spreadsheet and make sure that all of your screens (c163, Financial Aid Status Admin, 

PET01, REG01, etc.) are set to the correct semester 

❖ Determine the withdrawal date  

➢ This date will be found in REG01 next to Discontinuance Date  

➢ If they do not have a discontinuance date listed in REG01, they may have discontinued 

before census, or they may still be enrolled in a third time repeat class  

 

➢ If the student discontinued retroactively, we use the ‘date submitted’ section in the AIM 

screen PET01  

 

❖ Determine the date of determination  

➢ This will be found on the ‘date submitted’ section in the AIM screen DISC01  

 



➢ If the student discontinued retroactively, then this date will be the date that the petition 

was approved. This can be found under the petition requests chart by clicking ‘view log’  

 

▪ The date next to the ‘approved’ decision is the date we would use as the date of 

determination  

 

➢ If there is not a form and there is no way to know when they started the discontinuance 

process, then we use the discontinuance date on the REG01 screen  

❖ Enter how many days you have left to complete the R2T4  

➢ In the box spreadsheet click on the 30-day DoD Deadline box so that there is a green box 

surrounding it  

➢ Enter =sum( 

➢ Next, click on the corresponding date of determination box that you entered into the 

spreadsheet  

▪ Then, put +30 

➢ When you click enter, the date will be exactly 30 days from the date of determination, 

which is the last possible day that we can complete the calculation  



 

❖ Since the federal government does not require students who discontinued because of 

COVID-19 to repay federal aid, we should check to see if they mentioned that their 

discontinuance was due to COVID  

➢ In DISC01, look in the reasons section. There is an option to specifically mark COVID-

19  

 

➢ In PET01 read the student statement to see if they mentioned COVID-19  

➢ If the student mentions COVID-19 in either of these places, email Abby or Shawn H. if 

she is unavailable.  They are the only ones that can approve whether or not the 

discontinuance was truly due to COVID.  

▪ Mark in your spreadsheet whether or not the discontinuance was due to COVID 

▪ If the discontinuance was due to COVID, click here for more information  

❖ Check Financial Aid Status Admin in PeopleSoft to see what kind of federal aid the student 

has under ‘estimated financial aid awards’  

➢ The student may have disbursed or undisbursed aid that we might need to include in the 

calculation  



 

➢ This student has a Pell grant listed under disbursed amount. However, they also have 

loans accepted that have not yet disbursed. We may be able to include loans as aid that 

could have disbursed if they meet the following criteria prior to when the student became 

ineligible:  

▪ Official EFC  

▪ Loan has been originated  

• You can check assign awards to see if the loan has even been accepted  

• You can look at view loan processing actions to see if the loan has been 

originated  

▪ A promissory note has been signed before the 30-day R2T4 deadline is over  

▪ All ISIR comment codes have been resolved  

➢ If the student is eligible for undisbursed aid or a post withdrawal disbursement, click here 

for more information  

❖ Check c163 in AIM to see what the student’s load was for the semester  

➢ Count the classes the student was enrolled in at census that are not third time repeat of 

audited classes (V).  

▪ Exception: Since we do not care about classes, we just care about load (F, T, H, L) if 

we can find proof at the end of the term in the same course load as the load the 

student had at census then we can perform an R2T4 on that load even if one of the 

classes we found proof in was not added by census  

▪ However, we can only ever award students up to the load they had locked at census. 

For example, if census is 1/1/2021 and a student is locked at a half-time load, and 

then adds another class on 1/2/2021 that then lifts them to a ¾ time load, we cannot 

award a student a ¾ Pell grant even if they participate in all of their classes.  

➢ If they withdrew from all Title IV eligible classes and are still enrolled in non-eligible 

classes (third time repeats or audited classes) then we would need to complete an R2T4 

since they are considered a discontinuance for federal aid purposes  

 

➢ Enter both the load and the number of credits into your spreadsheet 

❖ Depending on the type of financial aid, start looking for proof of participation  



➢ If the student is eligible for Pell  

▪ You need to find proof in classes up to the student’s load at census  

• For example, if a student is enrolled in 15 credits you would only need to find 

proof in 12 credits to establish that the student was eligible for the funds that they 

received.  

➢ If the student only has loans that have already been disbursed  

▪ You only need to find proof in 0.5 credits since the student would have been eligible 

for the disbursement at the time the funds were released to their account  

➢ The first place to look for proof of participation is DISC01 or PET01  

▪ In DISC01 we can accept  

• Passing/failing as of date 

▪ In DISC01 we cannot accept  

• Passing/failing as of unverified  

• Pending  

 

▪ In PET01  

• Under instructor comments, you can click on the course listed and it will show 

any comments that the professor has made. If they mention that the student 

participated or attended the class, we can count this as proof of participation  

 

➢ If you still need to find proof of participation after checking these resources, check 

learning suite, canvas, and the testing center.  

➢ Learning suite  

▪ Any dates under the following headings  

• Latest recorded score dates  

• Latest recorded submitted assignments via learning suite  

• Latest recorded attendance dates  

• Learning suite exams taken  

➢ Testing Center  



▪ Any dates for the class count as proof  

➢ Canvas  

▪ Any dates next to specific assignments in the class section count as proof  

➢ Click here for detailed instructions on how to look for proof  

➢ If you still cannot find proof of participation, contact the professor for the class(es) that 

the student does not have proof in.  

▪ Click here for detailed instructions on how to contact a professor  

➢ We are required to document our proof of attendance for federal aid purposes  

▪ Document any proof found from DISC01, PET01, learning suite, canvas, or the 

testing center in a file note  

▪ Document responses from professors in a file note, and then also make sure to sent it 

to imaging in the correct aid year  

• Doc Type: FinR2T4  

➢ If the student has proof up to their load at census, then we do not need to make any initial 

adjustments  

➢ If the student has proof in a load other than what they are currently being awarded for, 

you may need to make an initial adjustment  

▪ For example, if the student was enrolled in full time at census but we could only 

verify proof of participation ¾ time, then we would need to adjust their Pell grant to 

¾ time before we can proceed with the calculation  

▪ Click here for detailed instructions on how to make an initial adjustment  

➢ If we cannot verify proof of attendance in any of the student’s classes, then we must 

cancel all Title IV eligible aid since they never established eligibility. No R2T4 is 

required.  

▪ If the student had loans disbursed and refunded to them, we will need to send out a 

30-day demand letter. Click here for more information.  

▪ Make sure to change the student’s FA term to N if they did not participate and they 

are not eligible for any aid  

❖ Find the student’s institutional charges  

➢ We count charges from the following categories:  

▪ Tuition  

▪ Prorated tuition  

▪ Class fees  

▪ Prorated class fees  

▪ On campus room/rent  

• Only rent and electricity  

▪ On campus meal plans  

▪ Program fees (study abroad)  

➢ We do not include  

▪ Furniture charges from campus housing  

• This may show as an on-campus housing chares for a few dollars – check on My 

Financial Center to see if it is an eligible charge  

▪ Prorated tuition for repeats  



▪ Student center health plans  

➢ In PeopleSoft, go to view customer accounts  

▪ Click on items by term and then view all  

• Scroll down to the correct term  

▪ We count institutional charges up to and including the date that the student withdrew 

under the column date posted  

▪ We do include cents when calculating institutional charges  

 

➢ For example, if this student discontinued on 11/8/2021 then their institutional charges 

would be:  

▪ Housing: $2,012  

▪ Tuition: $1,492 

▪ Total: $3,504 

❖ If the student needs and R2T4, go to PeopleSoft, create worksheet  

➢ You will need to click the second tab, add a new value.  

➢ Put in the ID, make sure the aid year is correct, and then put in the term  

➢ On the first tab, Return TIV Aid input  

▪ Date of withdrawal  

▪ Institutional determination date  

▪ Select payment period.  

▪ Save  



 

➢ On the second tab  

▪ Click calculate all  

• By clicking the details link next to E you can make sure that all of the correct 

Title IV aid has been included in the calculation – be especially careful if the 

student needed an initial adjustment  

 Aid must be disbursed in a regular calculation for the aid to show up in E – 

thus you must wait until all of the appropriate aid has disbursed to then 

complete the calculation  

 

▪ Input institutional charges  



• We include exact cents for institutional charges  

▪ Click calculate  

▪ The rest of the worksheet should fill out 

▪ Save  

 

▪ Click on the detail link next to O  

• This will give you a breakdown of how much we need to adjust the student’s aid 

and which types of aid we need to adjust  

• This is the following order in which we return federal financial ais  

 Unsubsidized loans  

 Subsidized loans  

 PLUS loans  

 Pell grants  

 IRAQ/Afghanistan service grants  

 FSEOG  

 TEACH grants  

▪ Add Pell amounts from O to Pell amounts from U to get the total amount of Pell 

grants that you should return  

• If the amount in U is positive, add that amount to O to get the total amount of Pell 

grants that you should return  

• If the amount in U is negative, then we treat it as if it is zero. Only return the 

amount listed in O in this case 

• If there is not a Pell amount listed in O but there is an amount listed in U, then 

return the amount listed in U 

➢ On the last tab, Return TIV Aid Notes  

▪ List institutional charges and the breakdown  



▪ If the discontinuance wad due to COVID, list it here  

▪ If the student discontinued past 60% list it here  

• If a student discontinued past 60% find instructions here 

➢ How to adjust Pell grants 

▪ In O (and U), you will see if Pell grants need to be returned. Round that amount up to 

the next whole dollar  

▪ You will need to adjust Pell grants first in Invoke Professional Judgment. The system 

will try to adjust it if you try to do the loans first  

▪ In Action put ‘B’ to the left of federal Pell grant  

▪ Enter the amount in offered that you would like to now be disbursed  

• Keep in mind that you need to add in applicable fall/winter amounts for which the 

student may not have discontinued from  

▪ Once you enter the amount, a warning box will pop up, click okay and then check the 

custom split box  

• This will allow you to enter custom amounts for each semester 

• Click through any warnings  

• Click okay  

▪ Click validate  

▪ Click on the blue disbursement link to check that your award was validated correctly  

▪ Post  

▪ Save  

➢ How to adjust loans  

▪ Adjust loans in assign awards  

▪ Get the amounts from O in the worksheet to see how much you need to adjust the 

loans  

• Keep in mind that you are not adjusting the entire year’s loan, just the semester 

that the student discontinued  

▪ Round the amount from O up to the nearest dollar 

▪ In assign awards, take the net disbursement balance for the semester the student 

discontinued (found in the blue disbursement link) and subtract the amount you got 

from O  

▪ The number that you get will be what you want your new net disbursement balance to 

be in assign awards  

▪ Take that new number and divide it by the origination fee for the year  

• This year it is 0.098943  

▪ That will give you the amount that you need to offer/accept in assign awards to get 

the correct net disbursement balance  

▪ Validate  

▪ Double check that the new disbursement amount is correct – you may have to adjust 

the offered amount up or down by $1  

𝑂𝑟𝑖𝑔𝑖𝑜𝑛𝑎𝑙 𝑛𝑒𝑡 𝑑𝑖𝑠𝑏𝑢𝑟𝑠𝑒𝑚𝑒𝑛𝑡 𝑓𝑟𝑜𝑚 𝑎𝑠𝑠𝑖𝑔𝑛 𝑎𝑤𝑎𝑟𝑑𝑠 − 𝑅𝑜𝑢𝑛𝑑𝑒𝑑 𝑢𝑝 𝑎𝑚𝑜𝑢𝑛𝑡 𝑓𝑟𝑜𝑚 𝑙𝑖𝑛𝑒 𝑂
= 𝑁𝑒𝑤 𝑛𝑒𝑡 𝑑𝑖𝑠𝑏𝑢𝑟𝑠𝑒𝑚𝑒𝑛𝑡 𝑎𝑚𝑜𝑢𝑛𝑡 𝑖𝑛 𝑎𝑠𝑠𝑖𝑔𝑛 𝑎𝑤𝑎𝑟𝑑𝑠 



New net disbursement amount

0.98943
= 𝐴𝑚𝑜𝑢𝑛𝑡 𝑡𝑜 𝑜𝑓𝑓𝑒𝑟 𝑖𝑛 𝑎𝑠𝑠𝑖𝑔𝑛 𝑎𝑤𝑎𝑟𝑑𝑠 

➢ Note 

▪ If a student is discontinuing from Fall, then we would need to cancel the winter 

portion of their loans since they are no longer eligible for a F/W loan when they 

discontinue for fall  

▪ Similarly, if a student does not accept any loans before they discontinue, then we 

need to also cancel the entire loan. They are no longer eligible for a Fall/Winter loan 

• If they want additional funds for Winter, we would need to offer them a winter 

only loan 

❖ Example  

➢ A student discontinues from Fall 2021. In O in the worksheet, we see that we need to 

return $990 in unsubsidized loans and $293 in subsidized loans  

▪ Remember we always round up loans to the nearest whole dollar – even if it is only a 

penny  

  

 



➢ We are only adjusting the loan for Fall 2021, so we know that we need to cancel all of the 

unsubsidized loan since the amount to adjust in O matches the net disbursement amount 

in assign awards ($990 - $990 = $0)  

➢ For the subsidized loan, we would subtract $2,227 - $293 = $1,934  

▪ 
$1,934

0.98943
= $1,954.660764278423 

• In general, rounding down will allow for the correct amount in the net 

disbursement balance, so offer $1,954 (we can only offer whole dollar amounts)  

▪ Since the student is no longer eligible for the winter portion of their loan, in assign 

awards we would put ‘B’ for $1,954 in assign awards  

▪ Validate  

▪ Click the blue disbursement tab to check that it was done correctly. Most of the time 

you will need to create a custom split  

 

 

▪ Validate  

▪ Check the disbursement again and make sure the net disbursement balance matches  



 

▪ If it matches, post  

❖ Anytime that you make an adjustment for an R2T4, you should disburse with override  

➢ Go to the PeopleSoft screen, disburse aid with override  

▪ Select the correct term  

▪ Click view all  

▪ For any areas that you have adjusted or canceled, click the override authorization box  

▪ Next, click the yellow authorize box  

▪ Make sure that the authorized amount changes to the correct sum  

• The amount accepted and the amount authorized should match  

▪ Never select the yellow disbursement button  

▪ Save  

 

 

❖ Double check to make sure that the student’s Financial Aid (Census) Load is not N if they 

get to keep aid  

➢ If it is N, change it to the amount that they participated in  

❖ Leave a file note  

❖ Message the student  

❖ Complete the Worksheet on the first tab  

➢ Make sure to select save or the complete status will not go through  



 

❖ Resolve the FAD NSI  

➢ You can do this on several screens including: Manage service indicators, Financial Aid 

Status – Admin, Create WS, etc.  

➢ Click on the red do not symbol  

➢ Click on the FAD code  

➢ Select release  

➢ OK 

 

 

❖ Put the student’s information on the Student Financials Spreadsheet in Box  

➢ List the date you add the name, the term, and the student ID.  

➢ Next, list the aid as is on Financial Aid Admin after you make all of the necessary 

adjustments  



 

➢ For this student, it would be $3,073 in Pell, $1,954 in subsidized loans, and $0 in 

unsubsidized and PLUS loans.  

➢ Put any notes that student financials might need to be aware of  

▪ For example, if it is a post withdrawal disbursement  

COVID-19 Discontinuances  

❖ Students who are approved as a COVID-19 discontinuance are not required to return aid that 

they normally would have had they discontinued for other reasons  

❖ Even though students who discontinue due to COVID are not required to return the aid, we 

are still required to perform the calculation as normal – just do not return any aid at the end  

❖ In your file note, mention how much aid the student would have been required to return 

under normal circumstances  

❖ Let the senior processor know that you had a student approved for a COVID-19 

Discontinuance  

❖ For the senior processor  

➢ Put on the COD indicator for the student for each type of aid that they were awarded  

▪ You will need to put on the indicator for students who discontinued before and after 

60% 

• If they have both loans and Pell, then you will need to do this process once for 

each award type  

▪ In COD go to person and look them up by their social security number  

▪ Under Person Info click on the award you need to add the indicator for  

▪ Make sure you are on the correct award year, and then select the amount that was 

approved for the year  

  



▪ Under award information select disbursements  

▪ Next, click on the number – this will correspond with the semester that they student 

had an R2T4 completed for  

 

▪ Hit update  

 
▪ On the next page, make sure the payment start date is correct  

• This should be the first day of the semester  

▪ Check the coronavirus indicator box  

▪ Click submit  



 

▪ The coronavirus indicator should know have a ‘yes’ on the disbursement information 

screen  

▪ This process will be the same for direct loans – just make sure to click on the direct 

loans under person info  

➢ Make a note on your spreadsheet on how much aid the student would have had to return – 

you will be required to report sum amounts we would have returned for all students 

granted a COVID-19 exception  

▪ You will want to note the amount of Pell, subsidized loans, unsubsidized loans, PLUS 

loans, and total amounts from each aid type.  

▪ If they discontinued past 60%, there will be no aid that they would have been required 

to return  

➢ At the end of the aid year, you will need to report the sums in COD  

▪ In COD go to Tools  



▪ Select R2T4 Lump Sum Reporting  

▪ School selection: Brigham Young University  

▪ Disaster Type: Coronavirus  

▪ Enter the Award Year  

▪ Search  

▪ When you think that there will not be any other funds to report for the year, click 

report new funds  

• This will allow you to create your first report, which can edit if needed  

 To find a report that you have already created, click search. The report will 

come up, which you then have the option to edit.  

• In this report, you will be required to disclose how much money we would have 

returned for Pell grant, unsubsidized loans, subsidized loans, and PLUS loans.  

• You will also need to report the total aid that would have been returned from all 

areas.  

 

Undisbursed Aid & Post Withdrawal Disbursements  

❖ If the amount disbursed to the student is less than the amount the student earned, and for 

which the student is otherwise eligible, he or she is eligible to receive a post-withdrawal 

disbursement (PWD) of the earned aid that was not received. 

➢ Just because a student is eligible for undisbursed aid to be included in their calculation 

does not mean that we will ultimately make a post withdrawal disbursement  

❖ A student may be eligible for undisbursed aid to be included in the R2T4 calculation when:  

➢ They accepted loans that meet all late disbursement rules, but the loan did not actually 

disburse to the student account  

➢ The student completed verification before they discontinued but they were never 

packaged  



➢ The student completed verification within the appropriate deadlines and is found to be 

eligible for additional aid as a result of that verification  

➢ The student dropped all courses before census and the system automatically canceled 

their Pell grant when the student did participate  

❖ Exceptions  

➢ We cannot include funds as undisbursed aid if they will exceed Pell lifetime eligibility 

limits  

➢ We cannot include loans as undisbursed aid if they will exceed federal aggregate limits  

➢ If a student was an overaward which caused us to cancel a winter portion of a loan, then 

we do not include those funds as aid that could have been disbursed 

❖ Loans  

➢ Late disbursement requirements  

▪ A valid ISIR has been processed  

• A valid ISIR includes both an official and unofficial EFC – we are unable to 

accept a rejected ISIR to meet these requirements, however 

▪ The loan has been originated  

▪ A promissory note has been signed  

• The signature may be obtained after the student withdrawals but must be signed 

before we perform the R2T4 calculation  

▪ If SAR/ISIR has comment codes, then they need to be resolve before we can do R2T4  

• These funds should be included even if we cannot include the funds as a PWD  

➢ If a student accepted loans when they did not establish half time enrollment and the loan 

meets all other requirements for a late disbursement, we can include that aid as aid that 

could have disbursed in the calculation  

▪ However, since the student did not establish eligibility for the funds, then we will 

never actually make a post withdrawal disbursement  

▪ For example, consider a student who accepted a fall/winter loan and received that 

loan for fall and completed the term but then decided to discontinue from winter 

semester. The winter portion of the loan originated, and they only ever enrolled in 3 

credits. They then decide to discontinue. Even though the loan never would have 

disbursed to the student, we can include those funds as aid that could have disbursed. 

• We will never disburse the aid since they did not enroll in 6 credits.  

❖ If you find that a student is eligible for a post withdrawal disbursement, follow these steps:  

➢ Make sure that the student has any undisbursed aid that is eligible to be included in the 

calculation on their account but not disbursed  

▪ In other words, the Pell or loans should be accepted on assign awards, but nothing 

should actually be disbursed to the student’s account.  

➢ Fill the first tab of the worksheet as normal  

➢ On the second tab, when you click calculate all, make sure that E is empty. However, in 

the detail link, double check that the amount hat could have been disbursed is correct. F 

should have that same amount listed 



 

 

➢ Enter institutional charges and click calculate  

▪ The amount in O should be zero. This is because instead of reducing a student’s 

award that has already been disbursed, we will actually be disbursing additional funds 

to them.  

➢ Complete the worksheet and save 

➢ Go to the fourth tab, post-withdrawal disbursement  

▪ The PWD Detail link will break down you what kind of aid we need to return, and 

how much we need to disburse to the student  



• Always round these amounts down  

 In the example below, the student would be sent a PWD of $330  

 

 

➢ Go to Invoke Professional Judgment in PeopleSoft to return grant funds   

➢ Disburse aid with override  

➢ Put the student on the student financials spreadsheet and mark that they were a post 

withdrawal disbursement in the notes  

➢ Place an FDV negative service indicator in PeopleSoft  

▪ In PeopleSoft go to Manage Service Indicators  

• Enter the student ID and search  



• Click on ‘Add Service Indicator’  

• Fill out the following:  

 Service indicator code: FDV  

 Reason: R2T4 

 Start term: term the student discontinued from  

• Click Ok  

• Save  

➢ Notify the student that they were eligible for a post withdrawal disbursement  

➢ If the student was eligible for loans  

▪ We must receive confirmation that the student wants the loans they may be eligible 

for before we can disburse them  

▪ We must provide information about the loans for PWD students within 30 days  

• They have a minimum of 14 days to tell us if they want the loan, but we can only 

disburse the fund within 180 days of the Date of determination  

 Make sure to document these dates on the post withdrawal disbursement tab 

and save your progress  

• If we cannot make the disbursement and they request the funds, we must notify 

them in writing that we will not make the disbursement and why  

▪ Make any loan adjustments in the system and notify student financials  

➢ Once all adjustments have been made, mark that the Post Withdrawal disbursement status 

as complete  

❖ We are prohibited from making post withdrawal disbursements in the following 

circumstances  

➢ A second disbursement of loan funds (unless the student has completed the loan period)  

➢ A disbursement of Direct Loan when they have not signed an MPN  

▪ If the MPN is the only thing prohibiting a PWD, then we should call the student to 

see if they would like the loans. This is because the student can sign the MPN 

anytime within the 30-day deadline and we would then be able to make the 

disbursement.  

➢ A disbursement of a Direct Loan for a first year first time borrower who withdraws 

before the 30th day of the students program of study (except when this delay does not 

apply because of low default rates)  

➢ A disbursement of Pell for a student who did not have a valid SAR/ISIR by the deadline  

➢ A first disbursement of Direct Loan in a loan period to a student enrolled in a modular 

program who has withdrawn before beginning attendance in enough courses to establish 

half time enrollment status  

➢ For a student who has withdrawn, a school cannot disburse aid received for a previous 

semester unless the student qualifies for a late disbursement 

Finding Proof of Participation  

❖ Testing Center  

➢ https://testing.byu.edu/personal-report 

https://testing.byu.edu/personal-report


➢ Enter the student’s BYU ID or Net ID.  

➢ In the top right corner, make sure it is the right semester. 

▪ Note: once you click the Lookup button the Semester field will change back to the 

current semester. 

➢ If they took a test in the class, then you have proof that they began attendance.  

 

❖ Learning Suite   

➢ https://learningsuite.byu.edu/.oPXR/admin/student_attendanceb  

➢ Enter the term, year, Teaching area (this may take time to load), and then find the Course. 

▪ Make sure you also select the correct section or professor if applicable  

➢ Enter the student’s NetID (cannot use ID number) in the field next to the “Get Gradebook 

Data” button, then select this button. 

➢ If a date shows up under “Submitted Assignments,” “Recorded Attendance,” or “Exams 

Taken,” we can use that date as their date of participation. 

➢ While the exact dates in the “Recorded Score” boxes can’t be used (because it’s the last 

date a professor modified their grade, and thus isn’t when they participated), it’s still 

proof of participation.  

❖ Canvas 

➢ https://tableau.byu.edu/#/site/LMS/views/CanvasUserSubmissionReportNew/CanvasUser

Report?:iid=1 

➢ Enter the Year Term at the top right-hand corner.  

➢ Enter the NetID on the top right-hand corner. Make sure to check the net ID box, or the 

student will not show up  

▪ Also make sure to un-check the box after you are finished with that student as Canvas 

can pull up data from multiple students at a time.  

➢ When the results load, you can check the top left-hand corner for the course.  

➢ If there is a date in the ‘submitted at’ column, you can count that as proof  

https://learningsuite.byu.edu/.oPXR/admin/student_attendanceb
https://tableau.byu.edu/#/site/LMS/views/CanvasUserSubmissionReportNew/CanvasUserReport?:iid=1
https://tableau.byu.edu/#/site/LMS/views/CanvasUserSubmissionReportNew/CanvasUserReport?:iid=1


 

Contacting Professors  

❖ The first step is to email the professor  

❖ Find the professor’s email in PERSUM  

❖ In the fadocs email in outlook, email the professor the template from box  

➢ Make sure that you select the correct template for the student’s situation (before/after 

census)  

➢ Make sure to change the necessary fields 

▪ Professor’s last name  

▪ Student’s name  

▪ Student ID  

▪ Class  

▪ Section number  

▪ Date you need a response by  

▪ Your signature  

➢ Subject line: STUDENT NAME, SEMESTER Discontinuance Proof of Participation  

❖ Generally, do not give the professor up until your 30-day deadline to respond. Give them, at 

most, a week to respond. Make sure to follow up if they do not respond by the date that you 

give to them  

❖ If they do not respond to emails, call the professor  

➢ You can find their phone number in PERSUM  

➢ If you cannot reach them, call their department to see if you can contact them by any 

other means. They may be able to help reach them or tell you when to call.  

❖ How to get into the fadocs email in outlook  

➢ Go to outlook online  

➢ Once in your personal account, go to the top righthand corner where your name is located 

and click on it  

➢ Click on open another mailbox  



  

❖ Type in fadocs and then select the email and click open  

Initial Adjustment  

❖ If a student has been awarded more aid than they have proof for, we need to make an initial 

adjustment of their Pell grant  

➢ Double check in c163 what their load should be and take into account any repeats, or 

classes added after census  

❖ First, go to Maintain student FA term in PeopleSoft 

➢ On the first tab, FA Term, navigate to the correct term (do not adjust the wrong 

semester/term!)  

➢ Select the + button on the Student Data row. This will allow you to make changes to the 

student’s FA Term 

 

➢ On the second tab, acad level, change the FA Load to reflect the load without the 

withdrawn course(s) you are excluding. Ex: F, T, H, L 

➢ If the load does not match the calculated load, make sure the box next to financial aid 

load is checked.  

 

 



 

➢ Go to the statistics tab and change the taken credits to the number of credits the student is 

currently enrolled in.  

 

 

➢ Save (click okay on any pop-ups that show up. Sometimes there are several). 

❖ Go to the Assign Awards to a Student screen and select Validate. This should automatically 

adjust the Pell grant for you. If it does not, put a “C” in the Action box and tab, go back to 

the Action box and enter a “B” and Validate.  



➢ Verify the amounts are correct and Post.  

❖ You will then need to manually authorize the change on the Disburse Aid with Override 

screen. 

❖ Message the student about the reduction. There should be a template in Box to use.  

Verification & R2T4  

❖ If a student does not have a valid ISIR on file at the time that they discontinue, then they are 

not eligible for an Title IV funds for that semester and no R2T4 is required  

❖ If the student has completed verification before the R2T4 deadline, and does not submit any 

subsequent ISIRs 

➢ Complete the R2T4 as normal  

➢ Return any unearned funds or make a PWD of grant funds within 45 days of the date of 

determination if the aid did not disburse  

➢ If a student provides all documents for verification after withdrawing but before 

verification submission deadline and in time for 30-day R2T4 deadline, then the 

institution will perform an R2T4 calculation using all Title IV aid that the student 

established eligibility for as a result of the verification and for which the conditions of a 

late disbursement had been met prior to the student’s loss of eligibility due to withdrawal  

▪ Keep in mind that if they complete verification on day 29 out of 30 (from the date of 

determination), we will have to complete the R2T4 within the 30-day deadline 

❖ When the student has not and never will complete verification leaving them with an 

unofficial EFC 

➢ If the school cannot meet the 30-day deadline because verification is not complete, 

complete the R2T4 on funds that can be disbursed without verification (Unsubsidized 

loans and PLUS loans) 

➢ A student who fails to provide the required documentation in time for a school to 

complete verification and meet the R2T4 deadlines is responsible for returning any Title 

IV grant funds and subsidized loans already disbursed prior to being selected for 

verification. 

❖ When the student was selected for and has not completed verification within the 30-day 

deadline for the R2T4 but completes verification later  

➢ An R2T4 should have already been done on funds that are not subject to verification 

➢ We will need to do a new R2T4 once verification is complete based on all the aid that 

student qualified for due to the completed verification  

➢ They must have completed verification no later than 120 days after the student’s last day 

of attendance or the deadline established each year by the Department (the end of 

September/year end close out) whichever is earlier  

▪ This applies if the student was not enrolled at the time that we are reviewing the 

calculation. If the student is currently enrolled, then the 120 day deadline starts over 

again for the next time that the student ceases attendance  

➢ A school must make any applicable post-withdrawal disbursement  

❖ When we completed and R2T4 on a valid ISIR, but the student submits a subsequent ISIR 

that needs to be verified  



➢ For example, when a dependent student discontinued and had an R2T4 done, then 

submits an ISIR during spring/summer when they get married  

➢ If the student is no longer in attendance when selected and will not reenroll in the aid 

year no further disbursements will occur.  

▪ We do not need to complete verification, and we may keep the R2T4 based on the 

first ISIR that the student was awarded on  

▪ We cannot make a PWD unless verification is completed  

➢ If the student is enrolled when they are selected for verification but does not complete 

verification  

▪ If verification is not completed, then we cannot make any PWD  

▪ If the student does not complete verification prior to the R2T4 deadline, we must 

perform the calculation based on Title IV aid not subject to verification that was 

disbursed and could have been disbursed when the student withdrew  

➢ If the student is enrolled when they are selected for verification and completes it  

▪ Must recalculate aid eligibility and take the following actions  

• Reduction in eligibility  

 Student must resolve overpayment made to them  

 When a new R2T4 calculation is completed, the calculation should only 

include funds they are eligible for with their new EFC  

➢ Cancel any excess funds the student is no longer eligible for as a result of 

the verification before you complete the R2T4  

• Increase in eligibility  

 Must do a new R2T4 based on the aid the student is eligible for based on new 

EFC  

 If they are eligible for more Pell grant funds, then the school should include 

those funds as aid that could have been disbursed  

• Return funds or make post withdrawal disbursement  

 If we are required to return more funds than done by the previous R2T4, then 

we must do so and make appropriate adjustments when reported NSLDS/COD  

Modules within a regular semester  

❖ During Fall/Winter, a student can be enrolled in semester length courses, first block classes, 

and second block classes  

❖ If the student is enrolled in a combination of first block and semester length courses  

➢ If they drop all courses, they are a discontinuance  

➢ If they drop all semester length courses and stay enrolled in the first block class  

▪ If the first block class has not ended, they are still enrolled and no R2T4 is required  

▪ If the first block class has ended and then they drop all semester length courses, they 

are considered a discontinuance since they are no longer have current enrollment  

• Check to see if the module that they completed is 49% of the semester. If it is, 

then no R2T4 is required since this is a discontinuance exception 



➢ Remember, since there is only one census for Fall/Winter, we can use proof of 

participation from any class, regardless of the module.  

❖ If the student is enrolled in a combination of second block classes and semester length 

courses  

➢ If they drop all courses, they are a discontinuance  

➢ If they drop all semester length courses and stay enrolled in a second block class  

▪ Since the student has current enrollment, an R2T4 would not be required  

▪ If the second block class has not started yet, obtain written intent that the student 

plans to attend the second block class   

• If no intent is provided, then proceed with an R2T4 calculation  

▪ If the student intends to attend, then no R2T4 is required at this time 

• Verify that the student does end up attending. If they do not return, then we would 

need to complete an R2T4  

➢ If the second block class has started and you can verify proof of participation, no R2T4 is 

needed since they have current enrollment 

▪ If the student subsequently drops all second block classes they would be a 

discontinuance and we would use the date they drop the second block class as the 

date of determination  

❖ Weeklong courses  

➢ A student can be awarded federal financial aid for a course that is only a week. It will 

follow the same general rules as other modular classes  

▪ If a student drops all semester length and modular courses and stays enrolled in a one-

week class 

• If they are currently enrolled, then no R2T4 would be required  

• If the class has not yet begun, then obtain written intent to attend  

 If they do not provide written confirmation, proceed with the R2T4  

 If they do provide confirmation, verify that they attend. If they do not, we 

need to complete an R2T4  

• If the class has ended at the time that the student discontinues from all other 

courses, then they do not have current enrollment and the student would need an 

R2T4 completed  

 If the student completed a first or second block module and a one-week class, 

see if the combination of those courses adds up to 49% of the term. If they do, 

then no R2T4 would be required.  

R2T4 Calculations Before Census  

❖ Complete the R2T4 as normal, but note the differences below  

❖ Withdrawal date  

➢ Normally, we would find the withdrawal date in REG01. However, when a student 

discontinues before census, a discontinuance date will not populate in REG01  

▪ Go to REG03 to see the date that the student dropped their last Title IV aid eligible 

class and use that as your date of withdrawal  



▪ When you look for proof of participation, only use the classes that the student 

dropped on their withdrawal date  

➢ For example, the student below would have a withdrawal date of 9/02. Even though the 

student was enrolled in three classes for the semester, we would only include CELL 360 

and CELL 444 when we look for proof of participation since those are the classes 

dropped on their withdrawal date  

 

❖ Date of determination  

➢ When a student discontinues before census, it will be the same date as the withdrawal 

date found by checking REG03  

❖ COVID-19  

➢ We are not required to message each student to determine if they discontinued due to 

COVID-19 if they discontinue before census  

❖ Undisbursed aid  

➢ Students who discontinue before census may have aid canceled by the system. That 

would mean they would potentially be eligible for a post withdrawal disbursement  

❖ Proof of participation  

➢ For professors, there is a different process that they use to check for participation. Make 

sure to send the appropriate message template to professors so they can find proof  

➢ Sometimes, if a student discontinues before census, they would not have begun 

participation in the class, and we would not need to look for proof  

▪ For example, classes start on Monday 1/1/2021. A student discontinues on 1/1/2021 

from one class, ACC 200 that meets on Tuesday and Thursday. Since the ACC 200 

class would have begun on 1/2/2021 and the student discontinued on 1/1/2021, we 

know that the student could not have participated, and we do not need to look for 

proof of participation in that course  

▪ Use the following link to see when a class is scheduled to begin  

• https://commtech.byu.edu/noauth/classSchedule/index.php?yearTerm=20211&cur

riculumId=11448&titleCode=001  

➢ Use CLS10 in AIM to see professor information  

❖ Classes eligible for aid  

➢ If a student drops all courses before census, then those courses will not appear in c163. 

As a result, you will need to check recsum to see if any of the classes that the student 

discontinued from were third time repeats  

❖ Maintain Student FA Term  

https://commtech.byu.edu/noauth/classSchedule/index.php?yearTerm=20211&curriculumId=11448&titleCode=001
https://commtech.byu.edu/noauth/classSchedule/index.php?yearTerm=20211&curriculumId=11448&titleCode=001


➢ Sometimes the system will automatically adjust the student’s FA term to N when they 

discontinue before census  

▪ If they did not participate and no R2T4 is needed, then the N status can remain  

▪ If the student did participate and they are eligible to keep aid on their account, then 

we cannot keep the status of N on their account  

• If a loan change is being transmitted, the load needs to be at least halftime, or it 

will fail.  

• If the student is only eligible for Pell, change the load to correspond to the Pell 

they get to keep. For example, if a student gets to keep $23 in Pell grants then we 

would want to leave the load at L. If they get to keep $1,000 in Pell grants, then 

they would need a load of H.  

 The load does not need to correspond to their original enrollment, just the aid 

that they get to keep 

Considerations for Fall vs. Winter R2T4s  

❖ Fall semester  

➢ It may be more common for students to submit a FAFSA later in the semester. In this 

case, a student’s census would be the first time they are packaged if that occurs after the 

published census  

▪ This will affect their load for awards that they are eligible for  

➢ If a student discontinues with loans for fall semester, they are no longer eligible for the 

Winter disbursement of the Fall/Winter loan that they accepted since they do not have 

continuouse enrollment  

▪ When you adjust the aid for the student, also cancel the student’s winter portion of the 

loan that is undisbursed. The student can still request loans for winter semester, we 

would just have to offer it as a winter only loan instead of as a fall/winter loan.   

❖ Winter semester  

➢ Make sure to adjust student’s aid for only winter and keep any aid on the student’s 

account that they were eligible for during fall semester.  

Retroactive Discontinuances  

❖ For retroactive discontinuances for the current semester  

➢ Withdrawal date  

▪ Since the act of withdrawing is considered proof of participation, we can use the date 

the petition was officially submitted as the withdrawal date  

▪ You can find this in PET01  



 

➢ Date of determination  

▪ This date will be the date that the petition was approved. This can be found under the 

petition requests chart by clicking ‘view log’  

 

▪ The date next to the ‘approved’ decision is the date we would use as the date of 

determination  

 

❖ For retroactive discontinuances from past semesters  



➢ An R2T4 should have been completed previously from an unofficial withdrawal.  

▪ In that case, the past R2T4 can stand. Leave a file note documenting that a new R2T4 

is not necessary since one was already complete  

➢ If an R2T4 was not completed, check to see if the student received a passing grade for the 

semester in question  

▪ You can do this by going to rec17 in AIM  

▪ If the student received a passing grade, then they completed the term and earned all 

Title IV aid for the semester. No R2T4 would be necessary.  

R2T4 Past 60% 

❖ For federal aid purposes, the student earned all Title IV aid. As a result, the student will not 

need to return any funds.  

❖ If a student discontinued past 60% then you still need to complete an R2T4 even though you 

will not return any funds  

❖ Complete the R2T4 as normal. Note that the student participated past 60% in the worksheet 

and in a file note  

➢ Keep in mind that a student who does not participate in all courses they were paid for 

may need an initial adjustment  

▪ For example, if a student discontinued past 60% and was enrolled in 12 credits but 

only participated in 6 credits, then we would reduce their Pell grant to half time. They 

would be required to return the funds for the classes that they did not participate in 

❖ Send the specific past 60% message to the student from Box  

❖ Still list the student in the student financials spreadsheet  

 

 

 

 

 

 

 

 

 

 

 

 

 



Spring & Summer Discontinuances 

Reasons a Student Would not Need an R2T4 Completed  

❖ Did they meet a withdrawal exemption? Click here for more information  

❖ Did they have written intent to attend a future module within the payment period? Click here 

for more information 

❖ What was the timing of their withdrawal? Click here for more information 

❖ Did the student establish eligibility for any federal financial aid?  

➢ Consider base and additional Pell eligibility. Click here for more information  

➢ Consider whether or not a student attended another university during the aid year. Click 

here for more information 

Written Intent to Attend  

❖ If a student withdraws from Spring term and still has Summer enrollment, we need to obtain 

written confirmation from the student that they intend to attend a module later within the 

payment period  

❖ We must obtain the written confirmation at the time the student would have been considered 

a withdrawal  

➢ Our policy is to wait 1 – 1 ½ weeks for the student to respond to our message  

▪ If the student does not respond, then we assume that they will not attend  

❖ If we do receive a letter of intent  

➢ Do not complete the R2T4 at this time 

➢ Pull back any Summer aid that the student is not eligible for until 10 days prior to the 

start of Summer term 

➢ Check back at Summer census to make sure that the student stays enrolled in Summer 

courses  

▪ If the student drops all Summer courses, complete an R2T4 with a Spring withdrawal 

date and a date of discontinuance of Summer census  

▪ If the student stays enrolled, then we just need to make sure that they are being paid 

correctly, and we would not need to complete an R2T4  

❖ If we do not receive a letter of intent  

➢ Proceed with the R2T4  

➢ Check back at Summer census to see if the student enrolls  

❖ Instances that we would not need to request a letter of intent  

➢ The student does not have any Summer enrollment when they dropped Spring classes  

▪ Even if they enrolled in Summer at some point, if they do not have current Summer 

enrollment when they discontinue from Spring, we do not need to ask for intent 

➢ The student is only eligible for additional Pell grants. They are enrolled in 3 credits 

Spring and 3 credits Summer. They drop all Spring courses and stay enrolled in Summer  

▪ Since the student is only eligible for additional Pell, even if they attended Summer 

courses, they would not be eligible for pell grants. We do not need to request intent  

▪ Cancel the aid on assign awards  



• Make sure that the financial aid load has been updated. If it has, then the award 

also should have been updated. Check to make sure and make adjustments to aid 

if needed 

• If the financial aid load has not updated, go to maintain student FA term and 

change the load  

 Go to Maintain Student FA Term and scroll to the correct term  

 On the first tab, FA Term, click on the blue plus button under student data 

(not term information)  

 

 On the second tab, Acad Level, change the financial aid load to the 

appropriate load (in this case L)  

 Make sure that the override button is NOT checked. This way, the student’s 

financial aid load will update if they enroll in more credits for Summer and 

become eligible for additional Pell at that time 



 

• We do not want to change anything in PJ, otherwise the student will not 

automatically be packaged  

➢ If the student drops all Spring courses and then subsequently enrolls in Summer courses, 

that counts as intent to attend and we would not need to request written confirmation  

➢ If the student marks in DISC01 that they intend to re-enroll for Summer term, we can 

count this as intent and would not need to request written intent from the student  

❖ When we request intent to attend from a student we should always create an R2T4 sessions 

page 

➢ If the student does provide intent to attend  

▪ Create a second note in the sessions page and write: “received written confirmation 

from the student that they will attend Summer term”  

▪ In the sessions page, put a status of ‘in progress’ for the Summer term  

➢ If the student does not provide intent to attend  

▪ Create a second note in the sessions page and write “did not receive written 

confirmation from the student that they will attend Summer term”  

➢ Completing these steps will allow us to create a query to check to see if a student does 

come back for Summer term  

▪ If they do not come back: an R2T4 would need to be completed  

▪ If they do come back: We may need to undo an R2T4 completed form when we did 

not receive intent 

Pulling Back Spring Disbursements  

❖ When a student discontinues Spring and then provides written consent that they will attend 

Summer we cannot award the aid for Summer until 10 days prior to the start of Summer 

❖ Steps to undisbursed aid  

➢ First, reduce the aid down to their current Summer enrollment in assign awards  

▪ We do not want to adjust anything in PJ or else the student will not be packaged 

properly  

➢ Update the FA term to current enrollment levels and do not check the override box 



➢ Next, put on a user edit on Maintain User Edit Messages in PeopleSoft 

▪ If a user edit has been placed previously, then you do not need to place another one  

▪ Msg Type: Error  

▪ Msg Code: SUMMER 

▪ Term: 2223 

▪ Put on a comment explaining why you placed the user edit  

▪ Msg Action: No action taken  

▪ Save  

 

➢ Go to disburse aid with override  

▪ Do not check the override authorization button  

▪ Click on the authorization button 

• This should zero out the aid listed next to ‘authorized’ but the disbursed amount 

should stay the same for now  



 

▪ Wait a day for the aid to undisbursed  

➢ To check if the aid has undisbursed  

▪ Go to disburse aid with override and make sure that the aid listed as disbursed has 

zeroed out  

 

▪ You should also be able to see that the amount has come off of FA admin after 

student financials posts batches  

Additional & Base Pell  



❖ A student can only receive 600% of Pell grants (Pell Lifetime Eligibility Limit or Pell LEU) 

within their undergraduate career. This is roughly 6 years if a student uses 100% per year.  

➢ Base Pell is the first 100% of their Pell LEU that they use within an aid year  

❖ A student can use up to 150% of their Pell eligibility within one year, provided that they 

enroll in at least half-time over the duration of Spring/Summer  

➢ Additional Pell is any Pell grant a student is awarded within one aid year that exceeds 

100%  

❖ At BYU, Spring/Summer is a trailer semester, so if a student receives a full-time Pell grant 

during Fall/Winter, then a student would have used all of their base Pell during Fall/Winter 

and would be awarded additional Pell Spring/Summer (assuming that they enroll in half-

time)  

➢ Sometimes Spring/Summer is a header at other schools, meaning they would be awarded 

Spring/Summer aid first within an aid year and winter would be the trailer. Be careful 

when determining whether or not a student is eligible for aid at BYU if you notice that 

the system is not awarding them Pell  

❖  If a student is only eligible for additional Pell during Spring/Summer, then we must verify 

that they participate in at least half time to establish that they were eligible for the Pell grants 

that they were awarded  

➢ For example, if a student enrolls in 9 credits and we find that they only participated in 3, 

we would be forced to cancel the entire ¾ time Pell grant that they received. This is 

because they did not establish eligibility for the additional Pell grant that they were 

awarded 

❖ If the student is eligible for both base and additional Pell, then we need to report that to COD 

in a specific way. If the total amount of Pell the student is eligible for after the R2T4 is 

completed can fit on the base Pell item type, then we need to make sure to put those funds on 

that item type in PeopleSoft  

➢ For example, if a student comes full-time fall, three-quarter-time winter, and half-time 

Spring/Summer, then we will put all of the Spring/Summer aid on the additional Pell item 

type in PeopleSoft even though the student is eligible for LTHT base Pell  

▪ If after we complete the R2T4 the remaining Pell amount that the student gets to keep 

will fit into the LTHT base Pell award (and does not go over the LTHT amount), then 

we need to cancel the additional Pell item type in PeopleSoft and put the remaining 

award on the base Pell item type 

▪ In this same scenario, let’s say this student is eligible for $812 base Pell and $812 in 

additional Pell for Spring/Summer totaling $1,624. The student discontinues and only 

attends 15% of the term. We determine that they are allowed to keep $240 in Pell 

grants. Since the $240 fits within the $812 base Pell amount, we would then cancel 

the additional Pell item type in assign awards and put all of the money the student is 

eligible for on the base Pell item type  

• Base Pell: $3,248 for Fall, $2,345 for Winter, and $240 for Spring/Summer 

▪ If the student completed 58% of the term and we concluded that they earned $941 in 

Pell grants, then we would keep the funds on the additional Pell item type  

• Base Pell: $3,248 Fall, $2,345 Winter  



• Additional Pell: $941 Spring/Summer 

Spring/Summer Header or Trailer  

❖ At BYU, Spring/Summer is a trailer semester. This means that if students have used 100% of 

their Pell eligibility during Fall/Winter that they will be using additional Pell for 

Spring/Summer 

❖ Other schools treat Spring/Summer as a header semester, which would mean that those 

students use base Pell for Spring/Summer  

➢ If a student in this situation transfers to BYU, then they may have either used their entire 

Pell grant eligibility for the aid year (150%) or, they may not be eligible to be paid the 

Pell load that they are enrolled in  

▪ For example, if a student attends a university with a Spring/Summer header semester 

and enrolls in half time they would use 25% of their eligibility at that university. They 

then attend Fall and Winter at BYU and enroll full time during both semesters. At this 

point, they have used 125% of their eligibility. The student then enrolls in full-time 

Spring/Summer at BYU. The student would only be eligible to be paid for half-time. 

This is because they only have 25% of their Pell eligibility left for the aid year 

❖ To check to see if a student received aid at another university and to see the percentage of 

their Pell LEU that they have used at each university that they received aid at, go to NSLDS  

➢ Under the heading ‘Aid’ select ‘Grants’ This will allow you to see a history of the Pell 

grants that the student has received broken down by aid year 

 

❖ In this example, the student received Pell grants at BYU and UVU. They have used a total of 

91.6665% of their Pell grant eligibility during the 2020-2021 aid year 

➢ If they were to come Spring/Summer then they would have 8.3335% eligibility remaining 

for base Pell and 58.3335% total (this includes base and additional Pell) remaining for the 

aid year 

▪ To calculate the exact dollar amount, multiply that base percentage by the dollar 

amount of a 100% Pell grant at BYU (based on our EFC)  

• $6,345 x 0.083335 = $528.760575 

▪ To calculate the dollar amount that the student would be eligible for in additional Pell 

for this student: 



• Keep in mind that the student can only receive a maximum of 50% of their 

eligibility for one semester 

 50 – 8.3335 = 41.6665% 

 $6,345 x 0.416665 = $2,643.739425 

▪ Thus, this student’s total eligibility for Spring/Summer is roughly $3,173  

Withdrawal Timing  

❖ If the student drops all future courses between Spring/Summer 

➢ An R2T4 is required if they do not meet withdrawal exemptions because they have not 

completed all of the days in the payment period that they were scheduled to attend and 

they were paid based on the courses they were scheduled to attend  

❖ If the student drops classes from both modules on the same day  

➢ They are considered a discontinuance and may need an R2T4 calculation adjusted. 

Include classes in the timeframe as mandated by the R2T4 freeze date  

❖ If the student drops all Summer courses on the same day that they complete the Spring term   

➢ The student is not considered a discontinuance  

Withdrawal Exemptions  

❖ If a student meets any one of the following withdrawal exemptions, then we are not required 

to perform an R2T4 calculation  

➢ The student discontinues from all Summer courses, but the student completes half time 

credits during Spring semester  

▪ Completing a course means that a student must pass the course with a D- or higher 

▪ An E, W, I, NS, or T grade does not meet this criteria, regardless of whether or not 

the student will eventually complete the course, or attended through the end of the 

semester. If at the time the student discontinues the student has not passed 6 credits, 

then they would need an R2T4 completed (assuming they do not meet any other 

withdrawal exemptions)  

➢ The student completes modules that encompass 49% of the payment period  

▪ The calculation used to determine if a student completed 49% of the semester is not 

the same as the calculation used to determine if a student attended 60% of the 

semester  

▪ The 49% calculation is only used to determine if the student is considered a 

withdrawal or is exempt from an R2T4  

• For this calculation, a student had to have successfully completed a module or 

combination of modules that consists of 49% of the payment period not 49% of 

the days within the payment period 

• This amount cannot be rounded up  

▪ The 49% calculation is as follows:  

• Number of days in the combination of modules that the student successfully 

completed / Days in the period (1st day of class through last day of finals) – 

(scheduled breaks of 5 or more consecutive days + all days between modules in 

the period)  



▪ The 60% calculation is used to determine the percentage of the payment period or 

period of enrollment the student completed. If a student has completed 60% of the 

period, then they have earned the aid that they have been awarded 

▪ The 60% calculation is as follows:  

• Calendar days completed in the period / (Total calendar days in the period – 

scheduled breaks of 5 days or more) 

➢ The student meets all graduation requirements prior to withdrawing  

Withdrawal & Determination Date  

❖ Determining which withdrawal and determination date to use during Spring and Summer can 

be difficult since there are two modules. Here are most of the scenarios that could occur: 

➢ The student comes Spring without ever enrolling in Summer and then discontinues from 

the Spring semester 

▪ The withdrawal and determination date would be the date that the student drops the 

last Spring class they were enrolled in  

▪ If the student later enrolls in a Summer course, we would have to undo the R2T4 we 

completed for Spring semester since the student has current enrollment within the 

payment period  

➢ The student enrolls in both Spring and Summer semesters and then drops all Summer 

courses followed by all Spring courses 

▪ The withdrawal and determination date would be the date that the student drops the 

last Spring class they were enrolled in  

➢ The student enrolls in both Spring and Summer semesters then drops all Spring courses 

while staying enrolled in Summer courses 

▪ We would need to obtain a letter of intent that the student will attend the Summer 

courses that they are enrolled in 

• If we receive intent to attend, then no R2T4 is required  

 We must then verify that the student actually ends up attending. If they do not, 

then the withdrawal date is the date that the student dropped all Spring courses 

➢ The date of determination would be the Summer census – this is the first 

date that we could know that the student did not attend as expected  

• If we do not receive intent to attend, the withdrawal and determination date would 

be the date that the student drops the last Spring class they were enrolled in  

➢ The student enrolls in both Spring and Summer semesters, discontinues from Spring, and 

provides intent to attend Summer. The student does attend a portion of the Summer 

semester, but then discontinues from Summer term as well  

▪ The withdrawal and determination date would be the date that the student 

discontinued from the remainder of their Summer courses. However, remember to 

adjust the timeframe to reflect the number of days the student actually attended (click 

here for more information) 

➢ The student comes Summer without ever enrolling in Spring and then discontinues from 

the Summer semester 



▪ The withdrawal and determination date would be the date that the student drops the 

last Summer class they were enrolled in  

Pell Recalculation Date (PRD/Census Date) 

❖ A regular Fall/Winter semester only has one census date, or Pell recalculation date (PRD) 

➢ The PRD is when we lock in a student’s load to determine their eligibility for Pell grants 

(remember that loans are not subject to census) 

▪ For example, if a student is enrolled in 8 credits at the PRD, then they are only 

eligible to receive up to that amount in Pell grants (half-time). Even if they enrolled in 

a second block course later in the term bringing them up to 10 credits, they would not 

be eligible for ¾ time Pell, only half-time which is what they were enrolled in at the 

PRD 

❖ Spring/Summer each have their own Pell recalculation date, meaning we have two for the 

payment period  

➢ A Pell recalculation date will be activated once it has been passed. That means that the 

entire day will have to elapse 

▪ For example, if Spring’s PRD is on 5/4 then the student’s load is not locked until 

11:59:59 on 5/4. The student has all day on 5/4 to add or drop classes to lock in their 

load  

➢ We will use the last activated PRD to lock in a student’s load and therefore establish the 

student’s Pell grant eligibility 

▪ If we have not passed and therefore activated a PRD, click here for more information  

➢ The PRD can only be activated if a student enrolls in courses that correspond with that 

PRD  

▪ For example, a student never enrolls in Spring courses. However, the student enrolls 

in Summer semester and then drops all Summer courses before the Summer PRD. We 

would not revert back to the Spring PRD because the student cannot activate a PRD 

without enrolling in courses that correspond to that term 

• The PRD becomes the date that the student dropped their last Summer course  

➢ Only one RFD will apply to a student 

➢ If a student submits an initial FAFSA during the Spring/Summer semester a student’s 

PRD would be the first time they are packaged if that occurs after the published census  

▪ This does not apply to students who are submitting an updated/subsequent ISIR. 

Their PRD would not be the date they are repackaged, the PRD would be the normal 

published date  

➢ How we count load from Spring when the Summer PRD has passed  

▪ We can count any passing grade (A-D-, P) in the load once Summer census passes  

▪ We can count an earned E, NS, I, or T grade in the load once Summer census passes  

▪ They must have participated in the last week of classes to earn an E  

▪ We cannot count an unearned E, NS, I, or T grade in the load once Summer census 

passes  

▪ We cannot count any W in the load once Summer census passes 

❖ Examples of how to calculate a student’s load with two PRDs during Spring/Summer  



➢ A student enrolls in 9 credits Spring only but never activates the Spring PRD as they drop 

all classes before that date  

▪ The PRD then becomes the date the student discontinued from their last Spring 

course. Since they never enrolled in Summer, they also never activated that PRD  

• So, if the student drops 6 credits on 5/2 and the last 3 credits on 5/3, then the PRD 

is 5/3. In this example, the student’s load on their PRD is LTHT as they were only 

enrolled in 3 credits 

➢ A student enrolls in Spring and Summer. When the Spring PRD passes and the load 

locks, they are enrolled in 5 credits Spring and 2 credits Summer. They drop all courses 

before the Spring semester ends  

▪ The PRD is Spring census. Their load would be locked at 7 credits or half-time. 

However, since the Summer semester never began, they could only have participated 

in LTHT. If the student is only eligible for additional Pell, they would not be able to 

establish eligibility for Pell grants and all aid would have to be canceled 

➢ A student enrolls in Spring and Summer courses. At Spring PRD the load locks, they are 

enrolled in 2 credits Spring. The Spring PRD passes and they then enroll in 8 credits for 

Summer. Summer semester begins, and the student drops all of their Summer courses 

before the Summer PRD 

▪ The PRD is Spring census. Their load is locked at 2 credits for Spring. Even if they 

participated in the Summer courses, LTHT is the highest amount that we can pay 

them. We can substitute Summer class participation for that Spring course, however 

➢ A student enrolls in Spring semester but drops all Spring courses before the Spring PRD. 

The student proceeds to enroll in Summer courses but then also drops all Summer courses 

before the Summer PRD  

▪ The PRD for each individual semester becomes the date that they dropped the last 

courses associated with that term. For R2T4 purposes, we use the last activated PRD, 

so we would use the Summer PRD for the calculation which is the date they dropped 

their last Summer course  

➢ A student enrolls in 5 credits during Spring and 6 credits during Summer term when the 

Spring PRD passes and the load locks. The student withdraws from all 5 credits from 

Spring term. We receive intent to attend the Summer term so we do not complete an 

R2T4. They attend the first month of Summer term and then discontinue from Summer 

term 

▪ The PRD is Summer term. Since the student withdrew from the Spring courses by the 

Summer PRD, we cannot count those Spring courses in the load and we can only pay 

them up to half-time 

➢ A student enrolls in 6 credits Spring and 4 credits Summer when the Spring PRD passes 

and the load locks. The student gets an A in 3 credits and withdraws from the other 3 

credits Spring. They attend Summer courses for a few weeks and then withdraw from the 

remainder of their Summer courses  

▪ The PRD is Summer term. Since the student earned an A in 3 credits Spring, we can 

count those classes in the load. We cannot count the W in the load since they 



withdrew from that course by the Summer PRD. The load for this student would be 

half-time, with 7 credits  

➢ A student enrolls in 6 credits during Spring and 6 credits during Summer term when the 

Spring PRD passes and the load locks. The student fails all 6 credits from Spring term. 

We receive intent to attend the Summer term so we do not complete an R2T4. They 

attend the first month of Summer term and then discontinue from Summer term 

▪ The PRD is Summer term. In order for us to count an E in the load, we would have to 

prove that the student earned the E. This means that the student must have 

participated through the final week of classes 

• If we can prove that they earned the E in all courses, the load would be full time  

• If we cannot prove that the student earned any of the E grades, then the load 

would be half time  

• The same rules apply for NS, T, and I grades. To count them in the load, we must 

prove that the student earned the grade by participating through the last week of 

classes 

Enrollment Period (timeframe)  

❖ The R2T4 freeze date (RFD) determines the denominator/timeframe of the R2T4 calculation  

➢ BYU uses two freeze dates, one for Spring and one for Summer 

➢ The RFD for Spring is the same as the Spring PRD, and the Summer RFD is the same as 

the Summer PRD  

➢ An RFD is activated once that date has passed  

▪ If we have not passed and therefore activated an RFD click here for more information  

➢ Only one RFD will apply to a student. The RFD that applies to a student will be the one 

that has passed the most recently  

➢ The RFD will only apply to a student if they enroll in courses for that term  

▪ For example, we will not use a Spring RFD for a student if they never enroll in Spring 

semester  

➢ The modules included in the denominator will be:  

▪ The modules that the student was enrolled in on the activated RFD  

▪ The modules that the student participated in (regardless of whether or not they were 

enrolled in that course as of the RFD)  

❖ Examples  

➢ A student enrolls in Spring and Summer courses. The Spring RFD passes, and the student 

then decides to drop all Spring courses and stays enrolled in Summer 

▪ If the student provides intent to attend, then we would not need to complete an R2T4  

▪ If the student does not provide intent to attend, then we would proceed with the 

R2T4. The timeframe would include both Spring and Summer since they were 

enrolled in both courses at the RFD  

▪ If the student provides intent and then does not attend Summer term  

• If the student drops Summer courses before the Summer RFD, then we would use 

the Spring RFD, PRD, and withdrawal date. The timeframe would be Spring-

Summer  



▪ If the student drops the Summer courses after the Summer RFD then we would use 

the Summer RFD, PRD, and withdrawal date. The timeframe would be Summer only 

since the student was not enrolled in the Spring classes as of the Summer RFD 

• Unless the student participated in Spring courses, in which case we would include 

Spring in the timeframe  

 This is why we should always collect proof in courses that were aid eligible, 

even if an R2T4 is not needed at that time 

➢ A student enrolls in Spring courses only and then the Spring PRD passes. They then 

enroll in Summer courses and drop everything before the Summer term starts   

▪ The timeframe would be Spring only. The student was not enrolled in Summer 

courses as of the Spring PRD, and they could not have participated in Summer 

courses at that time  

➢ A student enrolls in Spring and Summer and then drops all courses on the same day 

before the Spring RFD  

▪ The RFD becomes the withdrawal date. In this case, the timeframe would be Spring-

Summer since they were enrolled in both on that date  

➢ A student enrolls in Summer and Spring. They drop Summer courses and then the Spring 

RFD passes. The student then discontinues from Spring courses two weeks later  

▪ The timeframe is Spring only since the student was not enrolled in Summer as of the 

Spring RFD, and they could not have participated in Summer courses  

➢ A student enrolls in Spring and Summer courses and decides to drop all of them before 

the Spring RFD passes. We perform an R2T4 with a Spring-Summer timeframe. Then, 

the student enrolls in Summer courses. As a result, we undo the R2T4, however, the 

student drops all Summer courses before the Summer RFD passes 

▪ In this instance, a student never passes an RFD to activate it. The RFD becomes the 

most recent withdrawal date, which would be the date that the student discontinued 

from the remainder of the Summer classes (the second time). In that case, the 

timeframe would be Summer only  

• Unless the student participated during Spring term  

➢ A student enrolls in Spring courses and the Spring RFD passes. The student then drops all 

Spring courses and registers in a Summer course the next day. Since we have intent to 

attend, we do not perform the R2T4. The student participates for a few days of the 

Summer term and decides it is not for them. They then drop that class before the Summer 

RFD  

▪ The last activated RFD is Spring. They were only enrolled in Spring at that time, but 

they participated in Summer courses so the timeframe would be Spring-Summer  

➢ A student enrolls in Spring and Summer and the Spring RFD passes. The student 

discontinues from Spring classes but provides us with intent to attend Summer. We do 

not find that they attended the Spring course that they were enrolled in. The student 

passes the Summer RFD and then drops the remainder of their classes  

▪ The timeframe would be Summer only. The most recent activated RFD is Summer. 

At that time, the student was only enrolled in Summer, and the student never 

participated in their Spring classes  



Institutional Charges  

❖ For purposes of determining the amount of institutional charges to use in the R2T4 

calculation, an institution must always use the initial charges assessed to the student for the 

entire payment period or period of enrollment  

❖ An institution only accounts for adjustments to those charges made prior to the student’s 

withdrawal (for example, for a change in enrollment status unrelated to the withdrawal)  

❖ This also applies to situations where the institution charged the student for classes in multiple 

modules, but the denominator of the R2T4 calculation only consists of the days in a single 

module 

➢ This means that we include Spring and Summer charges in the R2T4 calculation even if a 

module that the student enrolls in never begins  

R2T4 Sessions Page  

❖ We use this page to tell the system each student’s specific denominator within the R2T4 

calculation. This is because each student will have a different denominator that depends on 

what the student was enrolled in and what the student participated in  

❖ Each student who has an R2T4 performed during Spring/Summer should have an R2T4 

sessions page 

❖ Navigation in PeopleSoft 

➢ Main Menu → Financial Aid → Return of Title IV Funds → Return TIV Session  

❖ Procedure  

➢ Add a new value  

▪ Put in the ID and term  

➢ Click view all  

▪ This will automatically create a row for each period  

• 8W1 is Spring  

• 8W2 is Summer  

• 1 is Spring-Summer  

▪ You can add or subtract needed rows by clicking the + or – buttons  

➢ Next, click on the symbol next to ‘Details 3’ 

 

➢ Check the withdrawal date for each period to make sure that they are correct  



➢ Each session will need its own status  

▪ Cancel  

• Do not use  

▪ Completed  

• Student has completed all classes for the session  

▪ In progress  

• Student is actively attending classes for the session 

• Or, we have a letter of intent  

▪ Not enrolled  

• Student is not enrolled in any classes for the session  

• Or, the student has discontinued from the session and we need to use those term 

dates in the R2T4 calculation  

▪ Not started  

• Session has not started and we did not get a letter of intent, but we need a 

calculation with Spring and Summer dates  

▪ Rescind  

• Student withdrew from both semesters. Functions the same as withdraw but is 

another option since we can only use one status per term.   

▪ Withdraw  

• Discontinued – populated from term history session withdrawal  

▪ Examples  

• If a student withdraws from Spring and Summer at the same time and we need a 

Spring-Summer timeframe, then we would use withdraw for Spring and not 

enrolled for Summer 

• If a student withdraws from Spring/Summer and Spring-Summer classes all on 

the same day, then Spring would be not enrolled, Spring-Summer would be 

withdraw, and Summer would be not enrolled  

➢ Once you have selected a status for each term, click calculate and the period summary 

portion will update  

▪ Verify that the completed days in the period is correct  

▪ Make sure that the session period begin and end dates correspond to the timeframe 

that you determined. If you do not see the right dates being pulled in, then you may 

have used the wrong status  

➢ Save  

 



 

➢ Go to the Create WS page in PeopleSoft  

▪ On the first tab ‘Return TIV Aid’  

• Check the ‘Use Session Calculation Data’ box  

• The information under Session information should now match what you input on 

the Return TIV Session page. If not, then go back to the Return TIV Session page 

and make the needed corrections  

▪ Process the R2T4 as normal  

 

R2T4 Past 60% 



❖ It is important to remember that students will have different dates that they are considered to 

have participated past 60% of the semester 

❖ There are three different 60% dates for students who are enrolled in the following 

combination of modules  

➢ Spring only  

➢ Summer only  

➢ Spring through Summer  

❖ If a student enrolls in Spring and then discontinues from Spring but subsequently enrolls in 

Summer term and also discontinues from Summer then we cannot just use the published 

60% date for Spring through Summer  

➢ In this case, we can only pay a student for the days within the payment period that they 

actually attended 

▪ To achieve this, we would use the Return of TIV Session Page to make sure that only 

the days the student attended go towards completing 60% of the term  

❖ Procedure for a student who discontinues from both Spring and Summer  

▪ Collect a last date of attendance for Spring  

▪ Collect a withdrawal date for Summer  

▪ On the Return TIV Session page, the status for Spring will be rescind  

• In the date of withdrawal section, manually put in the student’s LDA  

▪ The status for Summer will be withdraw  

• In the date of withdrawal section, manually put in the withdrawal date  

▪ Click calculate all  

▪ Make sure that the completed days for the period and total days for the period look 

right.  

▪ Proceed as normal  

 



Before census  

❖ Withdrawal date  

➢ The withdrawal date will normally be found in REG01. If the student discontinues before 

census, then we need to look in REG03 to find the date that they discontinued from the 

last class that they were enrolled in 

▪ We only need to look for proof in courses that the student dropped on their 

withdrawal date  

▪ If the student still has current enrollment in Summer term when they drop Spring 

courses, then we need to ask for written confirmation to attend Summer  

❖ Undisbursed aid  

➢ If a student discontinues before census, then the system will often cancel the student’s 

aid. Check to see if the student would have been Pell-eligible before the discontinued  

▪ Also remember to check to see if the student is eligible for base or additional Pell  

▪ Students often enroll in fewer credits during Spring/Summer. If they have a higher 

EFC, make sure that they would have been eligible for Pell grant based on their 

enrollment level at census  

• For example, a student has a 5000 EFC. They are eligible for Pell grants if they 

enroll in half-time or more. If the student was only enrolled in 3 credits at their 

census, then they would not be eligible for Pell grants due to their enrollment 

level and high EFC  

❖ Proof of participation  

➢ Make sure that the student could have begun enrollment in the courses that they were 

enrolled in at census  

▪ For example, if a student discontinues on Wednesday and the first time that one of 

their classes meets on Friday, then we would not need to look for proof in that course  

▪ For example, if a student discontinues during Spring and they are enrolled in a 

Summer course at the Spring PRD, then that student never could have begun 

enrollment in that Summer course, and we would not need to look for proof 

❖ Aid eligible classes  

➢ Classes will not appear in c163 if a student discontinues before census. Make sure to 

check Recsum for third-time repeats to see if the classes are federal aid eligible  

❖ Maintain Student FA term  

➢ If a student discontinues before census, the system may automatically change the 

student’s financial aid load to N 

▪ If the student does not participate in the term at all and does not have any future 

enrollment in future modules/they do not provide intent to attend in future modules, 

then we can keep the load at N  

▪ If the student did not participate in Spring courses but they have future enrollment in 

Summer, and they provide intent to attend Summer, then follow the instructions listed 

here to change the student’s load to match their Summer enrollment so that the 

system will automatically package the student if they decide to attend  



▪ If the student does participate and they are eligible to keep aid as a result of an R2T4, 

then the financial aid status of N cannot remain on their account 

• If a loan change is being transmitted, the load needs to be at least halftime, or it 

will fail 

• If the student is only eligible for Pell, change the load to correspond to the Pell 

they get to keep. For example, if a student gets to keep $23 in Pell grants then we 

would want to leave the load at L. If they get to keep $1,000 in Pell grants, then 

they would need a load of HT 

 The load does not need to correspond to their original enrollment, just the aid 

that they get to keep 

❖ PRD 

➢ If the student withdraws prior to the published census date, then the date that the student 

drops all courses for that module becomes their withdrawal date and PRD to determine 

their load.  

❖ Freeze Date 

➢ If the student withdraws prior to the R2T4 Freeze Date, the institution includes the days 

associated with any module/course the student started and any module/course the student 

was enrolled in for the period as of the withdrawal date 

▪ For example, if the Spring census date is 5/4 and the student enrolls in 3 credits 

Spring and 3 credits Summer on 5/1 and then drops both courses on 5/3 then the 

student has discontinued before the published Spring RFD. The withdrawal date then 

becomes 5/3. On that date, the student was enrolled in both Spring and Summer 

courses, so we would include both modules in the denominator of the R2T4 

calculation  

Helpful Flow chart 

❖ Order of operation  

➢ Did the student complete a module? 

▪ If yes, then did that module consist of 49% of the payment period?  

• If yes, then no R2T4 is needed  

➢ Did the student complete half-time during Spring?  

▪ If yes, then we do not need to complete an R2T4, just make sure that the student is 

being paid correctly  

➢ Did the student drop courses at a time that would make an R2T4 unnecessary?  

➢ Do we have intent to attend a future module?  

▪ If yes, then no R2T4 is needed at this time  

▪ Make sure that the student only receives aid 10 days prior to the start of the term that 

they will attend  

➢ Does the student have current enrollment? 

▪ If yes, then n R2T4 is not necessary  

➢ What is the active census? 

➢ What is the load at the active census? 

▪ Is the student eligible for aid based on their load? 



• Consider base/additional Pell  

• Consider header/trailer semesters  

▪ Which classes can be considered as part of that load? 

• For example, did the student enroll in those courses by the active census? Are 

there 3rd-time repeat or audited classes? 

➢ Did the student participate in the load that they were paid for? 

➢ Does the Pell grant need to be adjusted to match the load the student participated in? 

➢ What is the active RFD? 

▪ Make sure to use the sessions page to input the correct timeframe  

➢ Complete the R2T4  

Reminders  

❖ Students enrolled in Spring-Summer credits receive an NS grade for the class at the Spring 

grade posting deadline. This is because the Spring-Summer class is attached to the Spring 

term, so the grade posting system automatically assigns an NS (No grade) if the class has not 

been graded (which it wouldn't since it is Spring-Summer). The grade is changed after 

Summer when the Spring-Summer class is completed 

❖ When a student discontinues from Spring, we want to adjust their Financial Aid load in 

Maintain Student FA term to reflect the aid that they get to keep as a result of the R2T4 

calculation  

➢ For example, if a student gets to keep $400 in Pell grants, then the load would be LTHT. 

If the student gets to keep $2,400 in Pell grants then the load would be TQT 

➢ If a student gets to keep loans only, then their load would need to be HT 

➢ Unlike Fall/Winter, we cannot leave a student’s load as the load that they had when they 

discontinued, we need to change it to the money that they actually get to keep 

➢ For these students, make sure that we do check the override button for the FA load. This 

will help us to catch students whose load changes when they enroll in Summer courses  

❖ If a student has an R2T4 completed for Spring and re-enrolls Summer  

➢ We must undo the R2T4  

➢ We must now pay the student for their load at the Summer PRD 

▪ This may result in a student losing money if they enroll in fewer credits during 

Summer than they were awarded from the Spring R2T4  

• For example, a student is only eligible for additional Pell and enrolls in half-time 

Spring. They discontinue and are eligible to keep $800 from an R2T4 calculation. 

The student then enrolls in Summer term in only 3 credits. We will undo the 

R2T4 and cancel all aid since the student is not eligible to be paid Pell grants for 

LTHT enrollment.  

➢ We track this with a query that we run once after Summer census  

➢ If a student discontinues from Spring and comes back Summer but they were only 

awarded loans  

▪ We do not automatically re-disburse the loan that they were awarded. We would 

message them to let them know that they are not eligible for those funds again and let 

them accept them if they would like them  



▪ They must still meet half time eligibility requirements  

❖ Once we change a student’s award on Professional Judgement, then the system will not 

automatically re-package a student if they re-enroll  

➢ We should catch these students on Pell not Equal  

❖ If a student is not an R2T4 as receives a W for Spring term  

➢ We can pay them for the W if they participate in that course and do not have any future 

enrollment in Summer term 

➢ Once a student passes Summer census and has Summer enrollment, we can no longer pay 

them for the W that they received in Spring, even if they participated 

➢ We will track students who are receiving aid for Spring term while they have Summer 

enrollment by running this query after Summer census 

 

 

 

 

 

 

 


