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	Student Financial Aid


	

	FATRK-101 Driver’s License
Date Issued/Rev:  07/16/2007


General Description:  This procedure explains what steps are needed to complete a request for Drivers License.
Responsible Manager:   Financial Aid Director
Related References:


Related Procedures:  

Related Forms:
RRAAREQ



RNANAxx

RPAELAP

***************** NOTE: THERE IS NO REQUIRED FORM FOR THIS ******************
HOWEVER, A COPY OF THE DRIVER’S LICENSE IS NEEDED

PROCEDURE
Procedure:

1.   Receive Copy of Drivers License
2. 
Access RRAAREQ for the 0708 school year




NOTE: if there is no request for AUTHP in 0708 search 0607.

3.
Enter Student ID OR Search GUIALTI using the NAME Search or Social Security Search

4. 
Identify DRIVE Tracking requirement Code and update status to ‘C’

5. 
Save and Exit form.

6.
Access RNANAxx for the appropriate school year

7.
Unlock the RNANAxx file by changing the ‘Lock Current’ field to ‘N’

8.
Update ‘Driver’s License State’ field with state issue of the Driver’s License on the first block on RNANAxx.

9. 
Update the ‘Driver’s License Number’ with the number on the Driver’s License


NOTE: If the copy received is an identification card enter NONE in the Licenses Number field

10. Save and Exit form.

11.
 Access RPAELAP
12a. 
If NO RPAELAP record exists the Process is complete and END.

12b. 
If a RPAELAP record dose exist verify the aid year is the same aid yeara for the DRIVE request on RRAAREQ and update the Student Tab Driver’s License field with the same information entered on RNANAxx 
13.
Save 



NOTE: this is done for every loan application that exists for the aid year.
* * * E N D * * *







