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PowerFAIDS
Tips and Tricks

Derrick Everhart, Director of Financial Aid 
Warren Wilson College
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“Work smarter, not harder”



Agenda
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• PowerFAIDS helpful resources

• Time saving tips in the Student Module

• Batch Wizard 

• Report Writer

• Community tips and tricks

• Q & A



PowerFAIDS Resource Center
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• PowerFAIDS training

• Updated user guides 

• Subscribe to a PF forum

Tip:  
Set up a filter in your email for all PF forum emails

• Subscribe to PF Tech

• Known issues

• Resources:
Custom reports 
Letter templates



Home and Welcome Screen
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• Welcome text
Admin – View –Campus info – Basic parameters – Student 

welcome screen

• PowerFAIDS modules

• My Task Tracker

• PowerFAIDS Cloud 

• What’s New

• PowerFAIDS User Guide

• PowerFAIDS Tech Support

• Help
Version number 
Resource Center 
Release notes (current version)



PowerFAIDS and PowerFAIDS DEMO
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DEMO

Session instances for your office

Testing and upgrades 

Building out new processes

Testing processing and packaging

Access for work study students 

Tip: 
Always be careful when you are entering 
data and make sure you are in the correct 
database! 



Search Options
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Simple Name, SSN, Alt ID, Wild Card (%) 

Advanced Search or query 

Grid Select information, copy and paste List

Selection Set Saved query or search



Search All Years
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You can use the “Search All Years” feature to search across all years in the PowerFAIDS database. 
Tools – Search All Years

Use “Other Years” to search specific students
Actions – Other Years 



Duplicate Record Search

Tools – Duplicate Record Search 
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TIPs and TRICKs
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Comments
Hover over  the         beside a student's name to see comments, double click to go to the student’s comments screen 

Student Counts
Tools – Student Counts

Initial View
Tools – My Settings 



TIP or TRICK
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Mnemonics
Hold your mouse over almost any field to review the mnemonic name, Desc, Table and Column 

Record Creation
Advanced Search – How Create   or  Award Year Profile – Summary 



Shortcut Keys
Found in the PF User Guide
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Custom Data:  Column Size and Sort
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Sort any custom data column alphabetically by selecting the top column

Click on the margin and drag to desired size

Before                                             After 

Before

After 



Advanced Search Tricks
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State Code Lookup
PowerFAIDS state codes use the same schema as COD codes. When looking for a state code, you need to include a space before the 
code. 

Example:  Alaska = _Alaska  (space)      Alberta = A  (no space)

Column Chooser 
When a grid result report is generated, users can remove and/or re-order the fields on the results grid without exporting. 



Advanced Search Tricks continued…

Column swipe to remove any unwanted columns 
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Filter on any column 

Print preview to export to XLS



Header and Footer 
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Insert text 

Final product ready for printing 

From any print preview screen in PowerFAIDS

Select the Header and Footer from the Menu



Retention Data

Student module – View – Award Year Profile – Retention Data
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Customizable fields

Provide a “quick look”

Customer service 

Great for new FA employees



Communications: Document Comparison

Student Module:  View – Communications – Document Comparison 
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Compare documents across 
years in one view



Tasks

Student module – views – Award year profile - Tasks
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My Task Tracker:  (View menu)

Administrator Task Tracker:  (View menu)

Task Checklist: (student module)

Tasks can be linked to:
Documents
Selection sets
R2T4
Communications
Professional Judgement
Messages

Tasks are helpful!

ISIR review
Checking data discrepancies

Communications 
Document checking and follow up

Review of student data

Batch or manual processing! 

THE POSSIBILITES ARE ENDLESS!



Grant and Loan Origination Check
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Federal Grant Data

Federal Loan Data
Sub
Unsub
Addl unsub
PLUS

Common Line Loan Data

TIP: Helps to pinpoint data 
elements for origination



Disbursement: POE, Award, Summary 
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Breakdown of awards

See loan with origination fee removed

Total of aid with fees removed 



22

Disbursement Notification:  Batch Re-Send
Individual:  

Student Module – View – Packaging – Disbursement 
Summary

Select the checkbox to re-generate the disbursement 
notification

Batch Processing:
Tools – Batch Wizard  - Update Award Data – Select Student 

Population – Next – Resend Disbursement Notification -
Execute 



Common Line Data for Private Loans
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Certifying loans

Reconciliations and discrepancies

Reporting 

Batch certify



Return to Title IV Processing
With a little set up you can process all your R2T4’s from PowerFAIDS
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All the data in one place

Official R2T4 calculation sheet

Repackaging Worksheet



Quick Lookup for Data or Processing
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Professional Judgement View
Selection sets
Document setup
Comments for follow up
Status changes
Link to tasks!

History View 
Award year totals
Yearly comparison 
Quick look for processing dates



Active Sessions
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Tools – Administration – View – Campus Info – Basic Parameters – License Session and Parameters



Parm XRef
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Utilize the Parm XRef when you need to see where the system is utilizing one of your data points.  

This can be selection sets, budget items, funds, documents, packaging formulas, and much more.

Dict Refs:  Search any dictionary item! 

Tools – Administration – View – Building Blocks – Parm XRef



Batch Wizard:   Favorite Time Saving Batch Wizard Processes
TIP: Control W
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Reallocate Awards:       Increase or decrease awards – great for any reallocation of funds!  

Comment Posting:       Batch post the same comment on several students at once!  

ISIR Printing:       Need to print those ISIR’s for review or for an auditor? Save time and print all at once! 

Document Posting:       Quick time saver when you are putting on several documents at once! 

Post Field Value:       Post any mnemonic or batch update custom data!

POE Update:       Update, change, add, or remove data from a POE!

Update Award Data:       Update those awards easily and quickly! 



Report Writer- Standard Reports
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Helpful Reports

Award Detail by Fund

Award Detail by Name

PowerFaids Change Sheet

Reconciliation Report!

Exporting Reports



30

Report Writer- Custom Reports
Import and export custom reports

Template report to use as a starting place!

Sort for mnemonic's 

Print Column - enter 0 if you do not wish to have data in your report!  



Questions?
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What are some tips and tricks you would like to share?



Thank You
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Session: PowerFAIDS 
Tips and Tricks

Derrick Everhart 

Director of Financial Aid
Warren Wilson College

deverhart@warren-Wilson.edu
828-771-2081

mailto:deverhart@warren-Wilson.edu
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Platinum Level Supporters

Fall Conference November 8-10, 2021



Gold Level Supporters

34Fall Conference November 8-10, 2021



Silver Level Professional Affiliates
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Bronze Level Professional Affiliates
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