	District Office Use Only

	Item Type # 
	

	Legacy Subcode  
	



Maricopa Community College District

Student Information System

Item Type Request Form

	Requestor’s Name:  
	
	Date:
	


1. Which college/center is this Item Type for?  [Keyword1]
	
	PC
	
	City Colleges
	
	RSC
	
	KBAQ  KJZZ   Sun Sounds

	
	GCC
	
	GCC North
	
	SMC
	
	

	
	GWC
	
	MSC
	
	CGC
	
	WEC

	
	MCC
	
	Red Mtn
	
	PVC
	
	

	
	SCC
	
	AirPark
	
	EMC
	
	SWSC


2. Item Type Description (up to 30 characters, use upper & lower case letters)

This description will appear on the customer account detail pages and as the line item description on invoices.  The description may be modified to provide consistency across institutions.

	


3. Indicate the type of Item Type you are requesting [Keyword2]:

	
	Charge (Indicate the type of charge below)

	
	Credit Class/Lab Fee

	
	Non-Credit Class/Lab Fee

	
	Manually Assessed Fee (Misc. fines and fees posted via Student/Group Post

	
	Optional Fee (Misc. fees posted via Tuition Calc.)

	
	Skill Center Charge

	
	Tuition   Should a separate Item Type be created for each month?
	
	Yes
	
	No

	
	Other Fees  

	
	Financial Aid (For making scholarship/financial aid awards – indicate the type below)

	
	Grant
	

	
	Loan
	

	
	Scholarship
	

	
	Other (Ex: Waiver, Short Term Loan, etc.)              Indicate type:
	


4. Give a brief description of the purpose of the Item Type.  For Financial Aid, include the name of the contributor.

	


5. Item Type Short Description (Enter a short description with a maximum of 10 characters.  For Charge Item Types, the Legacy Subcode number will be entered.)

	


6. GL Interface (For non-Financial Aid Item Types, indicate whether a new CFS charge center is needed and include the Fund number.  If the Item Type will use an existing CFS account code combination, fill in the code combination.  FA Item Type information will be completed by District Office)

New CFS Charge Center needed?

	
	Yes
	Fund:
	

	
	No
	(Complete CFS Account Code)   (


CFS Account Code:

 Fund       Unit   Charge Center   Object      Grant

	
	
	
	
	




7. What kind of charges will this Item Type pay? 

	
	No restrictions – All charges


Restricted to: (Select all that apply; number by the order which they should be paid.):
	
	Resident Tuition

	
	Out of State Tuition

	
	Credit Fees

	
	Non-Credit Fees

	
	Clock Hour Fees


	
	Registration Fee

	
	Books

	
	Child Care

	
	Other 

(explain) 
	

	
	
	


8. Is this refundable to the student after allowable charges are paid?

	
	Yes
	
	No


9. Enter the minimum and maximum award amounts as applicable.

	Minimum Award Per Term:
	$ 
	Maximum Award Per Term:
	$ 


10. Does this Item Type have a cumulative maximum amount of dollars and/or terms?

	
	No (Proceed to next question)

	
	Yes (Indicate amounts)
	Dollar Amount:
	$ 
	Number of Terms:
	


11. Does this Item Type require enrollment in a minimum number of hours?

	
	No (Proceed to next question)

	
	Yes 
	Number of Hours:
	


12. Financial Aid Type (Select one only)

	
	Athletic 

	
	Fellowship

	
	Grant

	
	Loan

	
	Scholarship

	
	Waiver


13. Source (Select one only) [Keyword3]
	
	Federal

	
	Institutional

	
	Private

	
	State

	
	Tribal

	
	Other (explain)
	


14. For Scholarships Only – Institution Reporting Code  (Indicates type of contributor.  If monies are received from an external entity and are run through MCCCD Foundation, then please check MCCCD box for classification  purposes.)

	
	External Foundations – Unrestricted

	
	External Foundations – Restricted

	
	Corporation – Unrestricted

	
	Corporation – Restricted

	
	MCCCD Foundation – Unrestricted

	
	MCCCD Foundation – Restricted

	
	Government

	
	Government - Tribal

	
	Alumni

	
	Parents

	
	Individuals

	
	Fundraising Consortia

	
	Fund 2

	
	Religious Organization

	
	Other Organization


15. When should this Item Type appear on the Student Account as Anticipated Aid?  (Select one only)

	
	Offered

	
	Accepted

	
	Authorize

	
	Never


16. Please include any further information that will assist with this Item Type setup.

	



Instructions for Completing New Item Type Request Form
Please note that this form will be used for Legacy Subcode setup as well as new Item Type setup until cutover to the new SIS.

	Requestor’s Name:  
	Fill in the name of the person completing the form.  This should be the contact person if any questions arise.

	Date:  
	Enter today’s date.

	Question #1:  
	Place an X in all that apply.  This is especially important for satellite campuses.

	Question #2:  
	Enter an Item Type Description up to 30 characters long.  This description will appear on the customer account detail pages and as the line item description on invoices.

	Question #3:  
	Place an X in all that apply.  Specifying the type of Charge Item Type will determine the Item Type number.  For Financial Aid Item Types, specifying the type will determine Keyword 2 as well as the Charge Priority List.  Other Item Types are those infrequently requested like new waivers or short term loans.  Specifying the type will determine the Item Type number, Payment Priority and Charge Priority List.

	Question #4:  
	Include any information that will be helpful in the setup of the Item Type.  An example would be a new charge Item Type for an Optional Fee.  Indicate the name of the fee and the dollar amount(s) to be assessed.  For a new Short Term Loan Item Type, indicate whether it will be used to pay charges on a student account or if it is strictly for a refund check to be cut.

	Question #5:  
	Enter a short description with a maximum of 10 characters.  For Charge Item Types, the Legacy Subcode number will be entered.  

	Question #6:  
	Indicate whether the Item Type needs a new CFS charge center opened.  If yes, indicate the appropriate Fund number.  Indicating the revenue or expense Object Code will also be helpful when creating non-typical Item Types such as a misc. charge or a short term loan.  If using an existing CFS Account Code, please enter it in the space provided.  

	
	Questions 7 – 16 are applicable to Financial Aid Item Types only:

	Question #7:  
	 If the new award Item Type will pay any charge on the student account, place an X in the No Restrictions box.  Otherwise, indicate the types of charges that the award will pay.  If known, enter a number in the box to indicate which charges are to be paid first.  For example, if the award will pay only tuition and fees, but tuition should be covered first, enter a 1 in the Resident Tuition box and a 2 in the Credit Fees box.

	Question #8:  
	Indicate whether excess award amounts can be refunded to the student by placing an X in the appropriate box.

	Question #9:
	Enter the minimum and/or maximum dollar amount for the award by term, if applicable.

	Question #10:  
	If the award has a cumulative maximum, place an X in the appropriate box and enter the dollar amount and/or number of terms.

	Question #11:  
	Place an X in the appropriate box, enter number of hours, if applicable.  Authorization will fail if the student is not enrolled in this number of hours.

	Question #12:  
	Place an X in the box that best describes the type of award.

	Question #13:
	Place an X in the box that best describes the source of award.

	Question #14:
	Place an X in the box that best describes the source of scholarship.  This information is necessary for required yearend scholarship reporting.

	Question #15:
	Place an X in the box that indicates when the award should appear on the student account as Anticipated Aid.

	Question #16:
	Include any other information about the award to support the Item Type setup.

	Distribution
	Send completed forms via email as follows:

Financial Aid Item Types – Denise Deisler and Michelle Paul
   All other Item Types – Sheila Duke and Todd Kurtz.  If the Item Type is an “Optional Fee”,  

   please “cc” Florence Castro and Margie Contreras in the email.


Send completed forms via email as follows:


Financial Aid Item Types – Denise Deisler and Michelle Paul


   All other Item Types – Sheila Duke and Todd Kurtz.  If the Item Type is an “Optional Fee”, please “cc”


    Florence Castro and Margie Contreras in the email.





To review current Item Type setups, the navigation paths are as follows:


All Item Types:  


  Home > Set Up SACR > Product Related > Student Financials > Item Types > Item Types


    Financial Aid Item Types:  


     Home > Set Up SACR > Product Related > Financial Aid > Financial Aid Item Types





Please answer the following questions applicable to only


Financial Aid Item Types
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