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OVERVIEW: SCHOLARSHIPS AND GRANTS PAYMENT 

REQUEST 

This guide provides an overview of how to submit a Scholarships and Grants Payment Request for a student or 

group of students who will be paid by a Unit/Division via the Scholarships Management System (SCMS). 

The form can be accessed through the Student and Academic Services Staff Forms website or it can be 

accessed directly through Appian. 
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ACCESS THE SCHOLARSHIPS AND GRANTS PAYMENT 

REQUEST THROUGH SAS STAFF FORMS PAGE 

The form can be located from the Student and Academic Services Staff Forms page 

http://i.unisa.edu.au/sas/Staff-Forms/ 

This form does not have the ability to be saved once it has been started so you will need to ensure that you 

have all of the required information before you commence the form. 

Open the Student and Academic Services Staff Forms page http://i.unisa.edu.au/sas/Staff-Forms/  

Select the Fees heading 

 

Click on the Online Scholarships and Grants Payment Form hyperlink.  

 

You may need to enter your user University Network ID and password to enter the site. 

 

http://i.unisa.edu.au/sas/Staff-Forms/
http://i.unisa.edu.au/sas/Staff-Forms/
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The Scholarships and Grants Payment Request form will be displayed 

 

Continue to Initiate and submit the request 

ACCESS THE SCHOLARSHIPS AND GRANTS PAYMENT 

REQUEST THROUGH APPIAN 

The form can be opened directly through Appian https://bpi.unisa.edu.au/suite/  

This form does not have the ability to be saved once it has been started so you will need to ensure that you 

have all of the required information before you commence the form. 

Open the Appian link https://bpi.unisa.edu.au/suite/ 

You may need to enter your University Network ID and password to enter the site 

 

Click on Actions 

  

Select the Student folder in the left hand menu 

 

https://bpi.unisa.edu.au/suite/
https://bpi.unisa.edu.au/suite/
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Select the Scholarships and Grants Payment Request form 

 

Continue to Initiate and submit the request 

INITIATE AND SUBMIT THE REQUEST 

After you have read the conditions of the form, select the Start button. This will open the form for you to 

complete. 

 

Your details will appear in the Division, School and Contact Person fields. 

If you are not the contact person for the form you can remove yourself change this to another person. 

You can also add a group mailbox for correspondence to be sent to if required. 

 

Enter the Scholarship/Grant Name 

 

Enter the cost centre details - % of payment must total 100% 
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Note: Multiple cost centres can be added if the scholarship is being paid from different areas as long as all of 

the students are being paid the same way. If there is a variance in the way each student is being paid then a 

separate form will need to be completed. 

 

Enter the Donor Name if available 

 

Select the Payment Frequency for the scholarship/grant 

 

Fill out the payment details table: 

 Enter the student details. The Student name will populate after the ID is entered. 

 Select the Program Code 

 Enter the First Payment Date Required 

 Enter the Final Payment Date Required (will not appear if Lump Sum is selected)  

 Enter in the Total Scholarship Amount Per Student 

 Enter the Bank Account Name, BSB Number and Account Number of the student (if know) 

 

Note 1: If there is a break in the payment periods for the same student, you can ‘add another student’ row, 

enter in the same student ID and enter the other dates (e.g. student is to be paid from the 9/1/2017 to the 

13/2/2017 and then from the 20/03/2017 to 21/07/2017 

 

Note 2: Multiple students can be added. If there is a variance in the way each student is being paid then a 

separate form will need to be completed. 
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If there is other information that is required, fill this out in the comments section 

 

Enter in the cost centre manager or the name of the person who has Vice Chancellor authorisation 

(VCA) to approve funds being paid from the cost centre provided. Please ensure that you are sending this 

request to the correct person as an IT HelpDesk service call will need to be raised if the incorrect person has 

been sent the form to approve. 

 

Read and select the Authorisation before submitting the form 

 

The form will be sent to the VCA approver. 

You will receive an email to say your form has been submitted 

 
 

Overdue Emails 

If the task has not been completed by the VCA approver after 4 business days, you will receive an Overdue 

email. This email will ask you to contact the approver and if they are not available to complete the task, 

submit a service request with the IT HELPDESK for the form to be reassigned to another approver. 
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Returned to Initiator 

The cost centre manager or VCA approver may return the form to you if there are changes that need to be 

made. 

You will receive an email advising you that changes are required. Click on the link to access the form 

 

The changes required will show at the top of the form.  

Make the required changes and submit the form back to the VCA approver. 

 

APPROVING THE SCHOLARSHIPS AND GRANTS PAYMENT 

REQUEST 

Once a form is submitted, the cost centre manager or Vice Chancellor authorisation (VCA) delegate must 

review and approve, prior to the final request being sent to Scholarships and Prizes, who will then process the 

request and prepare the payments in SCMS. 

If you are not the correct cost centre manager or Vice Chancellor authorisation (VCA) delegate, you will need 

to raise a service call through the IT HELPDESK for the form to be reassigned to another approver 

There are 2 ways you can access the Scholarships and Grants Payment Request form for approval. 

If you are a cost centre manager or a Vice Chancellor authorisation (VCA) delegate you will receive an email 

to say that a form has been submitted and requires approval. 

Please note: If the form has not been actioned within 2 business days of receiving the initial notification, a 

reminder email will be sent to the approver. 

If the task has still not been actioned 2 business days after the reminder email has been sent, an email will be 

sent to the initiator of the form to follow up. The form will then need to be reassigned for approval. 

1. Access through email notification 

To access the form click on the hyperlink in the email. 

 

https://my.unisa.edu.au/internal/helpdesk/incidentlogging/LogIncident.aspx
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You may need to enter your University Network ID and password to enter the site. 

 

Continue to Approving the form 

2. Access directly through Appian 

If you have multiple forms to approve you can access these directly through Appian 

Open the Appian link https://bpi.unisa.edu.au/suite/ 

You may need to enter your University Network ID and password to enter the site 

 

Under the Tasks heading, any forms that have been sent to you for approval will show. 

Select the relevant form link that you wish to approve. 

 

Continue to Approving the form 

Approving the form 

The submitted Scholarships and Grants Payment Request will open. 

Check the form to ensure that all of the entered details are correct. 

https://bpi.unisa.edu.au/suite/
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You have the options to Approve or Return to Initiator 

 

To Approve the form, ensure that the VCA Authorisation is ticked then click the Approve button.  

The form will be sent to the Scholarships and Prizes team for processing. 

 

You can Return to Initiator if the information is not correct. Please ensure that you provide information in the 

Comments section to ensure the initiator knows what changes are required before you select the Return to Initiator 

button. The form will then be returned to you for approval once the changes have been made. 

 

GLOSSARY 

Please follow this link HERE to view the full Glossary of University Terms for UniSA.  

http://www.unisa.edu.au/student-life/support-services/student-administration/glossary-of-university-terms/

