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Background 

Working in collaboration with the Department of Legislative Services Office of Information 

Systems (DLS OIS), the Maryland Higher Education Commission's Office of Student 

Financial Assistance (OSF A) is providing financial aid reports via Excel spreadsbeet. These 

reports include the Student Application Information Sheets (Senators only), which are received 

in March, April, and June, the Applicant Roster, received in April and June, and the Recipient 

Roster, received in August and November. Each report will be sent by OSF A via email at the 

specified time of the year in an Excel file. Report descriptions and file layouts to assist with 

using the file are included in this manual. 

This electronic transfer of data will greatly improve the effectiveness of legislative offices to 

use this data in administering legislative scholarship awards. It represents an important effort 

by OSF A to improve delivery of State services across State agencies. Once the Excel file is 

received, the data can be manipulated as necessary. This file allows the ability to create and 

print labels for letters and files, create reports, do mail merges, as well as many other functions. 

DLS OIS will provide technical support for the extraction of data, creation of reports, and mail 

merges. 

Participation Agreement 

Each legislator must complete, sign, and return a participation agreement to OSF A prior to 

receiving reports via email. The infOlmation provided contains confidential student records 

and information, the disclosure of which is governed by the Family Educational Rights and 

Privacy Act (FERPA) of 1974 (20 U.S.c. § 1232g; 34 C.F.R. Part 99). The participation 

agreement (Appendix I) requests basic contact information and addresses privacy and security 

issues associated with the use of the student data provided in the reports, and the destruction of 

records contained within each report. 

Report Description and File Layout 

Student Application Information Sheets 

When the student completes the Free Application for Federal Student Aid (F AFSA) and 

submits his/her need-based application to the U.S. Department of Education, the Federal 

Processor electronically processes the student's information into their computer system and 

sends it to OSF A. 

OSF A reviews and edits student application information and identifies each student's 

legislative district. OSF A then produces application information data for each applicant in 

your district. The application information displays information contained on the student's 

F AFSA. This process usually occurs three times as OSF A prepares for initial awarding, mid

March, mid-April and mid-June. An Excel file containing application information for students 

in each legislative district will be prepared and sent during each of these monthly intervals. 



The Student Application Information Sheet Excel files are not cumulative and will be 
identified by a sequential load number which is based upon OSF A processing. Each file will 
be labeled with the type of report, the file creation date, a confidentiality statement, and a 
filename representing the district, award year, and load number. The filename will appear in 
the following format: 

Stud Appl Info Sheets-Legislative District LD for yy-yy for Load # nn where: 

LD represents Legislative District 

yy-yy represents award year ex. 07-08 

nn represents load number (01-09) 

The first record of each Student Application Information Sheet will contain column 

headers describing information in the file. 

Applicant Roster 

The Applicant Roster lists all students who have filed the F AFSA by the March 1 deadline 
and live in your disl1ict. The first applicant roster is sent at the end of April. In June, a second 

Applicant Roster is sent, which consists of every student who applied, including late applicants 
who have filed after the March 1 deadline date. 

The Applicant Roster contains the following information: 

,.  Student name, address, telephone munber, and mruital status; 

•  Student's expected family contribution towards college; 

• Student's remaining financial need;  

,. College code and the cost for attending that institution;  

\I Year in college and whether the student will live on or off campus; and, 

•  Any awards for the upcoming academic year and any tentative Educational Assistance 
Grants for the upcoming academic year. 

The Applicant Roster Excel files are cumulative, so the latest one contains all current 

applicant information. Each Applicant Roster Excel file will be labeled with the type of roster, 

the file creation date, a confidentiality statement, and a filename representing the district and 
award year. The filename will appear in the following format: 

Applicant Roster-Legislative District LD for yy-yy where: 

LD represents Legislative District 

yy-yy represents award year ex. 07-08 

The first record of each applicant roster will contain column headers describing 

information in the file. A detailed description of the Applicant Roster column headings 



(Appendix II), award codes (Appendix III) and award status codes (Appendix IV) can be found 

in the Appendix. 

Recipient Roster 

The Recipient Roster provides information on students in your district who will be 

receiving a legislative scholarship. The Recipient Roster is sent twice a year -- August and 

November. 

The Recipient Roster contains the following information: 

.. Student's name, address, telephone number, and birth date; 

• Student's enrollment status; 

• Student's legislative district;  

.. Session(s) for which the award is made;  

• College code for institution student will attend; 

• Amount of award;  

.. Status of award; and  

.. Date the award was lasted updated.  

The Recipient Roster lists all students who have been awarded a legislative scholarship. 

The Roster includes both students who have been offered or who have accepted legislative 

scholarships, as well as students previously awarded whose awards have been cancelled. 

The Recipient Roster Excel files are cumulative so the latest one contains all current 

award information. Each file will be labeled with the type of roster, the Excel file creation 

date, a confidentiality statement, and a filename representing the district and award year. The 

filename will appear in the following format: 

Recipient Roster-Legislative District LD for yy-yy where: 

LD represents Legislative District 

yy-yy represents award year ex. 06-07 

The first record of each Recipient Roster file will contain column headers describing 

information in the file. Appendix V is a detailed description of the Excel file column headings. 

Award status codes (Appendix IV) can also be found in the Appendix. 



Department of Legislative Services Office of Information Systems (DLS 
OIS) Technical Support 

DLS OIS will provide technical support for the extraction of data, creation of reports, and mail 
merges. Following are instructions to guide you through the necessary steps for importing the 

scholarship data provided by OSFA, and using that data to perform mail merges to letters and 
labels. If you find you have further questions regarding these tasks, please contact DLS OIS at 
410-946-5300 and ask for the Technical Support Desk. 

Altering your Excel spreadsheet to add new columns of data 

You may want to add some information to a spreadsheet that has not already been provided to 

you in the data file. These new fields or columns can also be added provide the information to 

run a query or filter on your spreadsheet, such as students that have sent in applications to your 

office. 

1.  Double-click on the Excel icon on your desktop, or select Start IPrograms I 
Microsoft Office IMicrosoft Office Excel 2003. 

Open your Excel spreadsheet that contains the scholarship data. 

2.  Click on the top of the first column to highlight the entire column. 

M PHONE 

4102420706 2028 PUTNAI\l1 ROAD 

4102471641 3089 BERO RD 

4107370110 11331NGATE RD 

410715210810567 FAULKNER RIDGE CIRCLE 

4108849655 5355 HARPERS FARM ROAD 

4106360685 2705 DP-JSY ,D.,VENUE 

4108840916 5527 HARPERS FARM ROAD 

41024243344413 LEEDS AVENUE 

4109977384 5001 RUSHLIGHT PATH 

4107888354 301 NORTH BEECHWOOD AVENUE 

41071598765577 CEDAR LANE 

4107308102 5703 CEDAR LANE 

4434131871 6004 BOOKER ROAD 

41096439766001 CLOUDY APRIL WAY 

4437393886 5172 



3. Choose Insert IColumns and a new column will be inserted in front of the column you 
have highlighted. 

4108840916 5527 HARPERS FARM ROAD 

41024243344413 LEEDS AVENUE 

4109977384 5001 RUSHLIGHT PATH 

4107888354 301 NORTH BEECHWOOD AVENUE 

4.  Assign the column or field a title by clicking in the top cell of the column and typing in 

the text. Mark each desired record with the new information, as we have done below 
each student that sent an application receives an 'x' to mark that it has been received by 

your office. 

ABBOTT ,lINDREVv' 4102420706 2028 

ABDUL-fv1ALlK MANSUR 41024716413089 

ABDULBAKI KATI,lI, 4107370110 '1133 

ABELSON RACHAEL 4107152'108 1056 

ABERDEEN SHENICA 4108849655 5355 

ABUELHIGA AYESHAH 4106360685 27 

.ACHEAMPONG VINCENT 4108840916 5527 

ADAMCZYI< MELlND,lI·, 41024243344413 

ADAMS CHRISTOPHER 4 '109977384 5001 

ADAMS REBECCD., 4107888354 301 

ADDISSIE DEMEKE 4107159876 5577 

ADEISA OLUGBENGA 4107308102 5703 



5. Click File ISave to save your modified document. 



Using the Excel Scholarship File to Merge to Word 2003 Documents, Labels and 
Templates 

MERGE OPTIONS: When using a data source with many records, you may only want to 
merge records associated with specific information, such as street address, district, last name 

and so on. Running a query, or "filtering" for those names in the data source will allow you to 

merge to only the records you choose. Running a query or filter to merge only specific records 
will be covered later in this section. 

Mail Merging to Letters: Using Word 2003 

1.  Open up Microsoft Word 2003 

2.  Click on Tools ILetters and Mailings and choose Mail Merge; the Mail Merge helper 

panel will be displayed to the right of your document. Select Letters as the document 
type, and click Next: Starting document. 

Co Envelopes 

() Labels 

',J Directory 

ｉＺＡＺＡＮｾｾＭＭＭＭＭ ..... -" ..... --.--.....----." Ｎ｟ｾＮ｟Ｎ｟＠ ｾ＠

Send letters to a group of people. ｾ＠
Vou can personalize the letter that ' 
each person receives. 

Click Next to continue. 

ｾｾｾｐＮＮｊ ..ｾｲｾ ................  
$ Next: Starting document 

3.  Click on Next: Starting document, and determine how 
you want to set up your document. Your choices are: Use 

the current document (which is generally blank), Start 

from a template (this could be the scholarship template 

from the email) or Start from existing document. Click 

Next: Select recipients. 

ｾｾｾｾｾｴｲｯＮＹＮＡＡｬＡＡＺｾｾｌ ______ ｾ｟Ｎ＠

How do you want to set up your 
letters? 

Ｇｾ＠ Use the current document 

ｾＮＮＭＮ＠ Start from a template 

:) Start from existing document 

ｾＮｾＮｾＮｊＮｾＮｾＮｦｙＮｾＮｲｊｾｾＮｾＮｾｧＮｾＮｾＮＡＡＡｾｮｌ .. 
Start from the document shown 
here and use the Man Merge wizard 
to add recipient information. 

ｾＡｾｊＡ＠ ?JlL!l ____"m" 

::} Next: Seled recipients 

{J Previous: Select document type 



4.  Select Use an existing list and click on Browse to browse to c:\Scholarship DB. Be 
sure to set the Files ofType to All Files (*. *) to display the available Excel files. 

Highlight the Excel Scholarship Data file and click Open. 

ｾＮｾＮＧｾＮｾＮｴ＠ ｾｾＮｾＮＡｐＮＺＡｾＮｾｾｾ ..... 

'!!} Use an exIsting list 

G Select from outlook contact, 

o Type. new Ii,t 

ｐｾｾＮｾｾｅＮ＠ ｾＡＡＮｾｉｮｾｉＮＮｾ ..t._._. _.......__ .._.._..__ 
Use n.9mes and addl esses from a 
file or a database. 

[] Browse". 

Ed!t 

ｾＮｾｾｬＡ ..ｾ ..<:>f..ｾ ..... 

$ Next: Write your letter 

¢ Previous: Starting document 

5.  Click 0[( when the Select Table box is displayed. If necessary, place a check mark in 
the "First row ofdata contains column headers" box. 

6.  Click 0[( when the Mail Merge Recipients box is displayed. 



7.  Click Next: Write your letter and select More items ... to insert the desired fields for 
your letter, and type the text of your letter. You will have to manually add spaces 
between the fields after inserting all of the fields into the document, or close the Insert 
Merge Field dialog box each time you add a field. 

ｾＡｾｾＮｙｾＡＧＡＮ｟ｾｾｲ ..__ ..___ ..m 

If you have not already done so, 
write your letter now. 

To add recipient Information to 
your letter, click a location in the 
document, and then dick one of 
the items: below. 

F'1 Address block.. . 

N Greeting line .. . 

ｾｾＡ＠ ElectroniC postage, .• 

IU! Po,tal bar code... 

8] More items... "'41'-

When you have finished writing 
your letter, click Next. Then you 
Can preview and personalize each 
recipient's letter, 

ｾＡＮＡＧｾｩＹｌｾ｟＠

9"  Next: Preview your letters 

4?  Previous: Select recipients 

8.   When your letter is complete, click File ISave, be sure to save it in the Scholarship 
DB folder created earlier. 

9.  You are now ready to start your merge. Click on Preview your letters, and a sample of 
what your letters will look like is displayed. 



NOTE: The next step explains Filtering and Query options. If filtering is not needed, 
click Ne.xt: Complete the merge and skip to Step 11. 

10.  You can also filter for specific recipients here by clicking on Edit recipient list 

February 6. 2006 

Mr  ShernBrown 

456 Mliksl'.ak.e  LatlC 

Galthersburg,l.ID  20878·3410 

DearSherr4 

Thank you for submitting your  application for  a Delegate Scholarship. The Scholarship 
Comnllttee bas  reviewed your application and they were impressed with your 
achlcvem!!nts 

'* ｬＧＪｸｴＺｃｯｯＺｰｬ･ｴ･ｴｾｾＧ･＼ｯ･＠

ＴＬｰＬＬ］ｾｷｲｩｴＮ･ｦｷｬ･ｴｴ･ｲ＠

11. Use the check boxes located next to the individual records to manually select the 
recipients ofthis particular mail merge.  To run an actual query, use the buttons next to 
the field names and select Advance to display the Query options. 

a.   To begin the definition of your filter,  click on the dropdown box of one of the field 
names and select {Advanced ...} to display the Query Options box. 

b.   Click on the dropdown arrow under Field: to display the list of available fields, 
and select APPLICATION. 

c.   Click on the dropdown arrow, under Comparison: to select the type of comparison 
you would like the filter to use.  In this case, select Equal to. 

d.   Under Compare to:, type in x to filter for the records that have the APPLICATION 

field marked with an x and click OK. Only the names with an x in the 
APPLICATION column will be merged. 

e.   Click on Continue the merge. 



February 6, 2006 

Mr. Sherri Brown 

456 Milkshake Lane 

Gaithersburg, MD  208783410 

To persoo.alize your  letters, dck 
"Edit IndMdualletters.· This will 
open a new document with yOIJ{ 
merged letters. To make chanqes 
to aU  the letters, switch back to the 
original document. 

................... , 
ｾｾｐｬｬｮｴＮ .. 

ｾｅ､ｩｴｩｮ､ｩｶｩ､ｵ｡ｬｬ･ｴｴ･ｲｳ ... 

Dear Sherr! 

Thank you for submitting your  application fOI  a Delegate Scholarship.  The Sch.)!alshir' 
Committee  haS'  reviewed your  appitcatt?o and they  were  Impressed with your 
achIevements 

ｾＮｾｾｰＮＮＡ＿＠ ＮｾｦＮＮｾ .........  
¢  Previous:  Preview your letters  

12.  Completing the Merge. The two merge choices are Print, the merged letters are sent 

directly to the printer and Edit individual letters ..., and the merged letters will be 

displayed in one multipage document for further editing and/or printing at a later time. 

Mail Merging to Labels:  Using Word 2003 

1.   Open up Microsoft Word 2003. 

2.   Click on Tools ILetters and Mailings and choose Mail Merge, the Mail Merge helper 

panel will be displayed to the right of your document. Select Labels as the document 

type, and click Next: Starting document. 

ｾ･｣ｴｾＮＡＡｦＮｾｾＮｾｊｌＮ｟Ｎ __ ; 

What type of document are you  " 
working on? 

o Letters 

() E-mai! messages 

U Envelopes 

ＨＮｾｩ＠ Labels 

OOirecoory 

1JtQrut...__.__.__.____ 

Print address labels for a group 
mailing. 

Click Ne:x.t to continue, 

ｾｬｾＮｰＮ ..l ..ｱＡＮｾ＠ ....  ..  . 
t;)  Next: Startinr; docume:lt 



3.   Determine how you want to set up your document. The choices are:  Change document 

layout or Start from an existing document. By default for labels, Change document 

layout is already selected. Click on Label options to  select the appropriate label type 
and size, and click OK. 

ｾﾣｴｾＮｾＮＡＧＡＡＮｾｾＮｲｵＺＮｙＮＮｾＭｄｌ __ _ 
How do you want to set up your 
mailing labels? 

U5 1:0  ｨｾ＠ (un ｾﾷｮｴ＠ ､ｯ｣＼ｊｮｶｾＺＧｩｴ＠

@.'  Change document I 

o Start from existing document 

ｾｨｾＮｰＧｧＮｾＮＡｊＮＹＮｾｾＮＧＡＡＮｾＡＡｴｾＮｾｹＮＮＹＮｾｾ ......... 

Click label options to choose a 
label size. 

t'l Label options.. , 

5.kp...?!!!L __________ _ 

11{  Next: Select recipients 

¢  Previous: Select document type 

4.   Click Next: Select recipients, select Use an existing list and click on Browse to 
browse to c:\Scholarship DB, be sure to  set the Files ofType to All Files (*. *) to 
display the available Excel files.  Highlight the Excel Scholarship Data file and click 
Open. 

5.   Click OK when the Select Table dialog box is displayed.  Also click OK when the Mail 
Merge Recipients dialog box is displayed if you are not running a query. 

NOTE: The next step explains Filtering and Query options. If filtering is not needed, 

click Ne.:'Ct: Arrange your labels and skip to Step 9. 

6.   You can filter for specific recipients here by clicking on Edit recipient list ... 



February 6, 2006 

Mr_  Sherri Brown 
456 MiJk.sbake Lane 
Gaithersburg, MD  208783410 

DearSherrt 

Thank you for submitting your application for  a Delegate Scholarshil=_  The Scholarship  
Committee  has  reviev/ed your  ｡ｰｲｾｬｩ｣｡ｴｩｯｮ＠ anJ the .. were  Impressed with your  
aclllevements  

$  Ne:<t: Complete the merge 

¢  Prevlous:Wliteyourielter 

7.   Use the check boxes located next to the individual records to manually select the 
recipients of this particular mail merge.  To run an actual query, use the buttons next to 
the field names and select Advance to display the query options. 

a.   To begin the definition of your filter, click on the dropdown box of one of the field 

names and select {Advanced ...} to display the Query Options dialog box. 

b.   Click on the dropdown arrow under Field: to display the list of available fields, 
and select APPLICATION. 

c.   Click on the dropdown arrow, under Comparison: to select the type of comparison 
you would like the filter to use.  In this case, select Equal to. 

d.   Under Compare to:  type an x to filter for the records that have the APPLICATION 

field marked with an x and click OK.  Only the names with an x in the 

APPLICATION column will be merged. 

e.   Click on Continue the merge. 

8.   If you haven't already done so, click OK in the Mail Merge Recipients box. 



9.   Click Next: Arrange your labels and select More items: to insert the desired fields  for 
your labels. You will have to manually add spaces and hard returns between the fields 
after inserting all of the fields into the your labels, or close the Insert Merge Field 
dialog box each time you add a field. 

If you have not already done so, 
layout your label using the first 
label on the sheet. 

To add reciplent information to 
your label, dick a location in the 
first labet  and then Click one of the 
items below. 

Fi Address block", 

r"', Greeting hne, .. 

: Electronic postage ... 

!Hi Postal ba"ode", 

ED  More items.,. 

You  can copy the layout of the 
label to the other labels on the 
page by clicking the button below. 

ｉｊｾｾ［Ｚ｡ｬｩＺｩｊ［ｾｩ［｝＠

｛ｴｾｰ＠ 4  of El___ ｾｾｾＢ｟ｾＮ｟Ｎ｟ .._.. 

$ Next: Preview your labels 

¢  Previous: Select recipIents 

10. Click on Update all labels to copy the fields  in the first label to the rest. 

11. Click Next: Preview your labels. If you need to make any changes to the label, click on 

Previous: Arrange your labels and make the changes. Don't forget to click on Update 

labels to add any changes to the rest of the labels. 

12. You are now ready to complete your merge. Click on Next: Complete the merge. A 

sample ofwhat your labels will look like is displayed.  When your labels are complete, 

click File ISave ... be sure to  save it in the Scholarship DB folder you created earlier. 

Mr  Abdalla Eldarrat 
15116 ｆ｡ｬ｣ｯｮ｢ｮ､ｧｾ＠ Tcr 

GlIlthmburg.1:ID  208783410 

M3  Alhson DaIgle 
7366WenlakeTerB 
ethesda,MD  20811.1004 

Mr  Andrew Eppeldauer 
7420Wel;t;akeTerAptt311 
Bethesda, MD 208176580 

Ms  JI.zamGouJan:nia 

7456West.akeTer 
Bethesda, MD  20817(502 

Ms. AhceDal  
10320 BeUs M,II Ter  
Potomac,MD  208544030  

1is.AlmaDaVldson 

20700 Sure.mer SWeet Tet 

Germantown, MD  208763903 

1fr. Andrew DMang 
. 10725 Santa Anita Tet 

Damascus, MD  20872·2180 

ｍＤＮｂｾｴｨｉ｡ｩｴＧｮ＠

13625 Warrior Brockler 
Germanlown,MD  208741479 

Mr. Al.!reza Slzdahkhanl 
10834 Nantucket Ter 

Potomac, MD  20854·4424 

Mr  Amlr Goudar%ma 

7456 Westlake Tet Bethesda. MD 

208176502 

Ms Anya Borda 
18101  SlagS LeapTer 

Germantown.M:l  208746320 

!'.i::; Betty Damk"f 

7401  We:ttakeTerAptll13 

Belhe sda, MD  2081? 65:: 1 

dEI1l'et"U,tl:st ... 

Ｇｍｬ･ｮｙｏｕｍｹ･ｦｨｾｨ･､＠

PrlI>neMlQyourlatoeis,tiId</lJext. 
ｔｨ･ｮｹｯｯＨｾｮｰｲｴｬｴｨ･ｭ･ｲｧ･､＠

ｾ｢･ｬｳｯｲ･､［ｾｴｰＡｳｴｯ＠

.DI personal comments. 



13. The two merge choices are Print... , the merged labels are sent directly to the printer 

and Edit individual labels ..., and the merged labels will be displayed in one multipage 

document for further editing and/or printing at a later time. If you are using the Edit 

individual labels •.•  option, select All and press OK. 

ｃｯｮＱｬＡｴ･ＡﾣＮＡｦＧｬﾣｊｬｬｾＮｲｾ ___ _ 

ｍ｡ｾ＠ Merge is ready to produce 
your mailing labels 

Mr. Abdalla Eldarrat 
15116 Falconbndge Ter 

Ms.  Ahce Dai 
,  10320 Bells Mill Tor Potomac. MD 

:Mr. Ahreza Sizdahkhanl 
10834 Nantucket Ter Potomac, MD 

To petsonalize your labels, click 
HEdit Individuallabels,M This will 

Gaithersburg. MD  208733410  208544030  208544424  open a new document with your 
merged labels.  To make changes to 
all  the labels,  switch back to the 
original document. 

Ms.  Allison Daigle  ｲＮＺＱｾｴｧﾣ［＠

7366 Westlake Ter Bethesda, MD  % Print... ＮＮ［ＱｾｉＭＭＭﾭ
208171004  fR)  Edit  Individual label, ... 

Mr Andrew Eppoldauer 
7420 Westlake Ter Apt 1311 

Bethesda,:Me'  20817·6580 

Ms.  Azam Goudarznia 
7456 Westlake Ter Bethesda, MD 

208176502 

ｾｾｊｴｾＮ qfJL _______._"____.__ _ 

¢  PrevIous: Preview your labels 

Mail Merging with Existing Report Templates: Using Word 2003 
A report template has been created to display the pertinent information for the students you 

wish to have a hard copy report for. 

1.   Save the file APPTEMP.doc received via email to  c:\Scholarship DB. 

2.   Open Microsoft Word 2003. 

3.   Open the template through File IOpen browse to c:\Scholarship DB, and doubleclick 

on APPTEMP.doc. Click on Yes when the SQL command: dialogue box is displayed. 

Note: lfyou receive thefollowing messagefollow steps 4 through 6.lfnot, skip to step 7. 

4.  If 



you receive the message above, your template will need to be linked to a data source. 
Click on Find Data Source ... 

5.   Browse to c:\Scholarship DB where your scholarship documents are located, and open 
the spreadsheet.  Be sure to set the Files ofType to All Files (*. *)  so you can display 
the available Excel files. 

6.   Click Ok when the Select Table dialogue box is displayed. 

7.   Click on Tools ILetters and Mailings and choose Mail Merge, to display the Mail 
Merge helper panel to the right of your document.  Click Use an existing list and then 
click Next: Write your letter. 

8.   At this point you can use the entire list in your spreadsheet, or you can filter for specific 
recipients.  If you choose to do a filter or query, click on Edit recipient list. Use the 

check boxes located next to the individual records to manually select the recipients of 
this particular mail merge.  If you do not want to do a filter or query, skip to Step 9. 

a.   To begin the definition of your filter, click on the dropdown box of one of the field 

nanles and select {Advanced ...} to display the Query Options dialog box. 

b.  Click on the dropdown arrow under Field: to display the list of available fields, 

and select APPLICATION. 

c.  Click on the dropdown arrow, under Comparison: to select the type of comparison 

you would like the filter to use.  In this case, select Equal to. 



d.   Under Compare to: type an x to filter for the records that have the APPLICATION 

field marked with an x and click OK.  Only the names with an x in the 
APPLICATION column will be merged. 

e.   Click on Continue the merge. 

9.   Click OK in the Mail Merge Recipients box. 
10. Click Next: Write your letter, and then Next: Preview your Letters. 

11. Completing the Merge. The two merge choices are Print, the merged letters are sent 
directly to the printer and Edit individual letters "', and the merged letters or reports 
will be displayed in one multipage document for  further editing and/or printing at a 
later time. 

12. If you chose Edit individual letters, your letters or reports are now displayed in a new 
Word document.  You can print those out for hard copy or save them to  c:\Scholarship 
DB for later viewing. 

ICITYSTATEZIPNAME 
SusanOu, 

INCOME  1 BUDGET 
3000  7071 
FULL TIl\I£IPART TIME 
F 
AWARD  SUlIIMERfOTHER 
75 

ISTREET
190015 N,wCourlRd  Woodstock, MD  9 

ｉｾｃ＠ ｉｾ＠
1 COLLEGE 

002061 

1 ｾｉｎｓｃｈｏｏｌ＠

STATIJS  FALL  STATIJS 
700  2 

_I  TELEPHONE  DEPIINDEP  JMARITAL  WX 
ＴＱＰＵＶＳＰＱｾ＠ 1  SO 

1 ISiOS  1 ｾｏｕｓｉｎｇ＠ 1 ｾａｔｍＦｖ＠
IS 

ITENTAffi'EEAGRANT 

SPRING  STATIJS  TOTAL 
700  2 1400 







 



Appendix I  

Maryland Senatorial and Delegate Scholarship Programs  
Electronic Student Financial Aid Reports Participation Agreement  

Execution of this agreement indicates the express intent of the signatory legislator to receive  from 

the  Maryland  Higher  Education  Commission  the  following  student  financial  aid  reports  in  Excel  file 
format:  F AFSA Reports, Applicant Roster, and Recipient Roster. 

The information provided on the Excel file contains confidential student records and 
information, the disclosure of which is governed by the Family Educational Rights and Privacy Act of 

1974 (20 U.S.C. § 1232g; 34 C.F.R. Part 99).  It is provided to the signatory legislator in connection 
with a student's application for,  or receipt of, financial aid and for the sole purpose of administering 
Maryland's Senatorial and Delegate Scholarship programs under State law.  The recipient legislator 
and, by extension, respective legislative staff are prohibited from using any and all  information 
contained in these records in any manner or form for any purpose other than a student's application for, 

or receipt of, financial aid under Maryland's Senatorial and Delegate Scholarship programs.  The 

recipient legislator is prohibited from disclosing, releasing or discussing any and all infornlation 

contained in these records with any party other than designated legislative staff specifically identified 

herein and responsible for processing and tracking the legislative scholarships. The recipient legislator 
shall ensure that all necessary and appropriate security measures are in place to deny access to these 

records by all other parties.  All infonnation contained in these records shall be destroyed when it is no 
longer needed for the sole purpose for which it is provided and, at a minimum, it shall be destroyed by 

May 15  of each academic year from which awards were made. 

AGREED:  Date 

Please Print 

Legislator's Name ____________________________  District 

Contact Person   Phone 

Address 

Fax   EMail _____________ 

Legislator'S Signature  _________________________________________ 

Please complete and mail to:   Maryland Higher Education Commission 
Office of Student Financial Assistance 

Attn: Legislative Scholarships 
839 Bestgate Road, Suite 400 

Annapolis, MD 214013013 



Appendix II 

INDEX OF APPLICANT ROSTER HEADING ABBREVIATIONS  

Abbreviation  Explanation  

LASTNAME ................... Student's Last Name  

FIRSTNAME .................. Student's First Name  

AD DRESS 1 .................... Student's Address  

ADDRESS2 .................... Student's Address  

CITY ............................ Student's City  

STATE .......................... Student's State  

ZIP............................... Student's Zip Code  

TELEPHONE............... ｾｾＮｓｴｵ､･ｮｴＧｳ＠ Telephone  

DEP/INDEP ..................... Dependency Status of Applicant 

D  = Dependent  [A  dependent  student  is  defined  as  one  that  is 

fmancially  supported by his/her parents.] 

I  = Independent [An independent student is defined as  one who  is 

fmancially  independent of his/her parents.] 

MARIT AL ....................... Marital Status of Applicant 

MD  = Married 

SG  = Single (includes single,  divorced or widowed) 

SP = Separated from spouse 

SEX ............................... Sex of Applicant 

(Data collected from FAFSAquestion 21 are you male? yes or no) 

M  = Male 

F  = Female 

INCOME  ........................ Family Income as  reported on the FAFSA  

BUDGET ........................ Cost of attendance for  the  institution the  applicant plans  to  attend. 

This  includes  tuition,  mandatory  fees,  room,  board,  and  standard 

living allowance  from OSFA. 



TFC ............................... Total Family Contribution [The amount the applicant (and parents 

are  expected  to  pay  toward  the  applicant's  education.  This  is 

based on a federal  formula.] 

NEED  ............................ The  Financial  Need  of the  applicant  based  on  the  budget  of the 

college  indicated  on  the  FAFSA.  The  TFC  is  then  subtracted 

from the  institution budget. 

COLLEGE....................... The  Title  IV  Institution  Code  for  the  college  listed  by  the 

applicant on the F AFSA. 

IS/OS/ES ......................... Maryland Institution Status  

IS  = InState Institution 

OS  = OutofState Institution 

ES  = Eligible Private Career School 

HOUSING ....................... Housing Code of Applicant  

1  With Parents 

2  On Campus Housing 

3  OffCampus Housing 

SAT(M+CR) ............................ Sum of the applicant's math and critical reading (old verbal) scores 

on the Scholastic Aptitude Test (SAT). 

SAT (W) ..................................  Applicant's writing  score  on  the  Scholastic  Aptitude  Test  (SAT). 
If field is populated, student took the new format of SAT; if field is 

blank, student took old format of SAT. 

FTIPT ............................Enrollment Status reported by Applicant  

F  = Fulltime (12 or more undergraduate 

credits or 9 or more graduate credits) 

P  = Parttime (611  undergraduate credits or 

68 graduate credits). 

YRSCHL ......................... Year in College of Applicant  
Undergraduate Codes are:  

1  1st YearlNever attended college  

2  1st YearlAttended college  

3  2nd Year  

4  3rd Year  



5  4th Year 

6  5th Year or more Undergraduate 

Graduate Codes are: 

7  1st Year Graduate 

8  Continuing Graduate 

TENT 

EAGRANT ...................... Tentative Educational Assistance Grant (EA) Amount.  The 

applicant is  eligible  for  an EA Grant,  but has  NOT been awarded 

one.  This  is  the  amount that they  would be awarded should funds 

become available. 

AWARD ......................... Current  Award  Code(s)  for  present  academic  year.  (see  Award 

Code List, Appendix VI) 

SUMMER!  

OTHER .......................... Current Summer Award Amount for  present academic year.  

SUMMST ........................ Current Summer Award Status for present academic year 

(see Award Status ListAppendix VII) 

FALL ............................. Current Fall A ward Amount for present academic year.  

F ALLST  ......................... Current Fall Award Status  for present academic year. 

(see Award Status ListAppendix VII) 

SPRING .......................... Current Spring Award Amount for present academic year.  

SPRST ............................ Current Spring A ward Status  for present academic year. 

(see Award Status ListAppendix VII) 

TOTAL. ................... :rotal Award Amounts for  the present academic year.  



Award Codes 

04  

05  
06  
6A 

07  

15  

17  

18  

19  

3D  
3E  

3F  

3K  

3L  

3M  
3Q  

3R  

3S  
3W  

3X  

3Y 

40  

41  

42  

43  

44  

45  

46  

47  

61  

62  
63  

64  

65  

Appendix In 

AWARD CODES 

Program Title 

Edward T.  Conroy Memorial Scholarship  
Janet L. Hoffman Loan Assistance Repayment Program  
Child Care Provider Program (renewals only)  

Development Disabilities,  Mental Health,  Child Welfare,  and  

Juvenile Justice Workforce Tuition Assistance (renewals only)  

Sharon Christa McAuliffe Teacher Scholarship (renewals only)  

Charles W.  Riley  Firefighter Tuition Reimbursement Program  

Jack Tolbert Grant  

State Nursing Scholarship (renewals only)  

Physical and Occupational Therapists Program (renewals only)  

Delegate 0   instate  alternate method  

Delegate E  instate  alternate method  

Delegate F  instate  alternate method  

Delegate D  out ofdistrict  alternate method  

Delegate E  outofdistrict  alternate method  

Delegate F  outofdistrict  alternate method  
Delegate 0   outofdistrict  alternate method  

Delegate E  outofdistrict  alternate method  

Delegate F  outofdistrict  alternate method  

Delegate 0   outofdistrict  alternate method  

Delegate E  outofdistrict  alternate method  

Delegate F  out ofdistrict  alternate method  

Senatorial  instate renewable award  

Senatorial  outofstate renewable award  

Senatorial  onetime only  award  
Senatorial  instate renewable award  

Senatorial  continued renewable award,  instate  

Senatorial  continued renewable,  outofstate  

Senatorial  new renewable award,  instate  

Senatorial  new renewable,  outofstate  

Distinguished Scholar Program  Talent  

Distinguished Scholar Program  Test  

Distinguished Scholar Program  Achievement  

Distinguished Scholar Program  Teacher (renewals only)  

Distinguished Scholar Program  Community College Transfer  



70 

71 

74 

75 

76 

82 

90  

91  

93  

9A  

9B  

9C  

9D 

9E 

9G 

STATUS CODES 

IS 

OS 

Guaranteed Access Grant  Renewal 

Guaranteed Access Grant  New 

Educational Assistance Grants  Renewal 

Educational Assistance Grants   New 

Educational Assistance Grants  CampusBased 

Graduate Nursing Faculty Scholarship 

William Donald Schaefer Scholarship 

GEAR UP Scholarship 

Veterans of the Afghanistan and Iraq Conflicts Scholarship 

Workforce Shortage Student Assistance Grant  Child Care 

Workforce Shortage Student Assistance Grant  Teacher 

Workforce Shortage Student Assistance Grant  Human Services 

Workforce Shortage Student Assistance Grant  Nursing 

Workforce Shortage Student Assistance Grant  PTOT 

Workforce Shortage Student Assistance Grant  Public Service 

Lists  students I eligibility  for  Legislative  award   based  on 

students I school code 

Instate (eligible) 

Outofstate ( eligible) 



Appendix IV  

AWARD STATUS CODES  

Code  Description 

1 Offered 

2  Accepted 

5  Declined by student 

B2  Developmental Disabilities Cancelled 

Student did not complete 12 credits. 

CA  Graduated 

Student has graduated from their course of study. 

CB  CancelledNo Promissory Note 

Recipient of scholarship failed  to provide a signed promissory note as part 

of their acceptance ofthe award. 

CE  CancelledMail Not Deliverable by Post Office 

CF  CancelledAcademicaUy Ineligible 

Student did not meet satisfactory progress academic  requirements  at  their 

school. 

CG  CanceUedGraduate Student 

Student  is  enrolled  in a  graduate  program.  Certain  awards  require  that 

recipients be enrolled in an undergraduate program. 

CM CancelledNo Response from Student 

Student did not return signed award letter within 30 days ofnotification. 

CJ CancelledIneligible Institution 

Student  indicated  to  OSFA  that  they  were  transferring  to  another 

institution  that  is  not eligible  for  OSF A  scholarships.  This  notation will 

appear on your roster for students who originally received a scholarship for 

an eligible institution, but later changed the school to be attended. 

CK  CanceUedBelow Credits 

Student is enrolled for fewer credits than are required for the award. 

CL  CancelledLoan Defanlt 



eM  CanceUedNot Matriculated 
Student is not enrolled in a degree seeking or certificate seeking program. 

CN  CancelledNo Need 
Student's  award  was  recalculated  due  to  a  change  in  costs  due  to 

transferring to another institution.  The result of the recalculation indicated 

that the student no longer qualified for an award. 

CR  CancelledNot a Maryland Resident 

CT  Cancelled Award Due To Receipt of Other Scholarship(s) 

Student received an award that required the recalculation ofthe 

EAG.  The recalculation resulted in the cancellation of their EAG. 

CU  CancelledUnique Major Verification 
Shldent did not respond to unique major verification process. 

CV 

CW 

CancelledVerification Incomplete 
Student did not return sufficient documentation in order for OSF A to 

complete verification of their Educational Assistance Grant or 

Guaranteed Access Grant application. 

CancelledPaid Four Years 
Student has received the award for the maximum number of years. 

CX  CancelledNot Enrolled 

CY  CanceUedOther 
Shldent's  award  has  been  cancelled  for  a  reason  other  than  those  listed 

above. 

CZ  Cancelled  Academically Dismissed 

I2 Child Care Provider renewal cancelled  GPA too low 

J2  McAuliffe Renewal cancelled  GPA too low 

MC  Major Change 
Shldent changed to an ineligible major for the scholarship program. 

ML  l\tHitary Leave 

N5  Nursing Renewal cancelled  GPA too low 

OV  Overaward 

PN  Pending Promissory Note 



T  Tentative Award 
Student  applied  for  and  was  eligible  to  receive  an  EA  Grant;  however, 
funds were not available to make the award. 

TR  Transferred Institutions 
Student originally applied for a scholarship at one institution, but has since 

transferred to another institution. 

VF  Failed Verification 
Student's application  for  an EA Grant or GA Grant was verified,  and  as  a 

result the student was not eligible to retain the scholarship award. 

VG  Verified Data  GA award changed to EA award 
Student failed GA verification but is eligible for an EA Grant. 

VR Verified - Ineligible for award 

Student does not meet eligibility requirements of the award. 

vw Award Cancelled 
Student did not comply with verification. 

VZ Verification Incomplete 
Student did not retum all required velification documents. 

W4 Wait List - Reinstatement Requests - EA Grants 
Student requested reinstatement of a cancelled award and has been placed 

on a wait list for funds. 

Xl ISIR change - no need 

X3 ISIR change - EA award reduced 

X4 Cancelled - Income verification 
Verification proved the student ineligible for the award. 

XC Distinguished Scholar 
Student failed academic GP A Requirement 

XV Cancelled Verification 
Student failed to submit requested documents for verification 



Appendix V 

Index of Recipient Roster Column Headings 

Headings  Explanation  

LASTNAME ................... Student's Last Name  

FIRST NAME .................. Student's First Name  

ADDRESS1  .................... Student's Address  

ADDRESS2 .................... Student's Address  

CITY ............................ Student's City  

ST A TE .......................... Student's State  

ZIP ............................... Student's Zip Code  

TELEPHONE  ................. Student's Telephone  

MISC ............................ Student's Status  

UF  = Undergraduate Fulltime 

UP  = Undergraduate Parttime 

GF  = Graduate Fulltime 

GP  = Graduate Parttime 

SEX.............................. Sex of Recipient 

(Data collected from F AFSA question 21,  are you male? 

yes  or no) 

M  = Male 

F  = Female 

RC  ............................... Race Code  (not required) 

BIRTH  .......................... Date of Birth 

RS ................................ Residence State  



ST ................................ Status Code 

UN  = Undergraduate 

GD  = Graduate 

PR  = Private Career School  

DSR  ............................. Legislative District of Residence  

EL. ............................... Eligibility for  A ward  

APL Y ........................... Most Recent Year Student Applied  

SESS ............................. Session Awarded  

2102  = Fall Semester 

2103  = Spring Semester 

AWARD ........................ Scholarship Program from which student is  awarded. 
See Award Codes (Appendix VI) 

STAT ............................ Status of Student's Award 
See Award Status Codes (Appendix VII) 

ELIGIBLE ...................... Active award amount appears  in this  column 

INELIG ......................... Inactive award amount appears  in this column 

DSC  ............................. Legislative district to  which award is  charged 

LASTUP ....................... Date award amount was  last updated 

SCHCODE ..................... Title IV Institution Code number 

Note:  The SESS heading through SCHCODE heading will repeat to  accommodate up to 6 

awards. 


