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Scholarship/Fellowship for Period of Non-Enrollment Guide

Mason uses Ellucian Workflow for the submission and approval of Scholarship/Fellowships for Period of Non-Enrollment
payments. These payments are given to students, generally in a term of non-enrollment (i.e., summer), for the pursuit of
their studies and research. These awards are not considered compensation, and no work requirement may be attached
to the offer of a scholarship/fellowship. Awards for non-qualified educational expenses are subject to income tax and
self-reported by the student. For more information, please see the Pay Students webpage.

Step by Step
1. Open the Scholarship/Fellowship for Period of Non-Enrollment Workflow. Login using your Mason Net ID and
password. Z
2. Enter the Student G number and ASON | Scholarship/Fellowship for Period of Non-Enrollment
then click Continue. Note: The
student must have an active G casemumber (41220 ) oute (02282009
number in order to complete this
form. * Payee Information
3. Select the appropriate mailing Direct Deposit
address from the drop-down vame:+ (BT ) onumber:+ (TR
menu. The selected address will . S '
popu late. To add an address, please ask the student to update or add their mailing address in Patriotweb, under Personal Information
4. The Department Contact presst
information will populate based on ——— *If astudent G# is valid but inactive in
the users Net ID and password. ay 1 Workflow you may email
5. Select a Need by Date as required. Zp —————————  papadmin@gmu.edu with the student’s name
and G# to request activation in Workflow.
Department Contact Information
Requestor: * [Heatherstrange J Department: * [F\sca\ServicesOfﬁce J
Email: * [hstrange@gmu.edu J
Date Submitted: [ 02-28-2023 J Payment Needed by: | 1\ oo

6. Click the Search Fund/Org Code button to add —

N
Search Fund/Org Code
d

the Expense Allocation information. In the

pop-up box, enter the desired Fund/Org
and click Search Fund/Org Code. Select the Fund/Org Code: [M19631 }

appropriate approver listed. If no approver

is listed, instructions will pop-up for the --
P 10111 FFX

M19631 60100 (null)
user.
7. Click the Add FOAPAL String button to Please select an approver. (e a n
- Reb bel
return to the Workflow page. ~ Sharon Hainla
,,,,,,,,, - Debra Duesterdick

8. To add additional allocation lines, repeat
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mailto:papadmin@gmu.edu

9. Complete the required information for the Scholarship/Fellowship and attach Supporting Documentation.

Name of
Scholarship/Fellowship

Oorg Account Code  Program Code Activity Location Amount

Awarding Department: [ Total Amount: $ * ¢ )
) 4 ! ™
Supporting | Choose Files )

Documentation

Please attach supporting documentation. Examples include an offer letter or award letter. Acceptable file formats
include .jpg, Jjpeg, .png, .pdf, .doc, .docx, .xsl, .xslx, .txt and max file size is 25MB

Requestor Comments

Check for Optional 2nd

10. To add an additional approver, click the Check for Optional 2™ Approver

Approver box and then search for the approvers name or Net ID. ,
Optional Approver *

11. Enter all required information and then click Submit.

12. Once SmeItted' the document will FS-Payment Request Submition Confirmation - Case 27491

advance through the approval process. @

«
GMU Workflow Do Not Reply <wfnorply@gmu.edu> © Reply © Reply Al — Forwara

13. You Wi” receive an email fOr'm GMU To @ Heather Strange Mon 11/21/2022 9:26 AM

(@) 1f there are problems with how this message is displayed, click here to view it in a web browser.
Workflow to confirm the submission and
an additional email once the payment has

been received and approved by Accounts

/G EORGE FS-Payment Request
Payable. ON

UNIVERSITY

Dear Heather Strange,

14. A “Final Decision” Workflow email is sent The following request form was submitted to the approval process:
to the submitter when the Workflow is Transaction Name: Jessica Marie Adams/27491/450.00/2022-11-21
complete.

a. To print/save a copy of the completed form open the “Final Decision” email and click on “View Case in
Workflow” link at the bottom.

b. Login using your Mason Net ID and password.

c. Double click on the Case # or go to the “Completed” tab and select the document.

FS-Honorarium Final Decision - Case 29795

4
GMU Workflow Do Not Reply <wfnorply@gmu.edu> O Reply © Reply Al 7 Forward
To @ Heather Strange Fri 172

(3) If there are problems with how this message is displayed, click here to view it in a web browser.
Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message.

Regards,

Accounts Payable
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Completed W Search by Casa 5 20705 x

= =

G 5

Started by Me

2

In Progress Completed

Process Name Case Thread Title Pending Tasks Status Start Date Finish Date Duration ]
il FS-Honorarium Payment Request #20705 AP Approval P! Completed 2023-01-20 14:16:22 2023-01-20 15:00:11 0 Day(s) 00 Hr(s) 52 min 49 s
d. Once the document 3
is open, select the —
“Custom
H ” ~ ®

Information” tab to M&bﬁ | Request for Participant Support Allowance

view the

submission.

e. With your mouse,
right click on the
document and then Payee Information

select “Save As” or

“Print”. Landscape
orientation is best for Workflow documents.

For questions regarding special handling requests or form completion, please contact apforms@gmu.edu.
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