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Completing the Institutional Appendix (for B.C. Public
Institutions)

1 Purpose

This document is a reference guide for B.C. public institutions when completing the institutional
appendix. In this guide you will find information on how to:
Install PUTTY (SFAS) on your computer

e Configure PuTTY

e Review and update institution program codes (Rule 14 P table)

e Load the institutional appendix Whatis the

Institutional
Appendix?
The IAis a part of the
Student Financial

e View IA data for a given program vear

Assistance System (SFAS)

2 Institutional appendix (IA) where B.C. Public
BC Public Institutions record information for SABC eligible programs in Institutions can enter
the Institutional Appendix IA of the Student Financial Aid System their program

(SFAS/Putty). information.

B.C. Public Institutions are responsible for ensuring the programs they enter in the IA meet
the SABC program eligibility criteria identified in the StudentAid BC Policy Manual to be eligible for SABC
funding.

Programs must be entered in the IA every program year for the program to be eligible for SABC funding.

3 Instructions for completing the institutional appendix
When completing the IA:

e Ensure all sections of the Rule_14_P table are accurate before completing the IA.

e Ensure that you complete the IA for the upcoming program year. Program year runs from
August 1 to July 31.

e Do not make modifications to the current program year Rule_14_P table or IA as this will
impact students currently funded.

¢ Note that our Student Financial Aid System (SFAS) only accepts whole numbers. Round all
numeric values containing decimals to the nearest whole number (hours, costs, number of
weeks, academic credits, etc.). For example, 25.5 hours must be entered as 26 hours.

e Ensure that all programs adhere to the Breaks in Study policy as outlined in the StudentAid

BC Policy Manual.
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e Align the tuition amounts reported on each line of the IA with what would be charged to a
student enrolled in that study period.

e Report programs longer than 52 weeks on multiple lines in the IA broken down into years
(each year must be at least 12 weeks in length). Each line must have a study period start
and end date that aligns with how a student will apply for student financial assistance.

e Retain a copy of the IA at your institution for verification purposes
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3.1 Install PuTTY (SFAS) on your computer

Step 1:
Visit http://www.putty.org/

Step 2:
Locate the putty.exe file and save it anywhere on your computer.

Windows on Arm individual executables

654-bit Arm: putty.exe (or by FTP) (signature)

a1, a Fa 4 T Fa . !

Step 3:
Open the .exe file and you are ready to configure the PuTTY.
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3.2 Configure PuTTY

Configuration is a one-time setup and is the initial screen that appears when you launch PuTTY for

the first time.

22 PuTTY Configuration 2 x|
Category.
[~ Session | Basic options for your PuTTY session
. _"-logding i~ Specify the destination you want to connect to
. Host Name (or IP address) Port
Bel I [2
i Features Connection type:
= Window " Baw 1 Telnet ¢ Rlogin & S5H { Seral
- Appearance
H B . [ Load. save or delete astored session —————————————
¢ - Behaviour .. . el .
et e This is the initial screen at first
Bl launch of the PUTTY
| Coom aunch of the Pu system
i Default Settings .
[=- Connection . ﬂl y
- Data Save
- Provy _I
- Telnet Delete |
- Rlogin
Serial

- 55H

Close window on exit:
¢ Aways { Never % Onlyon clean exit

|| e

Step 4:
Type sfasprod.gov.bc.ca in the Host Name field.

AT LIS WSS IT0IA 1 Ful awal il Ly LUnisel Ls

Port
gfasprod.gov bo.ca il
C_unnec:tion type: ] ] ]
1 Raw (7 Telmat 779 Rlanin @ SSH 7 Sedal
Step 5:

Select Keyboard from the left-hand menu labelled Category.

Categony:

Step 6:
Select the radio button labelled VT400.

The Function keys and keypad
™ Linwe " ¥term R

" VT100+ " SCo
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Step 7:
Select Window from the left-hand menu Category.

% PUTTY Configuration

Category:

=3 Session

EI Teminal

- Keyboard
- Bell

E’\I‘lndow
;peamnce

- Behawiour

- Tranalatinn

Step &:
Select the radio button change the size of the font.

When window is resized:

Change tont size onby when maxdmised
| Forbid resizing completehy

[ NGNS WU BT} ISR | | ISP [ SO | SN S -

Step 9:
Set the Lines of scroll back to 2000.

Control the scrollback in the window
Lines of scrollback {2000 ]
[ Display scrollbar

Step 10:
Select Session from the left-hand menu Category.

Basic options for you

Specify the destination you wa
Host Mame (or IP address)

Step 11:
Type a name for this collection of settings (Saved Session) then click Save. This example uses the name
SFAS PROD.
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Load, save or delete a stored session

SFAS FROO

Step 12:

p———

..... F{lﬂgin
+- S5H
""" Senal Close window on exit:
! Always 1 MNewver @ Only on clean exit
| fbout ||  Heb | open ||| Cancel

Step 13:
Select YES when the PUTTY security alert appears.

If you trust this host, hit Yes to add the key to
PuTTY's cache and carry on connecting.

If you want to carry on connecting just once, without
adding the key to the cache, hit Mo,

If you do not trust this host, hit Cancel to abandon the
connection,
Yes l Mo ‘ [ Cancel l I Help

Step 14:
You are now ready to log in to SFAS.

@' gemini.gov.bc.ca - PulTY |, == e

_
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3.3 Review and update institution program codes (Rule_14_P table)

You will be given annual write access to the Rule_14_P screen to make edits to the program codes
already prepopulated from the previous program year. Only those who have access to the IA will
have access to make any changes in the Rule_14_P table.

Ensure that you do not make any adjustments to the previous year’s record as this could affect
current student applications.

After completing your updates for the current program year, review your information and email a
signed copy to IPDT.

Begin entering your IA for the current program year once all programs have been populated in the
Rule_14_P.

Step 1:
Locate the Rule_14_P screen.

Mode: F

Action:TO To Rule 14 F’D Help

Step 2:

Enter For Sin the action field at the bottom of the
screen. F = Find all your institution’s program
descriptions

S = Select a certain program description

Step 3:
Enter your institution’s 4-digit code, as well as the upcoming program year.

The following information will appear for each program displayed alphabetically by program description:
e Program code
e Requirement of an Appendix 3 - Institution and Program Information (you can decide if
you wish to have an Appendix 3 - Institution and Program Information generate
automatically for each student that applies to this program)
e Length of the program (in years). The length of the program should reflect the entire
length of the program, not just the portion completed at your institution.
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Length of Program Tips for laddering programs:
Where a certificate can lead into a degree or diploma, the program will need to be entered to
reflect the different credentials and program lengths available to the student.

Where years of a program are delivered at two institutions, each institution should include the
entire length of the program in this section.

e Program description (program descriptions cannot exceed 100 characters)

Step 4:

Verify that the information for each program is

correct. Screen Commands:

D-# (line number) = Will delete the row

selected D = Will delete the full page of

displayed records A = Will add a new record

# = Will allow your cursor into an existing line to edit
e (Ctrl B=Will display the current description
e Ctrl A=Will allow character

insertion Page & Full = Print commands

Things to remember:

e SFAS will not allow you to revise the program code when editing a program description

o Editable fields are: Appendix 3 required, total length of study, and program description

e You can decide to have an Appendix 3 - Institution and Program Information
generate automatically for each student that applies to this program. Simply indicate
Yin the apdx 3 req field.

e Program descriptions you use on the Rule_14_P table will be displayed on the SABC
online application for students to select. If you have a program that has the same
description but offers two different credentials, incorporate the name of the credential
in the description (i.e., Bachelor of Business Administration, Diploma in Business
Administration, etc.)

Step 5:

Print a list of all programs.

Page = Will print the first page only

Full = Will print all programs for the current program year
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Each print command will display a screen with four options. Select 1 Print report on local, attached printer
to start the print job.

Shortcut to finding a single program

e Type Sinthe action field and press enter

e Type inyour institution code and press enter

e Typeinthe upcoming program year and press enter (Press enter again to remove

the pop message)

e Type 1inthe action field and press enter

e Type the specific program code and press enter

e Continue to hit enter until the program description appears

e Select the line number to edit the program description
Follow the previous instructions to select a group of programs that start with the same program
code. Type the first two letters of the program code followed by the @ symbol. This will bring up
all programs with the prefix of what you entered (i.e., ZI@ will bring up all programs that start
with ZI).
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3.4 Load the institutional appendix
Step 1:

Prior to loading the institutional appendix for the upcoming year, you must first access an existing
IA record on the INAPPEN - Maintain Institution Appendix screen in SFAS.

PROD Student Financial Assistance System
2020-JAN-30 [ INAPPEN] Maintain Institution Appendix

01 Program Year:
92 Institution>
03 Field>

e Enter Finthe action field
e Enter the previous program year, institution code and an existing program code

For your IA load to be successful, all program codes must be present on the Rule_14_P table

(instructions on completing the Rule_14_P table are in section X.3.3 of this job aid).

Using the WS_FTP Pro software system, move your IA file from your computer to your SFAS directory.

e WS_FTP Pro sfastest.govbc.ca -

Local Sysherm Remale Site

[ ame Date Sze Chgi = | M e | Chahe | e
CSL Disbursen™ 040811 12:42 - i
|E) CSL_Disbursss™ 040819 11:39 MkD B ACCESS . LOG: 1 D40408 10:28 1024
[ Gevt lego.dos 040707 22:02 1 B CLAIM-2722528~ D50202 11:50 49664
|E] grant for ¥ =~ 050117 15:34 B CLAIN-2722528~ 030325 15:17 76544
|[E ININ SEC doc 040316 17:50 i B CLAIM=6398377~ D30325 15:17 A76544
= [0 — . S B o . g
050513 12:17 B CLAIM-7253906~ 030325 15:17 A76544
| 1vx ==ttings.™~ 041116 12:48 Exoo B COMR_008 OK.d4 930529 17:19 £12
|[E Leave Summary™ 041014 12:05 B FTP_SERVER L0~ DS0128 17:33 1536
I[E] Leave xls 041014 12:07 Fierams i d 050513 12:22 TeE0
|E] Lucy Cert.ccf 040707 22:18 1% B IS B50128 17:34 £13
[ Medical appoi™~ 031107 15:26 Delete gmmpmn TXT:™~ 050303 10:00 1536
:EI FParty People. ~ 040608 17:33 Rrafash ﬁLI}C-It_f COH:1 940616 11:49 512
|[E BCSLP__2EPBC_~ 040618 10:45 B MINISTRY SIH.~ 981218 15:42 1536
= phon= #.doc 050330 11:43 Didrip B RULE_14 .COM:1* 0S0126 16:17 512
|[E FUTTY . RHD 050513 12:13 < || |E] RULE_14_F.CON~ 050303 10:00 ciz2
By =cr3llo . ext 041116 13:12 B SSELOAD TXT.1 970610 14:07 40960
|y scr3l10_2004 .~ 041116 13:43
| o *
|[E =crasel. doc 040526 09:02

IS 2er3582  doe 040526 09:12

Step 2:
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Verify that you have moved the file successfully to SFAS by typing the View command in the Action
field of the INAPPEN screen.

Hode: F
—pAction: VIEH HIST PAGE FULL TX VIEH

The file should display as shown below. Use the up and down arrows to view the file and Ctr/ Z to exit.

4 Reflection 1 - SFASTEST.RIW

Fila Edt Connecion Sstup Soipt  Window Help

D= & |6 ol | =T ) w2l

1AJABINST. APPENDIX 2005200820050311

ZPASE1200602062006063017024500000175000063500
ZPBX71200509062006042834059200000250000193000
ZPBX72200500062006042834057350002000000018500
2PBX73200500062006042834055500000450000176500
2PCRE1200509062005123017015000000250000023500
2PCRE1200601092006042813015000000250000023500
ZPGLE1200509062005123017000000000250000047500
ZPGLE1200601002006042813009000000250000047500
2PGU72200509062006042834073500000100000041500
2PHX71200509062006042834030000002000000018500

Step 3:
Upload your file by typing Load in the action field and press enter

Step 4:
Press enter to continue.

*I* Looking for file INSTAPDX.DAT in home directory and
verifying file Tormat. Press return to continue. ..

Step 5:
Press enter to continue.

Converting file INSTAPDX.DAT. Press return to
continue. ..

Step 6:
Press enter to continue.
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=I* Verifying data of INSTAPDX.DAT. Press return to
continue. ..

If you receive an error message regarding field of study, number of weeks, or that a program code
in the IA has not been approved and entered in the Rule_14_P table, please review, correct the
error and upload the file again.

All information on the IA must match the information on the Rule_14_P table.

Step 7:
When the upload is error-free, you will receive the message shown below.
Press enter to continue.

*I* Loading INSTAPDX.DAT. Please wait. Press return to
continue. ..

Step 8:
The system will report when the data load is complete and will indicate how many records were
loaded. Press enter to continue.

Data load finished. Records loaded: 151. Records updated: 0.
Renaming file. Press return to continue...

Step 9:
Find the newly loaded data in the INAPPEN screen.

Enter Fin the action field and enter your program year, institution code and any program code that
was in the new load.

Step 10:
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Enter Full in the action field and press enter to print a full list of all programs.

Step 11:
Select option 1, Print report on local, attached printer and press enter.

Step 12:
Review documents to ensure all programs have been loaded. Then sign off and email a copy to IPDT

and keep a copy at your institution for verification purposes.
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3.5 View IA data for a given program year

Step 1:
From the SFAS top menu type TO and Rule_14_Q in the action field.

Mode: F

Action:TO To Rule 1 4_@! Help

You will have Read Only access to this.

Step 2:

Enter Fin the action field, then enter your institution code and program year.

This will bring up all records on the IA for that program year. You can navigate through the pages
using either the Page down key or the down arrow. To search a specific code or group of codes,
proceed to the next step from this screen.

Step 3:

You must first search the full data set of the IA in order to search for a specific code or group of
codes.

Enter Sin the action field, then input the institution code and the program year.
Once your cursor is under the F>A>L> section, enter the first letter or first three letters that you wish
to search, and press enter.

‘F}AD' L>Study Area Desc YR HK Start
P AS 8 COOK LEVEL1 HOTEL/RE 1 22 05-FEE
P CR 8 ELECTRICAL TRADE ENT 1 17 04-SEF
P CR 8 ELECTRICAL TRADE ENT 1 17 05-JAN
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