SARAS Departmental Waivers
What are we doing?	
When a department would like to award a student a waiver, they can submit a SARAS record through to Student Financial Services. The SARAS record is used to manually process a waiver and have it posted on the student’s financial aid package. 
Where do we do it?
[bookmark: _GoBack]	We do this within the SARAS database.
	Navigation: sfspartners.wsu.edu > SARAS > Enter Waiver Authorizations
How do we do it?

1. You’ll want to go to the SFS Partner Portal website: sfspartners.wsu.edu
2. Here is a screenshot of the SFS Partner Portal landing page:
                                                     [image: ]
1. Click on the SARAS option to bring you to the SARAS database. 

2. You will be prompted to log in using your WSU Network ID and password.

3. Next, you’ll come to the SARAS landing page. This will present two database options; you’ll want to select the Enter Waiver Authorizations database.
                     [image: ]

1. Once you are logged in, you should see the homepage screen for departmental waiver authorizations. Here you will be able to create and submit a record, edit a previously submitted record, and look at the history of previously submitted records.  
[bookmark: _Toc480462280]Submitting a New Waiver
1. Select the NEW option to enter a new waiver.  
[image: ]
2. When entering a new record, you will want to enter the student’s ID Number and hit tab which will autofill the student’s name. 

3. Next, enter the Item Type of waiver you are submitting. Once you do this, click the drop down arrow in the Waiver Name box to select your waiver. 

4. Please note that if the name of the waiver does not appear, then you may need to request a new item type by pushing the blue “Request New Item Type” button. 

5. Continue to fill out the required information and then select either Save, which will save and bring you back to the queue, or select Save & Continue to enter another waiver. 

6. Once you’ve entered all the waivers you want to submit, you’ll be brought back to the main Waiver Authorizations page. Click the boxes next to the waiver re cords then select Submit. This will then send the waiver records to SFS for processing.  

[bookmark: _Toc480462281]Editing or cancelling an already submitted record
If a student’s award needs to be changed or cancelled, you will submit an “edit” to the waiver record. This is completed from the Waiver Authorizations page. 
1. On the far left side of the screen, next to the student’s waiver record, you will see a checkbox; use this checkbox to select the award you want to edit, then select the Edit. 
[image: ]
2. Once you have completed the edit, click Save to save the changes. There is no need to submit the record again; the Save option in this case, sends an updated record to SFS for processing. 
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“This site will provide you with convenient access to all the tools you
need to assist Student Financial Services in our processing and
service to our students. Also, this site will be a place for you to find
timely and useful updates about each of the programs in which you
are involved.
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WSU Scholarships and Resources Authorization
Site (SARAS)

This site is to be used by authorized institutional staff to submit funding requests designated for enrolled
students to be accounted for as an educational resource and to be processed to their student account. The
goal of this single entry site s to ensure that all such funding requests are correctly accounted for by
Student Financial Services and University Receivables. This system will allow for financial aid to account for
all such necessary funding regardless of whether the enrolled student has a FAFSA on file or not at the time
to ensure if at a later date a FAFSA is completed, eligibility for remaining aid is factoring in such other
institutional resources. If a student is not enrolled and the request is not for compensation, a Non Service
Pay Authorization Request should be completed.

Select the Type of Authorization You Would Like to Submit

If you have access to the site you may go to the entry screen for the type of authorization you would like to

enter by licking below
Enter Scholarship |  Enter Waiver
Au tions | Authorizatio

Access to Submit an Authorization

To obtain access to the secured authorization sites, please submit your request. It is the responsibility of
the awarding department to ensure that the person listed on the authorization request has expenditure
authority for the budget-project.





image3.png
Scholarship Authorizations

General Actions: Actions for items that have been checked!
(] v =4 e B ]
New  Filter Edit | History = Export = Submit
WSUID StudentName  Budget Project Scholarship Name

Enrollment  Award
Condition  Year

Fall
Amount

®
Check All

Spring
Amount

Last Command Result

Summer
Amount

Expenditure
Authority

Expenditure Authority
Email

Authorization
Date

Instructions.

Current Status.




