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If You Are The System 
Administrator…

You have access to create/change WebGrants User 
Accounts for your campus
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Adding a New User

• User ID must be 
unique

• All fields marked with 
(*) are required

• Access cannot exceed 
1 calendar year

• User Access Forms 
must be kept on file 
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Adding a New User

• Assign access to 
specific WebGrants
screens depending 
on what the User 
will be doing

• For Example: a User 
from your fiscal 
office may only 
need access to 
‘Report Download’, 
and the 
Reconciliation 
screens. 
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Disabling User Access

 Disable 
WebGrants
access for staff 
that depart

 Input the date on 
the “End Date” 
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Best Practice

 Renew your access each year

 Set reminders to review user end dates

 Information Security Confidentiality Agreement

 System Administrator Access Request Form

 Contact Technology Help Desk for access assistance

 888-294-0148

 csachelpdesk@csac.ca.gov

 Contact Institution Support for assistance

 888-294-0153

 schoolsupport@csac.ca.gov

mailto:csachelpdesk@csac.ca.gov
mailto:schoolsupport@csac.ca.gov
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Timing of Rosters

 When do we release rosters?
 2018-19 AY – February 2018
 2017-18 AY – May 2017

 When do students appear on the roster? (by 
cycle)
 High School Entitlement – after students are 

claimed
 Transfer Entitlement – immediately after award 

processing
 Competitive – immediately after award processing
 Cal Grant C – after students are scored
 Renewal – immediately after award processing
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Timing of Rosters

 What are the next steps?

 Identifying Cal Grant awardees at your campus

 Certify student eligibility

 Collect appropriate verification documents

 Verify any holds or flags

 Education Level

 AB 840 



Making education beyond high school financially accessible to all Californians.

Student Aid Commission
California

Identifying Cal Grant Awardees

Implementation of the Claiming Process:

 Utilize the Award Status Extract

 Provides 2 reports

 Awarded 

 Not Awarded

 Processing a School Change to ‘claim’ the 
student on your roster
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Locating tools in WebGrants
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The Tools Page in WebGrants
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Available Tools in WebGrants

 Roster Data File Comparison- Provides comparisons 
between a previous roster data file and the current file

 Grant Roster Template- Formats roster data files 
into a Microsoft Excel Spreadsheet

 Reconciliation Template- Formats reconciliation 
data files into a Microsoft Excel spreadsheet

 EL Verification Template- Formats EL Verification 
data files into a Microsoft Excel spreadsheet

 Unclaimed Awards Template- Formats Unclaimed 
award data files into a Microsoft Excel spreadsheet 
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Roster Data File Compare
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Grant Roster Data File
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Reconciliation Data File
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Grant Roster Data File

 Report payments using batch upload process
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Customizing Your Roster
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Institutional Support

Phone: 1 (888) 294-0153
Fax: 1 (916) 464-6499

SchoolSupport@csac.ca.gov

www.csac.ca.gov




