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1.
On main menu, click on Set School Defaults box.

2.
For Title IV Institution Code, enter your 6-character school code used for federal financial aid programs.  If your campus does not participate in federal aid programs, enter the 6-character code starting with ‘F’ assigned to your school by the Office of Higher Education’s grant unit.

3.
For School’s Name, Enter the name of your school.

4.
For Number Of Terms in Academic Year, enter ‘2’ if you use semesters or divide a clock hour academic year (not program) into 2 payment periods, or ‘3’ if you use quarters or divide a clock hour academic year into 3 payment periods.

5.
For Tuition & Fees Cap, enter the appropriate cap you will use for the majority of students.  Enter ‘2’ if most of your students are enrolled in a 2-year degree or a short diploma or certificate program, or ‘4’ if most of your students are enrolled in bachelors degree programs. 

7.
Check box for Clock Hour School only if your school operates on a clock hour system.

8.
For Full Time Cost of Attendance on top of right column, enter school’s full-time COA for federal financial aid programs.  If school does not participate in federal aid programs, enter 25000.

9.
For <HT Cost of Attendance near top of right column, enter school’s less than half-time COA for federal financial aid programs.  If school does not participate in federal aid programs, enter 20,000.

10.
For Origin Type, enter ‘O’ (letter O, not zero).

11.
For Living Arrangements, enter ‘O’ (letter O) if most of your students live off-campus without parents, ‘P’ if most of your students live with parents and ‘C’ if most of your students live on-campus.

12.
Skip Program Name for now and enter ‘0’ (zero) in field for Hours in Last Term (only appears for clock hour schools).
13.
Click on Program Defaults box at bottom of screen.
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1.
In box for ProgramName, enter one word name for the program in which most students are enrolled.  For cosmetology schools, this is typically Cosmetology. 

2.
For Total Tuition, enter the amount of tuition and general fees that would be charged for the number of hours in the school’s academic year, which is not necessarily the same as the number of hours in the program.  For example, if a school’s 1,550 hour cosmetology program costs $10,300 for tuition and fees, and the school defines the academic year as 1,200 hours, the tuition and fees entered would be $7,974, which is derived by dividing $10,300 by 1,550 hours and then multiplying by 1,200 hours.   The figure entered should be the same tuition and fees appearing on the school’s printout of the annual State Grant On-Line Budget Questionnaire completed each year. Tuition and fees CANNOT include costs for books, equipment or kits.  Note:  Schools with academic years less than 1,200 clock hours should contact OHE grant staff before entering this figure.
3.
For Total Fees, leave blank.

4.
For Program Hours, enter the number of hours in the school’s academic year.   Most schools use either 1,550, 1,200 or 900 hours for their academic year.

5.
Your will be prompted to enter the number of hours in a full-time payment period and corresponding credit level on the gray chart on the right.  If you use 2 payment periods per academic year, divide the number of hours in the academic year by 2 and enter that figure in the Term Hrs column.  If you divide your academic year into 3 payment periods, divide the number of hours in the academic year by 3 and enter that figure in the Term Hrs column.  Enter ‘15’ in the column for Credits.

6.
Click on the Calculate button on the left to calculate tuition and fees for all enrollment levels shown in the gray chart at right. 
7.
Once all the figures appear in the gray chart on the right, click on the Done box at the bottom of the screen.
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1.
In box for ProgramName, enter one word name for the program in which most students are enrolled.  

2.
For Tuition Per Credit, enter the amount of tuition charged per credit.  If a school charges the same amount of tuition for students taking a certain range of credits (e.g., 12-18), take the amount charged to a student taking 15 credits and divide by 15 to get the per credit amount.

3.
For Fees Per Credit, enter the amount of general fees charged to all students per credit.   If a certain fee is only charged once per academic year regardless of enrollment level, divide the annual amount by 30 semester or 45 quarter credits to get the per credit amount.   Likewise, if a certain fee is only charged once per term regardless of enrollment level, take the amount charged to a student taking 15 credits and divide by 15 to get the per credit amount.  If the same fee amount is charged to students taking a range of credits (e.g., 12-18), take the amount charged to a student taking 15 credits and divide by 15 to get the per credit amount.
4.
For Fees Per Term, LEAVE BLANK.
5.
Under Autofull Limits, Lower should be ‘3’ and Upper should be ’15.’
6.
Click on the Calculate button just under Upper to calculate tuition and fees for all enrollment levels shown in the gray chart at right. 

7.
Once all the figures appear in the gray chart on the right, click on the Done box at the bottom of the screen.
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1.
Back on the Set School Defaults screen, enter the SAME program name you used when setting up your tuition table into the Program Name field in the right hand column under Living Arrangements. 

2.
Enter a zero in the field for Prorated Term Hours.
2.
In the Student Cost of Attendance Values gray box in the lower left hand corner of the screen, enter the same program name under Description.   In the COA field, enter the same figure you entered in the Full-Time Cost of Attendance field at the top right of the screen.   In the <HT COA field, enter the same figure you entered in the <HT Cost of Attendance field at the top right.

3.
Click on the ‘Done’ box at the bottom right of the screen.  You are now finished with entering defaults.
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