How to Add/Edit Vouchers in Service Center
1. Log into Service Center using your credentials
a. https://servicecenter.bncservices.com/sc/index.php
b. Username:
c. For security purposes, I will send your password in a separate email.
2. From the “Quick Links” drop-down menu in the upper-right corner, select “Student Financial Aid/Voucher Order”
a. [image: Graphical user interface, text, application, chat or text message

Description automatically generated]

3. From here, you may add a new voucher (allocate SFA), view/edit existing vouchers, as well as place/view voucher orders.

Allocate SFA
1. Click “Allocate SFA” in the top left box.
a. [image: Text

Description automatically generated]

2. Click “Add Allocation to Batch”
a. [image: Graphical user interface, text

Description automatically generated]




3. Enter the student’s information in the appropriate field and click “Add Allocation to Batch”
a. [image: Graphical user interface, text, application

Description automatically generated]

b. Please note: some field are marked out due to the sensitive information they contain. You will need to enter that information to proceed.

4. Click “Finalize Allocations”
a. [image: Graphical user interface, text, application

Description automatically generated]

b. Please note: It may take up to an hour for these to be active.


Edit SFA
1. Click “View SFA Allocations” in the top right box.
a. [image: Graphical user interface, text, application, email

Description automatically generated]


2. To find the voucher you’d like to view/edit, search by student name, email, or student ID.
a. [image: Graphical user interface, application, Teams

Description automatically generated with medium confidence]

3. Click Edit
a. [image: Graphical user interface

Description automatically generated]

4. From here, you can change the available voucher amount or the expiration date.
a. [image: Graphical user interface, text, application

Description automatically generated]

5. Click “Add Allocation to Batch” & “Finalize Allocations”
a. Please note: It may take up to an hour for these changes to reflect.
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Unfinished Allocations: Following allocations are not active, must FINALIZE to activate.

To add another allocation, click on 'Add If all below listed allocations are correct, click
Allocation To Batch'. 'Finalize Allocations' to send batch to MBS and
make funds available in no more than 1 hour.
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View/Edit SFA Allocations
Review and edit previous allocations.
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View and Edit SFA Allocations
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Last Name: QD Student 1D: (D
First Name: LAUREN Voucher 1D: (D
“Email Address: G Allocation Amount: 50000

*The Email Address is not a required field, but it is strongly

encouraged. Please ensure that the email address is unique to SFA Program: HOCKADAY EXACT VOUCHERING
each student as duplicate emails may result in incorrect student .
allocation.
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Enter date voucher is to become active. Enter date voucher is to expire.
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Allocate Student Financial Aid (SFA)

Allocating SFA to a student will allow them to independently
contact MBS Direct and place an order using the funds you have
specified. After you have allocated funds, a period of no more
than 1 hour must pass before the funds are available for the
student to place their order.
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Allocate Student Financial Aid (SFA)

Unfinished Allocations: Following allocations are not active, must FINALIZE to activate.

If all below listed allocations are correct, click
'Finalize Allocations' to send batch to MBS and
make funds available in no more than 1 hour.

To add another allocation, click on 'Add
Allocation To Batch'.
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Create New SFA Allocation by completing the form below. (All fields required unless otherwise specified)

Last Name: (D Student 10: @D
First Name:  Starr Voucher ID: FA21-26015
*Email Address: CHRIEED Allocation Amount: $250

*The Email Address is not a required field, but it is strongly
encouraged. Please ensure that the email address is unique to
each student as duplicate emails may result in incorrect student
allocation.

SFA Program: HOCKADAY EXACT VOUCHERING

Month  Day Year Month  Day Year
Begin Date: (M) (oD (XARAD) End Date: MM () (NARAD)

o7 01 2021 02 31 2022
Enter date voucher is to become active. Enter date voucher is to expire.




