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CHAPTER 1

INTRODUCTION TO THE
MODEL DIRECT USER GUIDE
(LENDER VERSION)

Overview

Since 1998, the ASA System has provided Lenders, Servicers and Guaran-
tors with a powerful tool for managing the entire student loan process -
from origination to claims. MODEL Direct takes the power of the ASA Sys-
tem a step further - providing both small and large institutions with a sim-
ple and intuitive method for:

e adding and modifying loans

e transferring and viewing CommonlLine files

e viewing detailed report information - on demand
e entering Credit Approvals

e review an Applicant’s pending SCRs (School Certification
Requests).

MODEL Direct gives you the processing capabilities of a large Client/Server
application - without the hardware and configuration issues! You simply log
in and start processing your loan volume.

Assumptions

This user guide assumes the following:

e You are familiar with Microsoft Windows and standard Windows
conventions.

e You know how to navigate the web using Microsoft Internet
Explorer or Netscape Navigator.

< You understand the processing of student loan creation and dis-
bursement

Understanding of the following concepts is helpful but not required:

e Familiarity with other elements of the ASA System (the ASA Sys-
tem Client, and the ASA System Database).
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Required Configuration

Your system should be configured as follows:

Note...
« If your system has been Browser:
configured, you can skip this - Microsoft Internet Explorer 4.0 or higher (Note: version 6.0
- If you need assistance, with the Latest Microsoft Service Pack is strongly recom-
consult:
- Your Internal Technical mended)'
Support Staff . . . . .
Your Client Service O The latest Internet Explorer service pack information is available
Representative at:
Your Browser
documentation http://www.microsoft.com/windows/ie/default.asp

e Netscape Navigator 4.06 and higher
Important:
O MODEL Direct is NOT compatible with Netscape Navigator 6.
O Your browser must also be configured to:
- Use Secure Sockets Layer (SSL), and:
- accept cookies
Third Party Software

To work with MODEL Direct Reports (see page 105), you need the follow-
ing applications:

e Adobe Acrobat Reader 4.0 or higher (to view reports and print/
download MPNSs).

O You can download a free version of Acrobat Reader at:

http://www.adobe.com/products/acrobat

e Microsoft Excel 4.0 or higher (to view reports saved in Excel or
CSV format)

O You can download a free version of Microsoft Excel Reader at:

http://www.microsoft.com/downloads/

Logging In

The logon process is simple.
* Your Client Representative will provide you with:

O the URL (web address) of the MODEL DirectSLGFA Direct Login
page, and:

O a User ID and password



http://www.microsoft.com/windows/ie/default.asp
http://www.adobe.com/products/acrobat
http://www.microsoft.com/downloads/

Important:

By logging into MODEL

Direct, you agree to the

following

* MODEL Direct is
provided as a service to
lenders, holders and
servicers of student
loans [or FFELP loans]
guaranteed by MDHE.
Access to student loan
information by anyone
other than persons
authorized by MDHE is
strictly prohibited.
MDHE reserves the right
to deny access to
MODEL Direct.

* MDHE cannot and does

not guarantee the confidentiality of transmissions sent over the Internet, including

You then:
O Navigate to the MODEL Directlogin page with your browser.

O Click on the For Schools, Lenders and Servicers Link:

Note: schools

can also elect

to have / /

borrowers _

access MODEL

Direct to: ABA Direct®Pis an Internet-based resource toal for lenders, senvicers, school clients and horowers

e jinitiate loans Ifyou are a school of lender and do not have access and would like access to ASA Direct please call

your Client Manager at 1-800-999-9080 or email us at ASADirect@amsa.com.

and

o Vi ew Status o FOR BORROWERS o FOR SCHOOLS, LENDERS AND SERVICERS
information

concerning their loans.

Note: Borrower use of MODEL Direct is not covered in this document.
Please speak with you MODEL Direct Client Representative for more
information on configuring MODEL Direct for borrowers.

0 You'll see the following:

Login

To login to MODEL, please type your User-ID and Passwaord in their respective boxes
and click on the Login buttan

UserID:{MO_H000064
Passwaord:| == m

MODEL is provided as a service to lenders, holders and servicers of student
Ioans [or FFELP loans] guaranteed by MDHE. Access to student loan infarmation
by anyone ather than persans authorized by MOHE is strictly prohibited. MDHE
reserves the right to deny access to MODEL.

MDHE cannot and does not guarantee the confidentiality of transmissions sent

gwerthe Internet, including any transmission of persanal infarmation. Accardingly,

MDHE assumes no responsibility for, and makes no representations or

warranties, expressed or implied, with respectto, the accuracy or sufficiency of the Missouri Direct for Educational Loans

infarmation contained herein, or for MDHE's acts or omissions in procuring,
compiling, interpreting or communicating such information.

You are responsible for the security of vour passwaord. Ifyou have any reason to
believe that your password has been compromised {for example, the departure of
an employee who knows the passward) contact MDHE for a new password
immediately.

any transmission of personal information. Accordingly, MDHE assumes no Note: your password
responsibility for, and makes no representations or warranties, expressed or implied, is case sensitive.
with respect to, the accuracy or sufficiency of the information contained herein, or for

MDHE's acts or omissions in procuring, compiling, interpreting or communicating such

information.

* You are responsible for the security of your password. If you have any reason to
believe that your password has been compromised (for example, the departure of an
employee who knows the password) contact MDHE for a new password immediately.

0 Are you logging on to MODEL Direct for the first time?

Yes: you will be required to change your password (see
page 5).

Introduction to the MODEL Direct User Guide (Lender Version)




Tip: regardless of where
you are in MODEL Direct,
you can return to the
Home Page by clicking on
the MODEL Direct logo.

No: you'll be taken to the MODEL Direct Home Page:

Change your
Password (see

€ clips
! R!"ﬁrtr\ \"11‘7{3“
[raming

Electronic news lips from
Missouri
Department of
Higher Education

Add Loan

Loan Inquiry/Update PLUSICredit Approval Reports  Tools

About Menu and Screen Access...

When your account is created, you are given access to specific
menus and screen commands based on your function and/or
role. This is done for security reasons.

There are three levels of security access to a given screen or
menu item:

Read/Write Access: you have menu access to view a
screen, and can modify fields on the screen.

Read Only Access: you have menu access to view a screen,
but you cannot modify any data on it.

No Access: the menu command is not available

If you do not have access to an item you feel you should have
access to, contact your supervisor or support specialist about
changing your security permissions.

MODEL Direct Menu Options:

PAgE 5)  mm—m
Check the
) o e validity of an
og off o SSN, and
MODEL DireCt  s——t View and/or
(see page 5). update an
} -/ Institution
Enter both Stafford | AddLoan  Loan InquiryUpdate PLUS/Credit Approval ~ Reports Tools |™ Address (see
and PLUS Loans (see | page 117).

page 9).

Use the Template
feature when entering
multiple loans with
similar information (see
page 21).

—

» View/update an individual’s
Application Record, Loan
Record or MPN (see page 39).

View and set options for
subscription and custom
reports (see page 105).

« Enter a credit approval,
initiate a PLUS loan, and
review an applicant’s
pending SCRs (School
Certification Requests -
see page 81).




Important!

* The first time you log into

MODEL Directyou will be
directed to this screen, and
required to change your
password.

You must change your

password every 180 days.

- If your account is active
(see below), MODEL
Direct prompts you to
change your password
once it is more than 180
days old.

If you do not use your

MODEL Direct account for

360 days, it becomes

inactive, and you will not be

able to log in.

- Contact you MODEL
Direct Client
Representative or
Technical Support
Representative to obtain
a new password.

Logging Out

For security reasons, it is important to log out of MODEL Direct when
you've completed a session.

On clicking the Log Out link, you will be returned to the login

page:

Add Loan

Loan Ingquiny'Update

PLUS/Credit Approval

Reports  Tools

Missouri Direct for Educational Loans _

ASA Direct®™Vis an Internet-based resource tonl for lenders, servicers, school clients and borrowers

If you are a school or lender and do not have access and would like access to ASA Direct please call
vour Client Manager at 1-800-999-9080 or email us at ASADirect@amsa.com.

() FOR BORROWERS

7/7)74

D FOR SCHOOLS, LENDERS AND SERVICERS

Changing Your Password

It is good security practice to change your password periodically. Use the

Password option to do this:

Click the
Password link:

PLUSICredit Approval

Reports  Tools

Add Loan Loan Inquiry/Update

User-ID: UAWEBSCHOOL99

Old Password: I
MNew Pagsword: I
Werify Passward: I

Change | Clear |

Enter your old password, and then enter your new
password twice (in the New Password and
Confirm New Password fields

The parameters for password are as follows:

« It can be eight to fourteen characters in length.

« it can contain any combination of characters or
numbers.

« It cannot contain spaces.

Introduction to the MODEL Direct User Guide (Lender Version)



Inactivity Time-Out Period

A MODEL Direct session “times out” after 20 minutes of inactivity (this is
done both for security and system performance reasons). You are then re-
quired to log in again.

For example:

You are working in MODEL Direct, and are called away to a
meeting.

You come back in 25 minutes, and attempt to complete the task
you were engaged in.

MODEL Direct displays the following window, alerting you that
your session has timed out:

Your Session has timed out.

Flease click on a hutton to log in again.

o Fon soRnowees |0 ron sonoous, onosns, ano senvicens

Click on the For Schools, Lenders and
Servicers button to log in again (see page 2).
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CHAPTER 2

ADDING LOANS IN MODEL
DIRECT

From the Add Loan menu option, you can
e Add Stafford Loans,
e Add PLUS Loans (both undergraduate and graduate), and:

e Create a template (to automate the processing of groups of
loans with similar information).

Adding a Stafford Loan

L To ADD A STAFFORD LOAN IN MODEL DIRECT

1. From the MODEL Direct Home page, select the Add Loan link:

2. Click the Stafford link:

Logout S

oo R
2

Add Loan Loan Inquiry/Update PLUS/Credit Approval Reports  Tools

Cins)
s Grad PLUS

You'll see the following screen, where you are prompted for the
borrower’s Social Security Number:

Adding Loans in MODEL Direct



3. Do the following:

a. Enter the
bor-
rOWer’S Add Loan Loan InguiryUpidate PLUSICredit Approval Reports  Tools
SSN, and:

b . CI |C k th e PI:::i:mer::sr:wer's Social Security:
Search

Button.
The following screen appears:

The borrawer entered was notfound. We have pre-filled the borrawer SSN into the:
application for your convenience.

Borrower SSN: 555555555

Please select lender:
[ABC BANK (000000)

Caontinue Cancel

4. Does your institution have Branch Codes?

No: go to step 5.

Yes: select the applicable code from the dropdown list.
5. Click the Continue Button.

6. Select the state of the school the student is attending:

Borrower SSN: 555555555

Lender Name: ABC BANK
O Code: 000000

Toinitiate the loan process, you mustfirst select the state ofthe school that the student is attending. Next
selectihe school from the second drop down menu.

The school may require that they certify the loan before MISSOURI STATE GUARANTOR can perform a
credit check. If 5o, we will not be able to proceed without the school certification. For assistance please
contactyour school's financial aid office or call MISSOUR| STATE GUARANTOR at 1-800-824-4853

Choose a State: | Selecta State |

The screen refreshes, and the following screen appears:

Borrower SSN: 555555555

Lender Name: ABC BANK
OE Code: 000000

Ta initiate the loan process, you must first select the state ofthe schoolthat the student is attending. Next
selectthe school from the second drop down menu,

The school may require that they certify the loan before MISSOURI STATE GUARANTOR can perform a
credit check. If 5o, we will not be able to proceed without the school certification. For assistance please
contactyour school's financial aid office or call MISSOUR| STATE GUARANTOR at 1-800-824-4853

[izsawigia) =]

Choose a State:

Caontinue Cancel

7. Do the following:

a. Select a school from the dropdown list, and:
b. Click the Continue button.

10



The Add Stafford Loan screen appears:

Add Loan Loan Inquiry/Update PLUSICredit Approval Reports  Tools

"Riaquired

d Loan Infarma

Lender Name: ABC BARNK
Lender OE Code: 000000 Branch Code:

Borrower's Last Name :

Fields with a red asterisk
(or comments in red)
indicate that the field is
required.

Note: if an editable field
is not required, you can

add it later via the Loan
Inquiry/Update menu
(see page 39).

First Name=: l—

SSN: 555-55-5555
Perm. Address: l—
Address Line 2: l—
City: | State: INA* Mot Provided j

Zip Code: l— Country l—
Is this a valid adiress? [Ves ¥

Phone Number: l—

M
githoate: [ [ [

School Name: XZ UNWVERSITY

School OE Code: 993939 Branch Code: 00

Grade Level: | Frashman =
Enroliment Status: | Full Time =
Anticipated Graduation Date: ;I Ji

Loan Period

pompge (0 qopgel 0 [

Certified Loan Amounts (At least one Certified Loan Amount Must be completed).

Note: if a borrower
application was already
on file, existing
demographic fields will
be filled in as available.

Subsidized: Unsubsidized:

O
w [
awa [
w [
o [

' Do Not Print MPN.
" Download MPN and Print Locally.
£ MDHE to Print and Mail MPN.

Save | Reset | Cancel

Adding Loans in MODEL Direct
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In the Borrower section, add or view the following:

Lender Name: ABC BANK
Lender OE Code: 000000 Branch Code:

Borrower's Last Name :
First Name': MI:
8SN: 555-55-5555 Birth Date: i i

Perm. Address: l—
Address Line 2: l—
aw[ state: [NA-NotProvided 7|
Zip Code: l— Country: l—
Is this avalid adress? [ves =]

Phone Number: Email:

Field Notes

Borrower Last Name If the borrower was not already in the
- database: Enter borrower information (Last Name
Borrower First Name and First Name are required)

If the borrower already was in the database
(i.e., the borrower information was populated
by the system):

You can not modify the name fields (Contact your
MODEL Direct client representative for information on
modifying the borrower’s name).

Borrower Ml

Borrower SSN Read Only

Borrower Birth Date

Borrower Perm Address

Borrower Address Line 2

Borrower City/State/Zip Select the two character state code from the
Code/Country dropdown list.

Is this a valid address? Select Yes or No from the dropdown menu.

Borrower Phone Number

Borrower Email Address

12



9. In the School section, add or view the following:

5 Loan Informati
School Name: XYZ UNIVERSITY
School OF Code: 353593  Branch Code: 00

Grade Level: | Freshman B
Enrollment Status: | Full Time |
Anticipated Graduation Date: ,i /I

Loan Period

fombate:] [ [ tovae| [

Certified Loan Amounts (Atleast one Centified Loan Amaount Must be completed)

Subsidized: | Unsubsidized: |

Recommended Dishursement Dates
w [ o
aa [
s [
an [ [ [

& Do Not Print MPN.

" Download MPN and Print Locally.
" MDHE to Print and Mail MPN.

Bave | Reset | Cancel

Field Notes

Grade Level

Select one of the following from the dropdown list:
* Freshman (GRADELEVEL_01)

* Sophomore (GRADELEVEL_02)

= Junior (GRADELEVEL_03)

< Senior (GRADELEVEL_04)

e Year 5 Undergrad (GRADELEVEL_05)

e 1st Year Grad (GRADELEVEL_A)

< 2nd Year Grad (GRADELEVEL_B)

* 3rd Year Grad (GRADELEVEL_C)

e 4th Year + Grad (GRADELEVEL_D)

Enrollment Status

Select one of the following from the dropdown list:
e Full Time (F)
* At Least Half Time (H)

Anticipated Graduation
Date

Enter in format MM/DD/YYYY.

Loan Period from/to date

Enter in format MM/DD/YYYY

Certified Loan Amounts

Important: at least one certified loan amount (i.e,
either the Subsidized or Unsubsidized Loan Amount)
must be entered.

Recommended
Disbursement Date(s)

Process as follows:

1 Enter the disbursement date, and:
2 select the Hold or Release button
(optional).

Important:

* The Recommended Disbursement Date can not be
modified once the application has been approved,
since actual disbursement dates are assigned at
that point (i.e., changing the Preferred
Disbursement Date after approval has no effect on
the actual assigned disbursement date, and thus
you can only view the Recommended
Disbursement Date).

Adding Loans in MODEL Direct
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More about the Do
Not Print MPN
Option...

By default, the system checks to see
if the application requires the
printing of an MPN. In some cases,
you may want to deliberately
suppress the processing of an MPN
(for example, the borrower filled out
a paper MPN in your Financial Aid
Office, and you already have it in
hand).

In such cases, check the Do Not
Print MPN checkbox.

10. Select one of the following options for MPN Processing:

@ Do Not Print MPN.

" Download MPN and Print Locally.
" MDHE to Print and Mail MPHN.

Bave | Reset | Cancel
Select this option... If you...
Do Not Print MPN (default) Do not want to print MPN (see sidebar at

right).

Download MPN and Print Locally Want to download a preprinted MPN, and
mail it to the borrower.

MDHE to Print and Mail MPN Want the guarantor to print and mail the
MPN.

11. Click the Save button
You'll see one of the following:

O Ifyou’ve violated a business rule:

You'll see an error message dialog box (similar to the fol-
lowing):

Microsoft Internet Explorer x|

The Permanent Street Address Flag can not be set to Yes while addvess line 1, city, state, or 2ip cods infarmation is missing. Press OK ta set the flag to
Mo and continue your update. Press Cancel to edit again

In this example, the Valid Address flag was set to Yes, but no address
information was provided.

O If you selected the Do Not Print MPN or MDHE to Print and
Mail MPN Option:

You'll see the Transaction succeeded message:

Important:
You will see
additional
warnings if:
Add Loan Loan Inquiry/Update PLUSICredit Approval Reports  Tools
© MODEL DlreCt fem Transaction succeeded
saved your
application,
but:
° Other |SSUeS. Transaction succeeded
could resultin et
. arning(s
processing
» Ourrecords indicate that X¥Z UNNVERSITY is not a Guarantor approved institution
prOblemS o Ourrecords indicate that School XvZ UNMWERSITY is not a Department of Education approved
institution

14



O If you selected the Download MPN and Print Locally option:

You'll see the following screen:

Ktissourt Direet for Educational Loans

Z

Add Loan Loan Inquiry/Update PLUSICredit Approval Reports  Tools
* Template
o Btafford Transaction succeeded
* PLUS

Your Application/MPN is now ready to be viewed and printed. Press your browser's back button to return to
this page.

Ifyou do not have Adobe Acrobat® Reader installed, please download and install it now!

AL

MDHE

ATTMN: Document Pracessing
P.0.BOX 55152

BOSTORM, MA 02205-5142

If you are unable to view the form, piease refresh your page and by again.

Click the Form link (see previous figure) to open Adobe
Acrobat and print the MPN:

aweb/SIBorrowerUpdate_Fi

Favortes  Tools  Help

Bk v =+ - @ A @search [iFavores (4| Ty S W] -

Address IE hitp:{ fuaweb/STBorrowerUpdate_Fdffstafford_0_2004130122640,pdf
BS&- & EBORE[N 4 » M|« %]
kv - ® OOEE|®- | R-gB-0 - sEm s
| & I{‘;| Highlight Taol (U)

»
Faderal Family Education Loan Program (FFELP) [ Smmntr g or Larer ertcatin
i ST s
. . Federal Stafford Loan Siftoh, s
The MPN is pre-filled Master Promissary Note e !
. WARMMEx oo rcan o oo ks bl sbfamant o rsrormartation on e | ¥ 5253 65%
Wlth : hilﬂw\clvmlilgdlkhmflxhll\lw Irurisormert, or both, underthe Uniled Stdus [

Borrower Information Fioaco pan ooty or (ype: Fead i mein
A T T e

= information you e e ‘ "
supplied on the = o “' e

323 T T T o,

T
ANVWHERE 248

application, and:

» the guarantor’s
return address/

Signatures | _Comments Yy Thumbnails Y Bookmarks

contact information. - el o T o eyl | 1. imed Pt ot
e s T e
o ta e a e rr—
ol s et | sl gl o ot
Genacig e arechna |.m'i'4.hmm'§ﬁw”?~mm 2ban
F et e i et e
S i e s v ol b Wodded
Botrawer Cerlifications and Tiasd carohily bators signing balow
13. Ureder perehy ol parjury | certy thar: .
e e ety
e conpi 0 5 s o
Biufand i e ot ot R a1y o L1 e ot
o i o : S bt m.,.m..m...
e
ol e by Ve ko T A
s g ey sy FALF e e ad i
s
e o (ks vk ) v et P e
e p e e e A e
i OCL el
Eheaio o P TR e o m.m.mmmﬂm..m.p.«mu.,..,.mmwim.wm
[ e e i e ot e, g s e o e e
e i i ;

o
- Frd it o
a7 s e B
e fr s e ramisy o, i
] e ol e
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Adding a PLUS
Loan versus
Initiating a PLUS
Loan...

In the PLUS/Credit Approval
menu (see page 84), there is
an option to initiate a PLUS
Loan. At first glance, it may
appear that these are identical
activities, but there is an
important difference between
the two.

Use the Add PLUS Loan

Option (described in this

section) when:

« you have obtained a school
certification for the
borrower, and:

« have obtained the
borrower’s written
permission to perform a
Credit Check.

As part of the Add Loan

process, you are asked if:

- You want to perform the
Credit Check, or:

- have the guarantor

perform the credit check.

The loan comes to guar-
antee:

- immediately (if you
perform the credit check)
or:

- on credit approval (if the
guarantor performs the
credit check).

Use the Initiate PLUS Loan

Option (described on page

84) when:

* A borrower has directed you
to initiate a loan, and has
authorized a credit check.
Once the loan is initiated:

- MODEL Direct creates an
application record, and:

- sends an SCR (School
Certification Request) to
the school.

Important: For non-pre

approval lenders, credit check

options are disabled.

Adding a PLUS Undergraduate
Loan

0 To ADD A PLUS LoOAN IN MODEL DIRECT

1. From the MODEL Direct Home page, select the Add Loan link:

Add Loan Loan Inquiry/Update PLUS/Credit Approval Reports  Tools

Important: use this link when you are working when a parent
borrower is taking out a PLUS loan for a dependant student.

If you are adding a graduate PLUS loan (where the borrower and
student are the same, see Adding a Graduate PLUS Loan on page 25.

You'll see the following screen:

AddLoan  Loan InquirylUpdate PLUS/Credit Approval  Reports  Tools

Please Enter Borrower's Social Security:
Please Enter Student's Social Security:
Search | Reset

3. Do the following:

a. Enter the borrower’s SSN,
b. Enter the student’s SSN, and:
c. Click the Search button.
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Important - Not
all schooils...

allow lenders or borrowers to

initiate PLUS loans.

If this is the case for the school

you select, you'll see the

following message:

The School you have

selected <name of school>

does not participate in this
service, or you may be
choosing an incorrect
school code. You may
select another school code
by clicking OK, or return to
the Lender Welcome Page
by clicking Cancel”.

« If you continue to get this
message - or believe to be
getting it in error - contact
your Client Services
Representative.

The following screen appears:

The horrower entered was not found. We have pre-filled the borrower SSN info the
application for your convenience

Borrower SSN: 655655655

Please select lender:
[ABC BANK (000000)

Caontinue Cancel

4. Does your institution have Branch Codes?

No: go to step 5.

Yes: select the applicable code from the dropdown list.

5. Click the Continue button.

6. Select the state of the school the student is attending:

Borrower SSN: 555555555

Lender Name: ABC BANK
O Code: 000000

Toinitiate the loan process, you mustfirst select the state ofthe school that the student is attending. Next
selectihe school from the second drop down menu.

The school may require that they certify the loan before MISSOURI STATE GUARANTOR can perform a

credit check. If 5o, we will not be able to proceed without the school certification. For assistance please
contactyour school's financial aid office or call MISSOUR| STATE GUARANTOR at 1-800-824-4853

Choose a State: | Selecta State |

The screen refreshes, and the following screen appears:

Borrower SSN: 655655655

Lender Name: ABC BANK
OE Code: 000000

To initiate the Inan pracess, you must first select the state ofthe schonol that the student is atending. hesxd
selectthe school from the second drop down menu,

The schoaol may require that they cetify the [0an hefore MISSOURI STATE GUARANTOR can petform a
credit check. If so, we will not be able to proceed without the school certification. For assistance please
contactyour school's financial aid office or call MISSOURI STATE GUARANTOR at 1-800-824-4893

Choosea State: [Wissouri (MO)

Choose a School:

Continue Cancel

7. Do the following:

a. Select a school from the dropdown list, and:
b. Click the Continue button.
The Add PLUS App screen appears:

Adding Loans in MODEL Direct
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Fields with a red asterisk (or
comments in red) indicate that
the field is required.

Note: if an editable field is not
required, you can add it later
via the Loan Inquiry/Update
menu (see page 39).

Borrower
Section

Note: if a borrower
application was
already on file,
existing fields will be
filled in as available.

Credit Check Section
(only appears if you are
a preapproval lender).

Student
Section

[

Click a button to jump to the

AddLoan  Loan InquiryUpdate PLUS/Credit Approval ~ Reports  Tools

“Raquired

Lender Name: ABC BAMNK
Lender OF Code: 000000 Branch Code:

Borrower'sLastName:[
FirstNames: [
SSN: 555-55-6555
perm. Address:[
AddressLine2:[
cy:[
zpcode:|
PhoneNumber:[ |

Driver's License

Number:
Requested Loan Amount *:

Citizenship Status: | US Citizen B
Alien Registration #: ilf Borrower is non-citizen)

Emplayer
Mame: |
a[
Phone Number: [

Borrower completed References?  yes & No

e[
githoate:[ [ [

State*: [NA - Not Provided -
Country:
Email

State: | N4 - Not Provided 2

State: | NA - Not Provided =

Valid Borrower Signature?  yes & No

Borrower Signed Date: i I

n information - Credit Check

" 1would like to enter Gredit Check data far the borrower.

Credit Bureaw: [Equifa:
Credit Approval Date: i i

& 1would like ASA to run a Credit Check on the borrawer.

Borrower Authorization Signature Date: i i

PLUS Loan Information - Student Section

Last Name :
First Name*;

SSMN: 556-66-6655

—w Student Section School Section Credit Check Section

PLUS Loan Information - Si tion

e[
Bithoate:| ([ ]

School Name: XYZ UNNVERSITY

given section on the page.

-

School
Information

T

Disbursement
Information

1

MPN Options

[

School OF Code: 933933  Branch Code: 00
Loan Period

rompate:| o[ [ Ttepaex[ [ [

Grade Level: [Freshman ]
Enroliment Status: | Full Time b
Anticipated GraduationDate:[ ;[ [
PLUS Certified Loan Amount":

Recommenaea Dishursement vates
w [
wa [
s [ [
an [ [

% Do Not Print MPN.
" Download MPN and Print Locally.
" MDHE to Print and Mail MPN.

Save | Reset | Cancel




8. Modify or view the following information in the Borrower sec-
tion:

a. Enter the following demographic information:

1 Information -

Lender Name: ABC BAMNK
Lender OF Code: 000000 Branch Code:

Borrower'sLastName:[
FirstNames: [ e[
SSN: 555.55-5555 githoate:[ ([ [
perm. Address': |

Address Line 2:
city': State*: [[NA-Not Provided ~
Zip Code: Country:

Phone Humber: Email:

Field Notes

Borrower Last Name/ If the borrower was not already in the
First Name/MI database: Enter borrower information (Last
Name and First Name are required)

If the borrower already was in the
database (i.e., the borrower
information was populated by the
system):

You can not modify the name fields (Contact
your MODEL Direct client representative for
information on modifying the borrower’s
name).

Borrower SSN Read Only

Borrower Birth Date

Borrower Perm Address

Borrower Address Line 2

Borrower City/State/Zip
Code/Country

Phone Number

EMail

b. Enter the following License, Citizenship, Employer and
Reference information:

Driver's License

MNumber: State: | NA - Mot Provided [
Requested Loan Amount™:

Citizenship Status: |3 Citizen =
Alien Registration #: (If Barrower is non-citizen)

Emplayer
Name:|
o[ state: [MA- MotProvided =]
phoneNumper:|

Borrower completed References?  yes & No

Valid Borrower Signature?  yes & No

Borrower Signed Date: i I
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Field Notes

Driver’s License Number

Driver’s License State Select the state/territory from the dropdown
list.

Requested Loan Amount

Citizenship Status Select either US Citizen or Qualified non-
citizen from the dropdown list.

Alien Registration Non-Citizens only: Enter your Alien

Number registration number (in form AXx-XXX-XXX)

Employer Name/City/ Select a two letter state code from the

Phone/State dropdown list.

¢. Answer the following questions (by clicking the Yes or
No radio button):

Borrower completed References?  yes & No

Valid Borrower Signature?  yes & No

Borrower Signed Date: i I

- Borrower currently delinquent?
- Valid Borrower Signature?

d. Do you have a Valid Borrower Signature?
No: Go to step 5.

Yes: Enter the borrower sign date (in MM/DD/YYYY for-
mat - see previous figure).

Do you see the following section underneath the Borrower sec-
tion?

PLUS Loan Information - Credit Check Section

' |waould like to enter Credit Cheek data for the borrower

Credit Bureau: [Equifax
Credit Approval Date: J ;

" |would like MDHE to run a Credit Check on the borrawer.

Borrower Authorization Signature Date: i I

No: You are a non preapproval lender, and can not authorize a
credit check when adding a loan. Go to step 10.

Yes: Do one of the following:
If you are entering the results of your credit check:

a. Select the | Would Like to Enter Credit Check Data
for the Borrower radio button.
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b. Inthe Credit Bureau field, select the Credit Bureau your
institution used from the dropdown list (Equifax, Trans
Union, Experian).

c. Enter the Credit Approval Date (in MM/DD/YYYY for-
mat).

If you would like the guarantor to perform the credit check:

a. Select the | Would Like MDHE to run a Credit Check
on the borrower radio button.

b. Enter the Borrower Authorization Signature Date (in MM/
DD/YYYY format).

10. In the Student section, enter or view the student’s:
O Name information
O Birth Date

O SSN (View only)

PLUS Laan Information - Stud

Last Name ;

w[
Fsthame: [ githoate:| [ [

SSN: 555-55-5555

11. Enter or view the following in the School Information section:

PLUS Loan Informatis

School Name: X Z UNIVERSITY
School OE Code: 899999 Branch Code: 00

fombates| ([ [ Ttovates] [

Grade Level: [Freshmon 7]
Enroliment Status: [Ful Trme 7]
Anficipated GraduationDate:| 4] ]
PLUS Certified Loan Amount’:

Field Notes

School OE Code/Branch Read only
Code

Loan Period From/to Date Enter in format MM/DD/YYYY

Grade Level Select one of the following from the dropdown list:
* Freshman (GRADELEVEL_01)

* Sophomore (GRADELEVEL_02)

Junior (GRADELEVEL_03)

Senior (GRADELEVEL_04)

Year 5 Undergrad (GRADELEVEL_05)

1st Year Grad (GRADELEVEL_A)

2nd Year Grad (GRADELEVEL_B)

3rd Year Grad (GRADELEVEL_C)

4th Year + Grad (GRADELEVEL_D)
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Field Notes

Enrollment Status Select one of the following from the dropdown list:
* Full Time (F)
* At Least Half Time (H)

Anticipated Graduation Enter in format MM/DD/YYYY.

Date

PLUS Certified Loan Required

Amount

12. Process Recommended Disbursement Dates as follows:

tst [0 gfor (2004 Hold € Release @
ot [06 g[30 2004 Hold © Release @
s [ [ 0 o © Retease ©
an [ [ [ Holg © Release ©

a. Enter the disbursement date, and:
b. Select the Hold or Release button (optional).
Important:

- The Recommended Disbursement Date can not be
modified once the application has been approved,
since actual disbursement dates are assigned at
that point (i.e., changing the Preferred Disburse-
ment Date after approval has no effect on the
actual assigned disbursement date, and thus you
can only view the Recommended Disbursement
Date).

13. Select one of the following options for MPN Processing:

' Do Not Print MPH.

" Download MPN and Print Locally.
" MDHE to Print and Mail MPN.

_8ava | Reset | Cancel
Select this option... If you...
Do Not Print MPN (default) Do not want to print MPN (see sidebar at

right).

Download MPN and Print Locally Want to download a preprinted MPN, and
mail it to the borrower

MDHE to Print and Mail MPN Want the guarantor to print and mail the MPN

14. Click the Save button
You'll see one of the following:

O If you’ve violated a business rule:
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You'll see a error message dialog box (similar to the fol-
lowing):

Microsoft Internet Explorer

The Permanert Street Address flag can not be set b Yes while address ine L, city, state, or 2ip code information is missing, Press OK to set the flag o
Mo and continue your update. Press Cance! to edit again.

In this example, the Valid Address flag was set to Yes, but no address
information was provided.

O If you selected the Do Not Print MPN or MDHE to Print and
Mail MPN Option:

You'll see the Transaction succeeded message:

Important:
You will see
additional
warnings if:
L4 MODEL Add Loan Loan Inquiry/Update PLUSICredit Approval Reports  Tools
Direct saved t= Transaction succeeded
your
application,
but:
= other issues
could result Transaction succeeded.
in processing Warringts):
prObIemS o Ourrecords indicate that XyZ UNWVERSITY is not a Guarantor approved institution.
® Ourrecords indicate that School ¥vZ UNMMNWERSITY is not a Depariment of Education approved
institution.

O If you selected the Download MPN and Print Locally option:

You'll see the following screen:

Ce—

Add Loan Loan Inquiry/Update PLUSICredit Approval Reports  Tools
* Iemplate Transaction succeeded.
» Stafford
e PLUS

Your Application/MPM is now ready to be viewed and printed. Press vour browser's back button to return to
this page

Ifyou do not have Adobe Acrobat® Reader installed, please download and install it now!
AR
Adobe

MDHE

ATTH: Document Processing
P.0.BOX 55142

BOSTON, MA 02205-5152

If vou are unable to view the form, please refresh your page and Wy again.

Adding Loans in MODEL Direct
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Click the Form link (see previous figure) to open Adobe
Acrobat and print the MPN:

File Edit View Favorites Tools  Help

Back ~ = - @) @) & | @search [GFavortes (B By S W - =

Acress [{€] htep:juaweb/SlBorronerUpdate_fdfjstafford_0_2004130122640.pdf

|B S @&-F -8 &BOBE|K 4> bjes]

The MPN is pre-filled
with:

e information you
supplied on the
application, and:

e the guarantor’s
return address/

contact information.
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Adding a Graduate PLUS Loan

0 To ADD A GRADUATE PLUS LOAN IN MODEL DIRECT

1.

From the MODEL Direct Home page, select the Add Loan link:

Logout

AL

AddLoan  Loan InquinyUpdate PLUS(Credit Approval  Reports  Tools

o Template
o Stafford

o Grag PLUS

=
Important: use this link when you are working when a graduate
student is taking out a PLUS loan on their own behalf.
If you are adding an undergraduate PLUS loan (where a parent is the
borrower for a dependant student), see Adding a PLUS Undergraduate
Loan on page 16.
You'll see the following screen:
Add Loan Loan InguiryUpdate PLUS/Credit Approval Reports  Tools
Please Enter Borrower's Soclal Security: | |
Search Reset
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Important - Not
all schooils...

allow lenders or borrowers to

initiate PLUS loans.

If this is the case for the school

you select, you'll see the

following message:

The School you have

selected <name of school>

does not participate in this
service, or you may be
choosing an incorrect
school code. You may
select another school code
by clicking OK, or return to
the Lender Welcome Page
by clicking Cancel”.

« If you continue to get this
message - or believe to be
getting it in error - contact
your Client Services
Representative.

3. Do the following:

a. Enter the borrower’s SSN, and:
b. Click the Search button.
The following screen appears:

The borrawer entered was notfound. We have pre-filled the borraurer SSN into thi
application for your convenience.

Borrower SSN: 555555555

Please select lender:
[ABC BANK (000000)

Caontinue Cancel

4. Does your institution have Branch Codes?

No: go to step 5.

Yes: select the applicable code from the dropdown list.
5. Click the Continue button.

6. Select the state of the school the student is attending:

Borrower SSN: 555555555

Lender Name: ABC BANK
O Code: 000000

Toinitiate the loan process, you mustfirst select the state ofthe school that the student is attending. Next
selectihe school from the second drop down menu.

The school may require that they certify the loan before MISSOURI STATE GUARANTOR can perform a

credit check. If 5o, we will not be able to proceed without the school certification. For assistance please
contactyour school's financial aid office or call MISSOUR| STATE GUARANTOR at 1-800-824-4853

Choose a State: | Selecta State |

The screen refreshes, and the following screen appears:

Borrower SSN: 655655655

Lender Name: ABC BANK
OE Code: 000000

To initiate the Inan pracess, you must first select the state ofthe schonol that the student is atending. hesxd
selectthe school from the second drop down menu,

The schoaol may require that they cetify the [0an hefore MISSOURI STATE GUARANTOR can petform a
credit check. If so, we will not be able to proceed without the school certification. For assistance please
contactyour school's financial aid office or call MISSOURI STATE GUARANTOR at 1-800-824-4893

Choosea State: [Wissouri (MO)

Choose a School:

Continue Cancel

7. Do the following:

a. Select a school from the dropdown list, and:
b. Click the Continue button.
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Fields with a red asterisk (or
comments in red) indicate that

the field is required.

Note: if an editable field is not
required, you can add it later
via the Loan Inquiry/Update

menu (see page 39).

Borrower

Secti

Note: if a borrower
application was
already on file,
existing fields will be
filled in as available.

Credit Check Section
(only appears if you are
a preapproval lender).

on

School

Information

L

Disbursement
Information

L

—
MPN Options

L—

The Add PLUS App screen appears:

AddLoan  Loan InquiryUpdate PLUS(Credit Appraval  Reports  Tools

Sudon Seton ]| sceot ecton [ Crei Chock ecten

“Required

Lender Name: ABC BANK
Lender OF Code: 000000 Branch Code:

Borrower's LastName:[
FirstName: [
SSN; 555656555
perm. Address™: [
addressLinez: [
city': [ State’: [NA-NotProvided =]
zipCode:| country: [
Phone Number: [ Emait:[

Driver's License

me
githoate: [ ]

HNumber: |

Requested Loan Amount *;

Citizenship Status: | US Citizen B
Alien Registration #: (T Borrower is nof-citizen)

Employer
Name:

city: | state: [NA-NatProvided x|

Phone Number:

Borrower completed References?  Yes & No

State: [NA-Not Provided v

Valid Borrower Signature?  Yes & No

Borrower Signed Date: ! !

Information - Credit Checl

€ Iwould like to enter Credit Check data for the borrower.
Credit Bureau: | Eojuif=x K
Credit Approval Date: ! !

@ | would like ASA 10 run a Credit Check on the barrower.

Borrower Authorization Signature Date: i i

PLUS Loan Informatio ion
School Name: XVZ UNIVERSITY

School OE Code: 999999  Branch Code: 00
Loan Period

frompate:] [ [ tepaex[ [

Grade Levet: [Freshman =]
Enroliment Status: [Ful Tme 7]
anticipated GraduationDate:| [ ;[
PLUS Certified Loan Amount';

Recommended bisbursement vates
s [
wa [
w [
an [ o [

Do Not Print MPN.
' Download MPH and Print Locally.
€ MDHE to Print and Mail MPN.

Save | Reset | Cancel

Adding Loans in MODEL Direct
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8. Modify or view the following information in the Borrower sec-
tion:

a. Enter the following demographic information:

PLUS Loan Information - Bor

Lender Name: ABC BAMNK
Lender OF Code: 000000 Branch Code:

Borrower'sLastName:[
FirstNames: [ e[
SSN: 555.55-5555 githoate:[ ([ [
perm. Address': |

Address Line 2:
city’ [ State’: [NA-NotProvided  v]
Zip Code*: Country:

Phone Humber: Email:

Field Notes

Borrower Last Name/ If the borrower was not already in the
First Name/MI database: Enter borrower information (Last
Name and First Name are required)

If the borrower already was in the
database (i.e., the borrower
information was populated by the
system):

You can not modify the name fields (Contact
your MODEL Direct client representative for
information on modifying the borrower’s
name).

Borrower SSN Read Only

Borrower Birth Date

Borrower Perm Address

Borrower Address Line 2

Borrower City/State/Zip
Code/Country

Phone Number

EMail




b. Enter the following License, Citizenship, Employer and
Reference information:

Driver's License

Humber: [ State: [NA- Mot Provided |

Requested Loan Amount”:

Citizenship Status: IWLI
mienRegistration [ (fGBomower s non-cilizer)
Employer
Name:
city: [ State: | MA - Mot Provided =l
Phone Numper:[

Borrower completed References?  yes & No

Valid Borrower Signature?  yes & No

Borrower Signed Date: i I

Field Notes

Driver’s License Number

Driver’s License State Select the state/territory from the dropdown
list.

Requested Loan Amount

Citizenship Status Select either US Citizen or Qualified non-
citizen from the dropdown list.

Alien Registration Non-Citizens only: Enter your Alien
Number registration number (in form AxXx-XXX-XXX)
Employer Name/City/ Select a two letter state code from the
Phone/State dropdown list.

c. Answer the following questions (by clicking the Yes or
No radio button):

Borrower completed References?  Yes = No
Valid Borrower Sighature?  Yes = No

Borrower Signed Date: i I

- Borrower currently delinquent?
- Valid Borrower Signature?

d. Do you have a Valid Borrower Signature?
No: Go to step 5.

Yes: Enter the borrower sign date (in MM/DD/YYYY for-
mat - see previous figure).

9. Do you see the following section underneath the Borrower sec-
tion?

PLUS Loan Infarmation - Credit Check Section

@ | waould like to enter Credit Check data for the borrower

Credit Bureau: | Equifsx |
Credit Approval Date: I I
™ lwould like MDHE to run a Credit Check on the horrower.

Borrower Authorization Sighature Date: I I
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No: You are a non preapproval lender, and can not authorize a
credit check when adding a loan. Go to step 10.

Yes: Do one of the following:
If you are entering the results of your credit check.
a. Select the 1 Would Like to Enter Credit Check Data

for the Borrower radio button.

b. In the Credit Bureau field, select the Credit Bureau your
institution used from the dropdown list (Equifax, Trans
Union, Experian).

c. Enter the Credit Approval Date (in MM/DD/YYYY for-
mat).

If you would like the guarantor to perform the credit check:
a. Select the I Would Like MDHE to run a Credit Check
on the borrower radio button.

b. Enter the Borrower Authorization Signature Date (in MM/
DD/YYYY format).

10. Enter or view the following in the School Information section:

PLUS Loan Information - School Section

School Name: XZ UNIVERSITY
School O Code: 353593  Branch Code: 00

rompate:| o[ [ tepaex[ [

Grade Level: [Freshmen ]
Enroliment Status: [Ful Tme 7]
Anticipated GraduationDate:| ;[ [
PLUS Certified Loan Amount’:

Field Notes

School OE Code/Branch Read only
Code

Loan Period From/to Date | Enter in format MM/DD/YYYY

Grade Level Select one of the following from the dropdown list:
Freshman (GRADELEVEL_01)

Sophomore (GRADELEVEL_02)

Junior (GRADELEVEL_03)

Senior (GRADELEVEL_04)

Year 5 Undergrad (GRADELEVEL_05)

1st Year Grad (GRADELEVEL_A)

2nd Year Grad (GRADELEVEL_B)

3rd Year Grad (GRADELEVEL_C)

4th Year + Grad (GRADELEVEL_D)

Enrollment Status Select one of the following from the dropdown list:
* Full Time (F)
* At Least Half Time (H)

Anticipated Graduation Enter in format MM/DD/YYYY.

Date
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PLUS Certified Loan Required
Amount

11. Process Recommended Disbursement Dates as follows:

tst [0 gfor (2004 Hold € Release @
ot [06 g[30 2004 Hold © Release @
s [ [ 0 o © Retease ©
an [ [ [ Hold O Release ©

a. Enter the disbursement date, and:
b. Select the Hold or Release button (optional).
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Important:

- The Recommended Disbursement Date can not be
modified once the application has been approved,
since actual disbursement dates are assigned at
that point (i.e., changing the Preferred Disburse-
ment Date after approval has no effect on the
actual assigned disbursement date, and thus you
can only view the Recommended Disbursement
Date).

12. Select one of the following options for MPN Processing:

% Do Not Print MPN.

" Download MPN and Print Locally.
" MDHE to Print and Mail MPH.

Save | Reset | Cancel
Select this option... If you...
Do Not Print MPN (default) Do not want to print MPN (see sidebar at

right).

Download MPN and Print Locally Want to download a preprinted MPN, and
mail it to the borrower

MDHE to Print and Mail MPN Want the guarantor to print and mail the MPN

13. Click the Save button
You'll see one of the following:

O Ifyou’ve violated a business rule:

You'll see a error message dialog box (similar to the fol-
lowing):

[Microsoft Internet Explorer s x|

The Permanert Street Address flag can not be set b Yes while address ine L, city, state, or 2ip code information is missing, Press OK to set the flag o
Mo and continue your update. Press Cance! to edit again.

In this example, the Valid Address flag was set to Yes, but no address
information was provided.
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O If you selected the Do Not Print MPN or MDHE to Print and
Mail MPN Option:

You'll see the Transaction succeeded message:

Important:
You will see
additional
warnings if:
L4 MODEL Add Loan Loan Inquiry/Update PLUSICredit Approval Reports  Tools
DIreCt SaVed fem Transaction succeeded
your
application,
but:
= other issues
could result Transaction succeeded.
in processing Warning(sy:
prObIemS o Ourrecords indicate that XyZ UNWVERSITY is not a Guarantor approved institution.
® Ourrecords indicate that School ¥vZ UNMMNWERSITY is not a Depariment of Education approved
institution.

O If you selected the Download MPN and Print Locally option:

You'll see the following screen:

Add Loan Loan Inquiry/Update PLUSICredit Approval Reports  Tools
* Template
o Btafford Transaction succeeded
e PLUS

Your Application/MPM is now ready to be viewed and printed. Press vour browser's back button to return to
this page

Ifyou do not have Adobe Acrobat® Reader installed, please download and install it now!
AR
Adobe

MDHE

ATTH: Document Processing
P.0.BOX 55142

BOSTON, MA 02205-5152

Ihe Form

If vou are unable to view the form, please refresh your page and Wy again.

Adding Loans in MODEL Direct
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Click the Form link (See previous figure) to open Adobe
Acrobat and print the MPN:

File Edit View Favorites Tools  Help

Back ~ = - @) @) & | @search [GFavortes (B By S W - =

Acress [{€] htep:juaweb/SlBorronerUpdate_fdfjstafford_0_2004130122640.pdf

|B S @&-F -8 &BOBE|K 4> bjes]

The MPN is pre-filled
with:

e information you
supplied on the
application, and:

e the guarantor’s
return address/

contact information.

I@gn% @‘B @|Qi'
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Working with a Loan Template

When you need to enter multiple loans with similar information (i.e., sev-
eral loans with the same disbursement date, same loan period, etc.) you

can create a template - and avoid keying repetitive data.

In the following example, we're planning to add all loan data for incoming
freshman. All of them have the same:

Lastly:

Branch Code,
Loan Period Dates,
Stafford Subsidized/Unsubsidized split,
Disbursement Dates,
Grade Level, and:
Enroliment Status.

All require the printing/processing of an MPN

We create a template in which all available fields are filled in:

isr) DRt for E

+ Template

o Stafford
* PLUS

A Password

Logout

Add Loan Loan

Loan Period

FromDate: |08 /|01 |2003 Topate: 05 31 2008
Unsubsidized: |1313 ——

Certified Loan Amounts

subsidized: [1312 |
Recommended Dishursement Dates
st oz g sfose
nd o fzr [ooos
wo [
w [

Grade Level:

Enroliment Status:

Do Not Print MPN.

 Download MPN and Print Locally.
" MDHE to Print and Mail MPN.

Save | Clear

Freshman 2
Full Time 2
Anticipated Graduation Date: |05 P31 i|2007

InguiryUpdate

Loan Information

PLUS/Credit Approval

Reports  Tools

(Start Date/End Date)

MPN Printing Option you want for
each loan (see page 22)

Loan Period

Grade Level,
Enrollment Status,
and Anticipated
Graduation Date

Sub/UnSub
Amounts

Disbursement
Dates

Adding Loans in MODEL Direct
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When we go to add a new Loan, all fields from the template are filled in
for the new loan. We need only add student-specific information:

rd Wt ati
School Name: XYZ UNIWVERSITY
School OE Code: 999999  Branch Code: 00

Grade Level: [Frashman 7]
Enrollment Status: | Full Time e
Anticipated Graduation Date: |05 ,|31 ;IZUUT

Loan Period

From Date: |09 Ll 72003 To Date:|05 f|31 1|2004

Certified Loan Amounts (At least one Certified Loan Amaount Must be completed)
Subsidized: I‘\ 312 Unsubsidized: |1313

Recommended Dishursement Dates

Information added
to a new Stafford

Loan o oo
g [0a far gfeoos
se [
an [

© Do Not Print MPN,
' Download MPH and Print Locally.
" MDHE to Print and Mail MPH.

Save Reset Cancel |

School Name: XY Z UNMNWERSITY
School OE Code: 999999 Branch Code: 00

Loan Period

X From Date-: |19 7|m JIEUU3 To Date’: |03 1|31 |2004
Information added to a

new PLUS Loan Grade Levet: [Freshmen =]

Enrollment Status: [Full Time =]

Anticipated Graduation Date: [05 | [31;[z007
PLUS Certified Loan amount':[

Recommended Disbursement Dates

1st oz fot [zone
g for g1 fzoos
3rd I jI i
atn | i I

' Do Not Print MPN,

* Download MPN and Print Localhy.
" MDHE to Print and Mail MPN.

Gave | Reset Cance\l

Note: you can choose to override the template fields if necessary




L To CREATE A LOAN TEMPLATE:

1. From the MODEL Direct Home page, select the Add Loan link:

Loan Inquiry/Update PLUS/Credit Approval Reports  Tools

AddLoan  Loan InquinyUpdate PLUS(Credit Approval  Reports  Tools
o Template

o Stafford
PLUS

Add Loan Loan InquiryUpdate PLUSICredit Approval Reports  Tools
: 'Sﬁtaar;grl’zle Loan Infarrnation
s PLUS

Loan Period

From Date; |08 1ot i|2003 ToDate: |05 JEL IIQDM

Certified Loan Amounts

subsidized: [1312 | Unsubsidizedt: [1313
Recommended Dishursement Dates
st oz L feone
ana fos g[zr gfeoos |
s [
aw [

Grade Level: IWI
Enrollment Status: lml
Anticipated Graduation Date: [05|/[31 | s[z007
€ Do Not Print MPN.

= Download MPN and Print Locally.

" MDHE to Print and Mail MPN.

Sawe | Clear
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Important...

* Your template is only
available to you during your
current login session.

- You cannot share a
template across multiple
browser sessions on the
same machine.

- Your template is not
saved if your session
times out due to
inactivity.

* You can modify your
template by:

- returning to the
Template Screen,

- editing your template,
and:

- saving your changes.

* When adding a loan, you
can override fields populated
by the template.

3. Enter any or all of the following fields:

Field Notes

Loan Period From/to Date

Enter in format MM/DD/YYYY

Certified Loan Amount

While not required for the template, all Stafford loans
must have either a subsidized or unsubsidized
amount specified.

Disbursement Date/

* Enter Date (in MM/DD/YYYY format), and:

Status « Select the Hold or Release radio button
(optional).
Grade Level Select one of the following from the dropdown list:

Freshman (GRADELEVEL_01)
Sophomore (GRADELEVEL_02)
Junior (GRADELEVEL_03)

Senior (GRADELEVEL_04)

Year 5 Undergrad (GRADELEVEL_05)
1st Year Grad (GRADELEVEL_A)

2nd Year Grad (GRADELEVEL_B)

3rd Year Grad (GRADELEVEL_C)

4th Year + Grad (GRADELEVEL_D)

Enrollment Status

Select one of the following from the dropdown list:
* Full Time (F)
* At Least Half Time (H)

Anticipated Graduation
Date

Enter in format MM/DD/YYYY.

One of the following MPN

Printing Options:

« Do not Print MPN

« Download MPN and
Print Locally

= MDHE to Print and Mail
MPN.

For more information on these options, see page 22

4. Click the Save button.

5. The following occurs:

O You'll see the following screen, alerting you that your template
was saved and is available:

4 Password

Logout 8

Add Loan

Loan InguiryUpdate

PLUS/Credit Approval ~ Reports  Tools

SAVE SUCCESSFUL

O When you create new loans, your template information will
appear in the field(s) you added (see page 36).
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CHAPTER 3

Before you
begin...

By regulation, you can only
view application, loan and
disbursement data associated
with your institution.

For example:

« Jane S. has transferred into
your school from another
school.

You cannot view application,
loan and disbursement data
from the previous school.

MODEL Direct will alert you if

you do not have the required

privileges or relationship to
view a specific record. For
more information, see your
system administrator or

MODEL Direct Client Service

Representative.

LOAN INQUIRIES AND UPDATES
IN MODEL DIRECT

From the Loan Inquiry/Update Menu you can view and/or modify:

» Application Detail (including a PDF copy of the borrower’s MPN -
see page 47)

e Loan Detail (see page 58)
e Demographic Information (see page 62)

e Summary information for the borrower (on the Master Borrower
Screen - see page 64)

e Summary information for the Student (on the Master Student
Screen - see page 69)

e Data on borrower Claims and Preclaims (see page 74 and page
76)

e Holds and Releases (see page 78)
You can also:

« Verify a Promissory Note (see page 43).

The Inquiry Search Screen

You search for application and loan records in MODEL Direct by:

e Demographic information (SSN, Last Name/First Name combina-
tion),

e CommonLine ID, or:

e Loan ID.
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Person Search

* see page 41 for
restrictions on
Person searches

CommonLine ID Search

Loan ID Search

Use This
Inquiry type...

AddLoan ] Loan InquiryUindat PLUS/Credit Approval  Reports  Tools

From the MODEL Direct Home Page, click the Loan
Inquiry/Update link.

| * The Search screen appears, as shown below:

-

® Person Search

Add Loan Loan Inquiry/Update PLUSICredit Approval Reports  Tools

To Search for a person, please enter SSM or Mame, oryou may search by the CommonLine Unigue D or
MDHE Loan ID. Ifthe search is performed utilizing name, please enter the entire last name and a minimurm
of two characters of the first name. All results presented are for personis) which have applications
associated to the organization of the individual logging in.

Social Security Number: l—
Last Name: l—
First Name: l— MI: l—
Date of Birth: . I
Search ﬂl

To search for applications by a CommanLine |D, please enter the ID

CommonLine ID:
Search Reset

To search for a loan, please enter the lnan ID

Loan ID:
Search Reset

Consult the chart below to determine which type of query to use:

when you have this information...

to perform these actions:

Person Search

 SSN, or:
* a Name/Phone Number combination

* View Application Data (see page 41)

« Download a borrower's MPN (see page 44).

* View/modify Loan Detail (see page 58).

« View/modify Demographic Information (see page 62).
* View Borrower Summary Information (see page 64).

CommonLine ID

a Commonline File 1D

* view an application submitted via a CommonLine file (see page
41).

Loan ID

a Loan ID (in the format LOAOOOOXXXXX)

« view specific loans associated with a borrower/student of your
institution (see page 58).
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Doing an Application L To PERFORM AN APPLICATION SEARCH:
Search
1. Log into MODEL Direct, if you have not already done so (See

page 2).

2. From the MODEL Direct Home Page, select the Loan Inquiry/
Update link (see figure on page 40).

3. In the Person section, enter:

O an SSN,
O a Name/Date of Birth combination, or:

O a Commonline ID.

[ | Social Security Number: l—
Last Name: li
If you search by SSN or First Name: | m[
Commonline ID, the Date of Birth: | !
Application detail window ——— Search | | Reset |

appears (See page 47).

To search for applications by a CommonLine 1D, please enter the 1D

L | <CommonLine ID:|00000000000000000

Search Reseat
You can also search by:
Social Security Number:
* last name, or: — | LastName: [Sodert

First Name: MI:
Date of Birth: 12 e 1]9993

Resest

» acombination of name (First/Last/MI)
and date of birth.

Searches Returning Multiple Records...

Add Loan Loan Inquiry/Update PLUSICredit Approval Reports  Tools
¢ Person Search
SSN Last Name First Name Middle Initial Date of Birth
555-55-5555 SMITH BORROWER M 00/00/0000
555-55-5555 SMITH BORROWER J 00/00/0000
555-55-5555 SMITH BORROWER G 00/00/0000

3 matches were faund.

e |If your search returns between 2 and 20 names, you'll see a screen similar to the
figure above. Click on the SSN link to open the Application Detail window (see

page 47).
* |If your search returns more that 20 names, you will be advised to refine your
search by entering a first name and/or Date of Birth.
Once you've selected a specific account, the Application List
window appears:
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S
M i 4 Password
Save yourself S St A z lllll Logout
time... - €
Add Loan Loan InguiryUpdate PLUSICredit Approval Reports  Tools
If you need to perfor_m more + Petson seatn
than one task for an individual, © ﬁmeantm\USt detail, click on the D
H 3 < Loan Detail
use the links at right to work & e
with their account. It will save o Master Borrower B G
. o Master Student Jame: BORROWER SMITH
you the effort of having to re- o Claims and Preclaims
enter your search criteria. o Hold and Release plication |0 APF
Loan | Loan Apfroved/Certified Amount | Application View o
Type | Status Date Approved ReceiveDate |° |° | Detalls | PrOmnote  |MPN Verification
SF |Approved f;sf 'Eﬂu 1zmomo | Y| v Download Vatify
50 |Approved fz,gf Ungn 120170000 ¥ |¥| ¥ | Download Ve

View Details colurnn identifes loansfapnlications vou may view in detail. For privacy rlasons, vou fay view
only the detail for loans and @pplications associated with your institution, i.e., your instition is the lnder,
holder, servicer or school orfithe application record

Click this link to view Application Detail (see page 47).

Note: you can only view Application Detail if the
Application Details field equals Y.

Click the Download link to view and/or print a PDF copy of the borrower’s MPN
(see page 44)

* Only available when:
- the guarantor holds the original MPNs, or:
- the ESign process is used by the guarantor.

Click this link to verify the receipt of a Promissory Note.

e Only applicable if your institution is responsible for tracking MPNs.

4. View the following:

Field Description/Notes

Loan Type One of the following:

* SF Stafford Subsidized

e SU Stafford Unsubsidized
e PL PLUS

e SL SLS

e CL Consolidation

* RF Refinanced

Loan Status One of the following:

* A Approved

e B Approved For Disbursement
o | Incomplete

e R Rejected

Approved/Certified
Amount/Date Approved

Application Receive
Date

B Borrower Indicator (a Y in this field indicates that this
individual is the borrower of record on the
corresponding application).
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Field Description/Notes

S Student Indicator (a Y in this field indicates that this
individual is the student of record on the corresponding
application).).

View Details A'Y in this field indicates that you can view Application
and Loan Detail for this account (see step 5)

MPN Verification Click the Verify link to enter a borrower sign date, and
verify MPN Receipt
Note: this field is only applicable if the lender/servicer
tracks MPN receipt.

5. Do you want to view Application Detail?
No: Go to Step 6.
Yes: see page 47.
6. Do you want to view/download a borrower MPN?
No: the procedure is complete.
Yes: see page 44.

7. Do you want to verify the recelpt of a Master Promissory Note
(MPN)?

No: the procedure is complete.

Yes: see the next section.

To Verify the Receiptof ] To VERIFY THE RECEIPT OF AN MPN:
a Master Promissory

Note (MPN)
1. Log into MODEL Direct, if you have not already done so (See
Before you
. page 2).

Begin...

, — 2. From the MODEL Direct Home Page, select the Loan Inquiry/
This Feature only available if: . .
« the lender holds the original Update link (See f|gure on page 40)-

MPNSs, or: .
- the ESign process is used by 3. Locate the person whose MPN you want to verify (see page 41).

the guarantor.

4. From the Application List screen, click the Verify link for the
desired loan:
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Viewing and Printing an
MPN

W‘ & Password
Atissour’ Direct for Educational Loa

et for Educational Loans Lo

AddLoan  Loan Inquiryipdate PLUS/Credit Approval ~ Reports  Tools
= Person Search
© Application List To detail, elick on the D
@ Loan Detail
o Demoaraphics
© Master Bomower SSN:  555-55-5555
© Master Student Name: BORROWER SMITH
© Claims and Preclaims
© Holdand Release  ppiation 10 APPDDDDDDDDD
Loan Loan ertified Amount ic atit View o -
Type | Status Date Approved ReceveDate |D |° | patals | Fromnote | MPN Verification
§1,832.00
SF  Approved 12101 Jooon 12/01/0000 Y|y A Download Werify
51,667 00
‘ sU ‘Appmved |‘\21D1/DDDD ‘ 12/01/0000 “/ ‘Y‘ A | Download ‘I Werify

View Details column identifies loansfapplications you may view in detail. For privacy reasons, you may view
only the detail for loans and applications associated with your institution, i.e., yourinstitution is the lender,
holder, sericer or school on the application record

You'll see the following screen:

=
Add Loan Loan InquiryUpdate PLUS/Credit Approval Reports  Tools
& PersonSearch

© Application List
® EDLDEBHH Lender Name: ABC BANK
© Demographics .
b e Lenter OE Code: 000000
o Master Student Lender Branch Code: 0
© Claims and Preclaims — Borrower Name: BORROWER SMITH
© Hold and Release Borrower SSN: 555.55-5555

Borrower Signature Date: I i

Verify MPR Reset

5. Do the following:

O Enter the Borrower Signature Date (in format MM/DD/YYYY),
and:

O Click the Verify MPN button.

Before you
Begin...

This Feature only available if
the guarantor holds the original
MPNs,

Q

To VIEW OR PRINT A BORROWER MPN:

1. Log into MODEL Direct, if you have not already done so (See
page 2).

2. From the MODEL Direct Home Page, select the Loan Inquiry/
Update link (see figure on page 40).

3. Locate the person whose MPN you want to view (see page 41).

4. From the Application List screen, click the download link for the
desired loan:
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Missour Dicect for Educational Laans

» Person Search

Application List

Loan Detail
Demographics
Master Borrower
Master Student
Claims and Preclaims
Hold and Release

o

cecocooe

& Password

Logout

AddLoan  Loan InquiryiUpdate PLUSICredit Approval  Reports  Tools

Ta wiewiupdate application detail, click on the application ID

SSN: 555555555
Name: BORROWER SMITH

Application |D: APPO00000OOD

Loan | Loan ertified Amount icat View e
Type | Status Date Approved ReceveDate |D |° | patals | Fromnote | MPN Verification
§1,832.00
SF pproved [T 1010000 Y Y| Download Verify
51,667.00
‘ sU ‘Appmved |‘\21D1/DDDD ‘ 12/01/0000 ‘Y‘Y‘ A Download ‘ I Werify

View Details column identifies loansfapplications you may view in detail. For privacy reasons, you may view

only the detail for loans and applications associated with your institution, i.e., yourinstitution is the lender,
holder, sericer or school on the application record

You'll see the following screen:

o Person Search
Application List
Loan Detail
Demographics
Master Borrower

o

Loan InquiryUpdate PLUS/Credit Approval Reports  Tools

Loan Period From : 051261995 To: 05/22/1999
Application Type : Stafford -Sub/Unsub
Borrower : BORROWER SMITH
Student : BORROWER SMITH

Master Student
Claims and Preclaims

o
o
o
o
o
© Hold and Release

“four ApplicationMPN is now ready to be viewed and printed. Press your broveser's hack button ta retumn
this page.

If you do not have Adobe Acrobat® Reader installed, please download and install it now!

“fou need fo print and send us only the first page. Please keep the remaining pages for your file

Our Mailing Address -
American Student Assistance
ATTN: Dotument Processing
P.0. BOX 54152
BOSTOM, MA 02205-5152

Ifyou are unabie o view the form, please refresh your page and try again.

5. Click on the Form link (See previous figure).

MODEL Direct launches Adobe Acrobat, which displays a
scanned copy of the MPN:

to

Loan Inquiries and Updates in MODEL Direct
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You can save or print the MPN:

* To Save the MPN, you must
have:

- the full version of Adobe
Acrobat, or:

- Acrobat Reader 5 or
greater.

Consult your Acrobat
documentation or Online Help
for more information.

File Edt View Favortes Tooks Help

=101

Geak - o - @) [ ot | Qoewch [ravores (B | By S W] - EH | ks >
Address [{€) http: uaneb/STBorrowerllpdate_fdf[Stafford_0_P003121114538.pcF ~| Pa ‘
B&&-|m o -[#&BOR[E|[K 4 »[es]ehe |- @|DOEE|E-|H
[ | &l |

»

»

Federal Family Education Loan Program (FFELP)
Federal Stafford Loan
Master Promissory Note

is subject 10 penalies which mayi nlude fnes, mprisonm ent,or both, uncler he United Statss
(iiminal Cade and 20 U.5.C. 1007

Guarantor, Program, of Lender Identfication

marpro
B da
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VieWilng Application L To ViEw A BORROWER’S APPLICATION DETAIL:
Detai

You can also 1. Navigate to the Application ID you want to view:
view Application a. Log into MODEL Direct, if you have not already done so
Detail... (see page 2).
. ;rom th? Master Bgr;owe(r‘ b. From the MODEL Direct Home Page, select the Loan
creen (see page 64), and: : : H
+ the Master Student Sereen Inquiry/Update link (see figure on page 40).
(see page 69). c. Locate the person whose Application you want to view

(see page 41).
2. From the Application List screen, click the Application ID link:

Logout

AddLoan  Loan InquirylUpdate PLUS/Credit Approval  Reports  Tools
= Person Search
© Application List Toviewiupdate application detail, click on the application 1D,
© Loan Detail
© Demodraphics
© Master Borrowver SSN: 555556555
© haster Student Mame: BORROWER SMITH
© Claims and F
© Hold and Release LArngcat\on\D AF’F‘UUUUUUUUUI
T ——p— d(Certified Amount | Application View _
Type | Status Date Approved ReceiveDate |° |° | petails | FTOMNOte |MPN Verificatio
$1,633.00
SF mpproved [ 12010000 | v | v Download Yerity
51,667.00
Su lampraved [T 12010000 | v | v Download Yerity

View Details column identiies loansiapplications you may view in detail. For privacy reasons, you may viewr
only the detall for loans and applications associzted with your institution, 2., your institution is the lender,
holder, servicer or school on the application record

The Application Detail window appears:
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Use these buttons to

quickly jump to a given ——

section of the screen

Important: you will see
additional sections on this
screen under the
following conditions:

e |f the application could
not be approved, you
will see the Reasons
for Non-Approval
section (See detail on
page 51).

* |If Application Loans
cannot be approved for
disbursement, (for
example, the MPN is
missing or incomplete)
you will see the
Reasons Not
Approved section
(See detail on page
51).

Person Search
‘o Applicalion List
© Loan Detall

© Demoaraphics
© Mastar Borwer

°
© Claims and Preciaims
© Hold and Releasa

4 Password

Certity Dishursements Reports ~CommonLine Tools
Fies

add an
N inquiyUpdate  PLUS
For adgitinal information, cick @ oan fiom the lst

Borrower: BORROWER SMITH  (355-55-5655)
Stugent: BORROWER SMITH (355-55-5555)
Application ID: #PPO0DD000D0 PN ID: WPNODO00000D

Date Receiver 120110000 MPN Serial Loan Code:  NEW
Reallocation Date: Appiication Type: MPN Applcation
Commniine D: 0000000000P00 Loan Group: (®0 Stafiorg-SublUnsub
Appiication Terminatedt: Create Date: 120172003

Source Type: CommonLine_¢ EFT Authorization: ¥

Appication Loans:
Loan | Status (| Approved Amount |
Tye | Date Date

Disbursement
LoanD Dishursement status | PisIu

lApproves[51,833.00 S —
Losooooonnno o AoRIOved 8183300 Pending Dish t 12012003

iy 5,667.00
1LOADO000000 [8Y [;3i0412003 |12i0172003

Ponding Disbursement | 120112003

Bormower nformation

ssi: 555.55-5555

Last Name: [ —

Fist Name: [FORROWER m:

Date Of Birth: o [ 00w

Address Line 1: [00 FAKE STREET

AddressLine 2:

cite [FvERE State: [WA- Massachusets 7]
2y Code: 12345 Country:

Telephone: f@00) 005-0000

Email Address:

Driver's Liconse f: Lic. State: [ih- Massacnusats =]
Citizenship: Unknawn =] Allon D #:

Amount Requested:  $3,500.00 ‘Signature: N

E-Signed: Validating Agency:

Validating Agency OF Validating Agency

Code: Branch Code:

Defer Payment: ¥ References: N

Capitalize Inerest: Y Current Default: N

Prior Debt:

Valid Address? Valid Phone? Y

Is Adiress aPormanent Steet Address o]

(notaP.0. ba)?

Stugent Inarmation
s 555555555

Last Hame: SMITH

First Name: BORROWER L3
Date Of Brth: 0010010000

Citizenship: Urknown 7 Alion 1D

Sehool Information

Branch: [10

School OF Code: 999999

e 2 UNVERSTY
SchoolSignature: Yoo Sinatue Date: 1112412003
Loanperiod

Strtoate: @ %

Endvate T i s s

odolowt  [Semor 5] Ewowenstus: [Fartme 3]
Anicated Graduation ot ] il e

Costot Atendance: | —

Estimated Financil A | Cr—

Expectod Fnly Conthusion | —

Adusted ross income: s00

CortfotLoan Amount

Stattora substazea: | —

Statord Unsubsiazed: [ —

puus: s000

HoldRelease: [None 7]
HoldRelease: [None 7]

HoldRelease: [None 7]

HoldRelease: [None 7]

Lender OF Code: ()
Branch: &
Name: ABC BANK

Approved Amount

Stafford Subsidizec: —

Stafford Unsubsidizet: r—

pLus: [ —

Sopata:

cumont ot Agc Bac e wom o @

CmesSenk ABEBAKNA o oo oo
T T T

No endorser infarmation found fo this application

o s | = sntint uton = J = oo s =1 = Lo sin = ]
Uit | Reset

Application Summary
(See detail on page 49)

Borrower Information
(See detail on page 52)

Student Information (See
detail on page 54)

School Information
(See detail on page 55)

Lender Information
(See detail on page 57)

Endorser Information
(PLUS Loans Only -
See detail on page 58)
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3. In the Summary Section, view the following:

For additional infarmation, click a loan from the list

Click the
H Borrower: BORROWER SMITH  (555-55-5555)

Loan ID link Student: BORROWER SMITH  (555-55-6555)
to be taken
to the Loan Application ID: APPOOOOOOOOD MPN ID: MPNOO00O0OOD
D - I Date Received: 12/01/0000 MPH Serial Loan Code:  NEW

etal Reallocation Date: Application Type: MPM Application
screen (See Commonline ID: 0000000000PO0 Loan Group: (S¥) Stafford -Sub/Unsub

Application Terminated: Create Date: 12i01/2003

page 58) . Source Type: CommonLine_4 EFT Authorization: A

Application Loans:

Loan | Status | Approved Amount / Dishursement Status Disbursement

Loanid  Nype | pate Date Status Date

Approved $1,833.00

LOADOO00000O P 12/01/2003  |12/01/2003

Pending Disbursement 12i01/2003

Approved $1,667.00
L0A000000000 51 12/01/2003 |12/01/2003

Stdon Sacton ] _Schoo et | _LanirSacton

Field Description/Notes

Borrower Name/SSN Will be two different individuals on a PLUS application.
Otherwise, the borrower and student will be the same.

Pending Dishurserment 12i01/2003

Student Name/SSN

Application ID/Date Application ID is in format APPOOOOXXXXX
Received
Reallocation Date If loan amounts have been changed (for example, a

reallocation between Stafford Sub and Unsub Loan
pairs), this field displays the date the adjustment
occurred.

Commonline ID If the application was submitted via a CommonLine

process, this field contains the CommonLine ID.

* You can also search for an application via
CommonlLine ID - see page 41.

Application Terminated If a 'Y appears in this field, the application has been
terminated by the school.

Source Type One of the following:
* ASAP

e CommonLine_4
 CommonLine_5

« Conversion from Mainframe
* Enterprise Web Client

« Electronic

* Paper
MPN 1D In format MPNOOOXXXXXX
MPN Serial Code One of the following:

* New (First application on MPN)
« Serial (Additional application on MPN)

Application Type One of the following:

* Common Full App

« Consolidated App

* MPN Application

* Non-Common FASTAP
* Non-Common Full App
= Common FASTAP
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Field Description/Notes

Loan Group

One of the following:

 CL Consolidation

e CO Stafford -Sub/Unsub, AND SLS
(conversion only)

e PL PLUS

* RF Refinanced

e SF Stafford Subsidized

e SL SLS

e SU Stafford Unsubsidized

e SX Stafford -Sub/Unsub

Create Date

Date application was entered/accepted into the MODEL
Direct database.

EFT Authorization

A'Y is in this field indicates that the borrower has
approved EFT transfer of funds into the student’s
account.

Loan ID

In format LOAOOOXXXXX
« This field is also a live link to the Loan Detail screen
(see previous figure and page 58).

Loan Type

One of the following:

e SF Stafford Subsidized
e SU Stafford Unsubsidized
e PL PLUS

e SL SLS

e CL Consolidation

e RF Refinanced

Status/Date

Current Loan Status, and date current status was
established.

* Loan Status can be one of the following:
- A Approved
- B Approved For Disbursement
-1 Incomplete
R Rejected

Approval Amount/Date

Approved amount for this loan, and date of approval.

Disbursement Status/
Disbursement Status
Date

Current Disbursement Status, and date current status
was established.

Disbursement Status can be one of the following:

« All Disbursements Fully Canceled

e Fully Disbursed

* Pending Disbursement

« Partially Disbursed
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4. Do you see the following section beneath the summary informa-

tion?

Reasons Mot Approved for Dishursement

Loan ID
LOADDODDOOOO

Type
SF

Reason

Master Promissory Mote is incomplete

‘The signed MPM has not been returned or the borrower's electronic signature is
missing from the MPM.

Master Promissory Mote is incomplete

LOAODOD00000 |SF

LOAODOD00000 |SU

The signed MPN has not been returned or the borrower's electronic sianature is

REa missing from the MPM.

SU

Stdens Section ]| oot Secion ] Londrscton

‘Reasans Noi Approved Far Disbursement

| Note: if you see the Reason(s) Not Approved for

Disbursement section, you will also see an additional button
in the navigation bar in the other sections of the screen.

No: Proceed to step 5.

Yes: The loan(s) cannot be approved for disbursement. Review
the following:

Field Description/Notes

Loan ID

In format LOAOOOXXXXX

(see figure above and page 58).

« This field is also a live link to the Loan Detail screen

Loan Type

One of the following:

e SF Stafford Subsidized
e SU Stafford Unsubsidized
e PL PLUS

e« SL SLS

e CL Consolidation

e RF Refinanced

Reason(s)

Reason for the delay (usually missing MPN information)

5. Do you see the following section beneath the summary informa-

tion?

Reasons for NON-Approval

Loan ID ‘Type ‘ Reason ‘

|Loa000000000 [PL [Borrower Credit Denied |

Reasons Not Approved

School Section Lender Section

|— Note: if you see the Reason(s) for Non-Approval

section, you will also see an additional button in the
navigation bar in the other sections of the screen.

Loan Inquiries and Updates in MODEL Direct

51



No: Proceed to step 6.

Yes: The loan was denied. Review the following:

Field Description/Notes

Loan ID In format LOAOOOXXXXX

Loan Type One of the following:

 SF Stafford Subsidized
 SU Stafford Unsubsidized
e PL PLUS

e SL SLS

e CL Consolidation

e RF Refinanced

Reason(s) Reason for the denial (usually an incomplete MPN, or
denied credit for a PLUS loan applicant).

6. In the Borrower Information Section, view or modify the fol-

Note... lowing:

You can also change
Demographic Information
directly from the Application
List page (see page 62). SSN: 555-56-5655

Last Name: SMITH

First Name: [FoRmOWER m:[

Date Of Birth: e oo, [oooo

Address Line 1: 00 FAKE BTREET

Address Line 2; I—

City: [arremmERE State: [MA - Maseachusets =]
Zip Code: [1zaes countyz |
Telephone: {000y 000-0000

Ermail Address: I—

Driver's License #  ADO0DODOD0000 Lic. State: [MA- Massachusets =]
Citizenship: [Unknown =] alien 1D #

Amount Requested:  §3,500.00 Signature: N
E-Signed: validating Agency:
Validating Agency OE Validating Agency
Code: Branch Code:
Defer Payment: ¥ References: N
Capitalize Interest: Y Current Default: N
Prior Debt:
Walid Address? hs Valid Phone?
Is Address a Permanent Street Address I__[

Yes ¥

(nota P.0. box)?

StvdniScion_||_School Sectin_|_LnderScin
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About Loan
Phase Codes...

The Phase (or processing
stage) of a loan may affect
what fields are available for
editing.

The tables in this section make
reference to these loan phase
codes. For descriptions of
these codes, see Appendix A,
Loan Phase Code Descriptions.

Field Name Read Only (R)/ Description/Notes
Update (V)
SSN R
Last Name/First R To update name information, contact
Name/MlI your MODEL Direct CLient
Representative.
Date of Birth u
Address Line 1 u
Address Line 2 u
City/State/Zip/ U Select a State from the dropdown list.
Country
Telephone U
E-mail Address U

Driver’s License #

U (see note)

Can only be updated if:

* you are processing a PLUS Full or
FastAp, and:

« the Application has not been
approved yet (i.e., has a loan phase
code of 0).

Lic. State

U (see note)

Select a state from the dropdown list.
* Can only be updated if:
- you are processing a PLUS Full or
FastAp, and:
- the Application has not been
approved yet (i.e., has a loan
phase code of 0).

Citizenship

U (see note)

Can only be updated if:

* you are processing a PLUS Full or
FastAp, and:

« the Application has not been
approved yet (i.e., has a loan phase
code of 0).

Alien ID #

U (see note)

Can only be updated if:

* you are processing a PLUS Full or
FastAp, and:

« the Application has not been
approved yet (i.e., has a loan phase
code of 0).

Amount
Requested

U (see note)

Can only be updated if:

* you are processing a PLUS Full or
FastAp, and:

« the Application has not been
approved yet (i.e., has a loan phase
code of 0).

Signature

A'Y in this field indicates that the
application has a valid signature

E-Signed

A'Y in this field indicates that the
application has been electronically
signed.

Loan Inquiries and Updates in MODEL Direct
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Field Name

Read Only (R)/

Update (V)

Description/Notes

Validating Agency R If the application has a digital
signature, this field contains the name
of the Validating Agency

Validating Agency R If the application has a digital

OE Code signature, this field contains the OE
Code of the Validating Agency

Validating Agency R If the application has a digital

Branch Code signature, this field contains the
Branch Code of the Validating Agency
(if applicable).

Defer Payment R Y indicates that the borrower elected
to defer payments while in school
(Stafford Unsub loans only)

Capitalized R Y indicates that the borrower elected

Interest to capitalize interest payment (Stafford
Unsub loans only)

References R Y indicates that the borrower has
provided valid references

Current Default R Y indicates that the borrower is
currently in default on an FFELP Loan

Prior Debt R Y indicates that the borrower has
existing Stafford or PLUS Loans

Valid Address / R Y indicates that the borrower has

Valid Phone provided a valid address and phone

Is Address a u Select Yes or No from the dropdown

Permanent Street
Address (not a
P.O. Box)?

list.

In the Student Section, view or modify the following:

SSN:

Last Name:
First Name:
Date Of Birth:
Citizenship:

Student Information

555-95-5555
SMITH
BORROWER
00/00/a000

Unknown *

Sttt Scion | _Scho Secton ]| _LandorScin

ME

Alien ID #:

Field Name Read Only (R)/ Description/Notes
Update (U)
SSN R
Last Name/First R To update name information, contact
Name/MlI your MODEL Direct CLient
Representative.
Date of Birth u
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Field Name Read Only (R)/ Description/Notes

Update (U)
Citizenship U (see note) Can only be updated if:
e you are processing a PLUS Full or
FastAp, and:

« the Application has not been
approved yet (i.e., has a loan phase
code of 0).

Alien ID # U (see note) Can only be updated if:

* you are processing a PLUS Full or
FastAp, and:

« the Application has not been
approved yet (i.e., has a loan phase
code of 0).

8. In the School Section:

School OE Code: 999959 Branch: (00

Name: KL UNNERSITY
School Signature: Yes Signature Date: 1172472003
Loan Period

Start Date: Joa i [o6 i 2003
i

End Date: |12— i IQQ— W

Grade Level: [Senier =] Enroliment Status: [Ful Tme 7]
Anticipated Graduation Date: r [ g Jaes

Cost of Attendance: $6,083.00

Estimated Financial Aid: [gooo

Expected Family Contribution: [gr2ss00

Adjusted Gross Income: $0.00

-

Stafford Subsidized: $1,833.00
Stafford Unsubsidized: $1,667.00

PLUS: 5000

1st

|12 08 ; |2003 HoldRelease: |FRelease =

ma | i / HaldRelease; |None |
I :
. :

I

MNone 'I

l—
3rd i HoldRelease:
MNane 'I

4th HoldRelease:
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a. view or modify the following school/financial information:

Field Name Read Only (R)/ Description/Notes
Update (V)
School OE R
Code
Branch u For all loans: can be modified if:
« the loan has not been approved (all loan types).
For Non Disbursement Services Loans: can
be modified after approval if:
« the current date is less than eight days after
approval, or:
« the loan’s earliest disbursement date is more
than seven days in the future.
Name R
School R
Signature
Signature Date
Start Date U For all loans: can be modified if:
« the loan has not been approved (all loan types)
End Date U For Non Disbursement Services Loans: can
can be updated through Phase 4
Grade Level u
Enroliment u
Status
Anticipated u
Graduation
Date
Cost of U (see note) Can be updated:
Attendance « on PLUS Full and FastAps that are disbursed by
the lender.
Estimated

Financial Aid

Expected
Family
Contribution

Cannot be updated:
e for PLUS MPN and Stafford MPN applications.

Adjusted Gross R

Income

Stafford U (See note) Cannot be updated after approval.
Subsidized

Stafford

Unsubsidized

PLUS
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b. View the following

Important:

The Preferred Disbursement

Date can not be modified once st iz s fos ; [zo03 HoldRelease: |Felease >
the application has been C . C ]  [Nene =]
approved, since actual z“: — ! — ! — HoldReloase: lNLe;I
disbursement dates are " ! ! HoldRelease: [0R8
assigned at that point (i.e., th / / HoldRelease: [Nanz =]
changing the Preferred

Disbursement Date after Mo g

approval has no effect on the

actual assigned disbursement .

date, and thus you can only - Preferred Disbursement Dates
view the Recommended .

Disbursement Date). - Disbursement Status (Hold, Release, None)

- Termination Status (Yes or No)

9. In the Lender section, modify or view the following:

Lender Information
Lender OE Code: 000000
Branch: 50
Name: ABC BANK
Approved Amount
Stafford Subsidized: $0.00
Stafford Unsubsidized: $0.00
PLUS: $0.00
Signature:
Current Holder: ABC BANK OE: 000000 Branch: 50
Current Servicer: ABC BANK NA OE: 000000 Branch:

Field Name Read Only (R)/ Description/Notes

Update (V)
Lender OE u For Disbursement Services Loans:
Code/Branch

« field can be changed prior to approval
(provided origination rights have not
been sold)

For Non Disbursement Services

Loans: can be modified after approval if:

« the current date is less than eight
days after approval, or:

« the loan’s earliest disbursement date
is more than seven days in the future

Name D

Stafford U (see note) Cannot be updated after approval.
Subsidized/
Stafford
Unsubsidized/
PLUS

Signature D

Current Holder
Name/OE
Code/Branch

Current
Servicer Name/
OE Code/
Branch
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10. In the Endorser section, view the following:

Note: This
section is only
KELH 556-55-6656 populated when:
Last Name: JONES .
First Name: BORROWER M A you are
Date of Birth: 00/00/0000 vViewing a
Address Line 1: 00 Fake Strest PLUS Loan,
Address Line 2: and:
City: Ampihere State: MA e an endorser
Zip Code: 12345 Country .
Telephone: 00ooo0ooon0 WaS rEqUIred
Valid Address: 2 Valid Phone: ‘¢ (i.e., the
principal
borrower was
denied credit).
* SSN « City/State/Zip/Country
* Last Name/First Name/MI * Telephone
< Date of Birth e E-mail Address
e Address Line 1 * Valid Address
« Address Line 2 « Valid Phone
Viewing Loan Detail You can access Loan Detail in three ways:

e From the Application Detail Screen (see page 49),
e From the Application List screen, or:

e From the MODEL Direct Home Page (see page 41).

L To View LoAN DETAIL:

1. Log into MODEL Direct, if you have not already done so (See
page 2).
2. What page are you currently on?

If you don’t have
a specific Loan

If you are on this take the following steps...

ID number... page...

You will have to access the MODEL Direct Home | a Click on the Loan Inquiry/Update link.

loan via the borrower’s Page (see page 41) You' d he Loan 1D (in f

Application screen (see page ou're prompted to enter the Loan ID (in format
LOAXXX0000 - see following figure).

41).

b Go to step 3

Application List a Do one of the following
Page (see page 42) . . .
- From the Main Menu, click on the Loan Inquiry/

Update link (see page 41), or:

- From the Person Search menu (at the left of the
screen), click on the Loan Detail Link.
You're prompted to enter the Loan ID (in format
LOAOOOOXXXXX - see following figure).

b Go to step 3

Application Detail a Click on the Loan ID link (see page 49)
Page (see page 42) : )
The Loan Detail screen appears (see figure on page 59).

b Go to step 4
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Important: you can also view
the detail of other loans
associated with this borrower.

* [f the row is highlighted in
yellow, it indicates that you
are currently viewing detail
for that loan.

e Click on the Loan ID link
to view the detail for
another loan.

View Disbursement and

3. Do the following:

O Enter the Loan ID (in format LOAOOOOXXXXX), and:

O Click the Search button

To search for a [oan, please enter the (oan ID

Loan ID: [LOADOO00000DD

Search Resetl

The Loan Detail screen appears:

» Person Search
Application List
Loan Detail
Demographics
Master Borrower

o

o
o
o
o Master Student
o
o

Hold and Release

Add Loan Loan Inquiry/Update PLUSICredit Approval Reports

Faor additional loan infarmation, click 2 loan fram the list.

Borrower: BORROWER SMITH  (555-55-5555)

Student: BORROWER SMITH  (555-55-5555)
Claims and Preclaims lication ID: APPONODODOONOO

Commonline ID: 00000000000000000

MPHN ID: MPNOODOOo0on

Receive Date: 1210172003

Reallocation Date:

Lender: ABC BANIK (000000)

Schook: HYI UNIVERSITY (939399)

Application Loans:

Loan ID Loan Type Loan Status Approved Amount Approved Date
LOADDODNODOD SF Approved $1,833.00 12/01/2003
LOAN00000000 5U Approved 51,667.00 12/01/2003
Loan ID: LOADDDDNODOD
Loan Type: SF
Commonline ID Seq #: 1
Principal Balance: $1,833.00
Total Principal Reduction: §0.00
Accrued Interest: $0.00
Current Default Principal 0/S: §0.00
Processing Status Date: 12/18i2003
Separation Date: 1203112003
Date Entered Repayment: 07/01/2004
NSLDS Status: Loan Originated
NSLDS Status Date: 12/01/2003

Hold information.

Dish# | DishDate | Gross Amount |Hold | Hold Reason | Disbursed |Fastfund | Dishursement
Agent Code
1 [ 121872003 [44,250.00 N ¥ 725
2 [ ouniszood [$4.25000 N Y 725
3 5000
4 5000

Loan Inquiries and Updates in MODEL Direct
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4. On the Loan Detail screen (see previous figure):

When a row in the grid is

highlighted in yellow,

you are viewing detail
for that loan.

a. View the following application information:

Borrower:
Student:
Application ID:
Commonline ID:
MPH ID:

Receive Date:
Reallocation Date:
Lender:

School:

BORROWER SMITH  (555-55-5555)
BORROWER SMITH  (555-55-5555)

APPOO0OOOOOOD
00000000000000000
MPMNOODO00000
12/01/2003

ABC BANK (D00000)
XY I UNMERSITY (999999)

Field Name Description/Notes

Borrower Name/SSN

Student Name/SSN

Application 1D

In format APPOO00OXXXXX

« To view Application Detail, see page 47).

MPN 1D

In format MPNOOOOXXXXX

« To view a copy of an MPN, see page 44.

Receive Date

Date application was received by your

organization.

Reallocation Date

If funds were reallocated on this loan (i.e.,

between Stafford Sub and Unsu
date the reallocation occurred.

b amounts), the

Lender Name/OE
Code

School Name/OE
Code

b. Verify that you are viewing the correct loan detail:

Application Loans:

Loah ID Loan Tme

Loan Status AEE[CNEI’ Amount

Approved Date
Lz 1]

| OANONO00000 SF Approved £1.233.00 1200102003
LOANODO00000 sU Approved §1,667.00 12401420032
I
|
Loan ID: LoADOOOO0000
Loan Type: SF To view
Commonline ID Seq #: 1 detail for
Prmcma_l B_alance: ) $1,833.00 another
Total Principal Reduction: §0.00
Accrued Interest: $0.00 Iogn,
Current Default Principal O/S: $0.00 click the
Processing Status Date: 1201812003 Loan ID
Separation Date: 123142003 link
Date Entered Repayment: 07in1r2004
HSLDS Status: Loan Originated
HSLDS Status Date: 1210152003
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c. View the following loan specific detail (see previous fig-

ure):
Field Name Description/Notes
Loan ID In format LOAOOOXXXXX
Loan Type One of the following:
 SF Stafford Subsidized
 SU Stafford Unsubsidized
e PL PLUS
e SL SLS
« CL Consolidation
 RF Refinanced
Loan Status One of the following:
* Approved
* Approved For Disbursement
* Incomplete
* Rejected
Amount Approved
Approval Date
Commonline ID If a Stafford sub/unsub loan pair is submitted via
Sequence Number a Commonline file, the sequence number is used
to distinguish the two loans.
Principal Balance Balance currently due on loan
Total Principal If principal was reduced on this loan, the
Reduction amount of the reduction
Accrued Interest If interest has accrued on the loan, the amount
accrued.
Current Default If loan is in default, the principal amount in
Principal O/S default

* To view Claims and Preclaims information, see
pages 74 - 76).

Processing Status Date current Processing status (as listed in the

Date Application Loan Grid) was established.

Separation Date Date student graduated or left school (or is
scheduled to leave).

Date Entered Date student entered (or is expected to enter)

Repayment into repayment.

NSLDS Status/Status For a complete list of NSLDS Statuses, see
Date Appendix B, NSLDS Loan Status Codes.

d. View the following hold/release information:

Disb# | DishDate | Gross Amount |Hold | Hold Reason | Disbursed | aTomy | Dishursement

Agent Code
1 [1oranees [§2,25000 ] ¥ ¥ 725

2 [ 120271998 [$4,250.00 N Y ¥ 725

3 $0.00

4 $0.00
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Field Name Description/Notes

Disb # Disbursement sequence number
Disbursement Date Date of actual (or scheduled) disbursement.
Gross Amount Disbursement amount minus applicable fees
Hold Value is Y or N.
Hold Reason One of the following:

* A Copy Missing

e Admin Hold

* MPN Hold (Complete MPN Not Present)
* Reallocation

« School Hold

* Other
Disbursement Flag A'Y indicates the funds have been disbursed.
ATOM 11 * An N in this field indicates that the lender

made (or is scheduled to make) the
disbursement

e AY indicates that the Guarantor (or the
Guarantor’s agent) made the disbursement

Disbursement Agent For non disbursement services loans

Code « the disbursing lender’s OE code appears in this
field.

For disbursement services loans

One of the following appears in this field:
- the OE Code of the guarantor, or:
- the OE Code of the guarantor’s agent (i.e,

ELM)

Viewing and Modifying L To ViIEw oR MoDIFY DEMOGRAPHIC INFORMATION:
Demographic
Information

1. Navigate to the desired record:

Note...

v a. Log into MODEL Direct, if you have not already done so
‘ou can also change borrower

demographic information from (See page 2).

the Application Detail .

(inethg'gf,?rmef 52'058;6? gee b. From the MODEL Direct Home Page, select the Loan
page 52). Inquiry/Update link (see figure on page 40).

c. Locate the desired person (see page 41 - page 42).

2. From the Application List screen, select the Demographic
link (See page 42).

The Demographics screen appears:
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o PersonSearch
o Application List
Loan Detail
Demographies
Master Borrower
Master Student
Claims and Preclaims
Hold and Release

o

ccocoo0

AddLoan  Loan InquiryUpdate PLUS(Credit Appraval  Reports  Tools

SSN:

Last Name:
First Hame:

Date of Birth:
Address Line 1:
Address Line 2:
City:

Zip Code:
Telephone:

Other Telephone:

Email Address:

555-65-6555

[poRROWER M [

fr e

[o0FakESTREET

—

[arvHERE State: [MA-Massachusets  v|
12345 comtry: [
[omoonooos

——

—

Address Source: DMGSRC_BORROWER

Valid Address: \s

Is Address a Permanent Street Address ,ﬁ
Yes ¥

inota P.0. hox)?
Valid Phone:

\s

Update | Reset

3. View or modify the following

Field Name

Read Only (R)  Description/Notes

/Update (U)

SSN R

Last Name/First R To update name information, contact

Name/MI your MODEL Direct CLient
Representative.

Date of Birth U

Address Line 1 U

Address Line 2 U

City/State/Zip/ U Select a State from the dropdown list.

Country

Telephone U

E-mail Address U

Loan Inquiries and Updates in MODEL Direct
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Working with the
Master Borrower
Screen

Note...

You can only view loans
associated with your
institution. For example:

* The borrower has two loans
with your bank, and three
with other banks.

You will only see the two
loans associated with your
bank.

Field Name Read Only (R)

/Update (U)

Description/Notes

Indicates how address was obtained.
Valid values are:
* DMGSRC_ASADIRBWR

(Borrower via Web Client)
 DMGSRC_BORROWER (Borrower)
« DMGSRC_COBORR (CoBorrower)
* DMGSRC_COLLECT

(Collections System)
* DMGSRC_CREDIT (Credit Agency)
 DMGSRC_ENDORSER (Endorser)
* DMGSRC_HOLDER (Holder)
* DMGSRC_IRS

(Internal Revenue Service)
* DMGSRC_LENDER (Lender)
e DMGSRC_OTHER (Other)
* DMGSRC_REFERENCE (Reference
* DMGSRC_SCHOOL (School)
* DMGSRC_SERVICER (Servicer)
* DMGSRC_STUDENT (Student)

Address Source U

Valid Address R System will update this value if:

« The original value of this field was N
(i.e., the record did not contain a
valid address), and:

* You update any of the address fields
during this session.

Is Address a U Select Yes or No from the dropdown

Permanent Street list.

é%jrgii)(gm a * Important: set this field to Y before
e ’ updating the record (your update will

fail if the value of this field is N).

Valid Phone R System will update this value if:

« The original value of this field was N
(i.e., the record did not contain a
valid phone number), and:

* You update the phone number during
this session.

4. Click the Update button.
Use the Master Borrower Screen to

e access Application Detail (see page 47),and:

e view summary information concerning the borrower’s indebted-
ness.

O To WoRK WITH THE MASTER BORROWER SCREEN:

1. Navigate to the desired record:

a. Log into MODEL Direct, if you have not already done so
(See page 2).
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b. From the MODEL Direct Home Page, select the Loan
Inquiry/Update link (see figure on page 40).
c. Locate the desired borrower (see page 41 - page 42).

2. From the Application List screen, select the Master Borrower
link (see page 42).

The Master Borrower screen appears:

® Person Search
o Application List
o Loan Detail
— © Demodaraphics
o Master Bormower
© Master Student
o Claims and Preclaims
Header < Hold and Release
Section
Summary
Section
Application
Loan List

Tools

PLUSICredit Approval

Reports

Add Loan Loan Inquiry/Update

Far maore application details, simply click on the application 1D,

Borrower: BORROWER SMITH  SSN: 555-55-5555
Date of Birth: oo/no/onon
Address: 00 FAKE STREET
ANYWHERE, MA 12345
Telephone: (555) 555-5555
Email:
Valid Address: Y
Valid Phone: A

Amount Outstanding
Stafford Subsidized: $1,833.00
Stafford Unsubsidized: $1,667.00
PLUS: $0.00
SLS: $0.00
Consolidation: $0.00
Indebtedness To Date
Undergraduate: $3,500.00
Graduate: $0.00
Total: $3,500.00
Total Guaranteed Amount. $3,500.00
Total Principal Reduction Amount: 0.00
Total Curr Default Principal OIS 0.00
Total Amount Qutstanding: $3,500.00
By Grade Level
Grade Level Amount Loan Type
04 $1,833.00 SF
04 $1,667.00 SU
Application Loan List
S Loan |Student Name! (Grade | Status/ Amount | Dish. Status/ | View
Application D | LoD lrpo " eS| Level [Status Date Approved | Status Date Details
SMITH N ” Eenhd'”g !
APPO00D0D00D |L0ADD0000000 | SF |BORROWER | 04 [LECURC  I41,833.00 [PISHUISEMEN
555-65-6585 12/01/2003
EMITH Approved g?;bdu”:sgemem
APPOD00D00000 | 0ADD0N0NO00 | SU |BORROWER 04 12?1 812003 $1,667.00 A
555-95-9595 1210142003

View Details column identifies loansfapplications you may view in detail. For privacy reasons, you may view
only the detail for loans and applications associated with your institution, i.e., your institution is the lender,
halder, semvicer or school on the application record,

Loan Inquiries and Updates in MODEL Direct
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3. View the following demographic
. . . Borrower: BORROWER SMITH  SSM: 555-55-59
information in the header sec- Date of Birth: 0010012000
tion - Address: 00 FAKE STREET
- ANTWHERE, MA 12345
Telephone: (555} B55-5555
O Borrower (First Name/Last EzTy
Valid Address: Y
Name/M |) Valid Phone: A
O SSN
O Address
O Telephone
O E-mail
O Valid Address/Valid Phone

Note: For a discussion of address/phone validation, see
page 64.

4. In the Summary section, view the following information con-
cerning the borrower’s indebtedness:

a. Amount
Outstanding: lists borrower’s indebtedness by Loan
type (Stafford Sub/Unsub, PLUS, SLS, Consolidation)

Stafford Subsidized: $1,833.00
Stafford Unsubsidized: $1,667.00
PLUS: $0.00
SLS: $0.00
Consolidation: $0.00

b. Indebtedness to Date: lists borrower’s indebtedness

Undergraduate: $3,500.00
Graduate: §0.00
Total: §2500.00

§3,500.00
000
000
§3,500.00

Description/Notes

Undergraduate The sum of:

Loans « the Principal Balance, plus:
« Defaulted Principal Amounts Outstanding
for all loans with a grade level of:
* 0through 5




5.

Field Description/Notes

Graduate Loans

The sum of:

« the Principal Balance, plus:

« Defaulted Principal Amounts Outstanding
for all loans with a grade level of:

* 6 through 20, or

* A through D.

Total (of both
Graduate and
Undergraduate
Loans)

Sum of two rows above.

Total Guaranteed
Amount

Total approved amount for all borrower loans.

Total Principal
Reduction

This amount is subtracted from the total amount
outstanding (see final listing in this table).

Current Default
Principal O/S

Outstanding principal in default
« included in totals for Undergraduate and Graduate
balances above.

Total Amount
Outstanding

Equals:

(The Total Guaranteed Amount + the
Current Default Principal Outstanding) -
the Total Principal Reduction

By Grade Level: lists all loan balances by:

Grade Level Amount Loan Type
04 $1,833.00 SF
04 $1,667.00 S
- Grade Level
- Amount, and:
- Loan Type

In the Application Loan List, view:

N Loan |Student Namef Grade | Status/ Amount | Dish. Status/ | View
Application I LoaniD (e SSN Level [Status Date | Approved | Status Date |Details
I Approved g?;bdu”:sgemem
APPOOO0000DD | 0AD00000000 | SF |BORROWER | 04 [*PAISE 141 833.00 Y
33t 12/01/2003
SMITH N ” Eenhdi”g ]
APP000000000 | 000000000 | SU | BORROWER | 04 [LECURC 141 667.00 [PISOUISEMEN
955-55-5555 12/01/2003

! Click on the Application ID link to view Application Detail

(See page 47 and p

age 68).

Field Name Description/Notes

Application ID

In format APPOOOOXXXXX
« To view Application Detail, see page 47).

Loan ID

In format LOAOOOXXXXX

Loan Inquiries and Updates in MODEL Direct
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Field Name Description/Notes

Loan Type One of the following:

* SF Stafford Subsidized

e SU Stafford Unsubsidized
e PL PLUS

e SL SLS

e CL Consolidation

* RF Refinanced

Student Name/SSN

Grade Level One of the following:

00 Correspondence

01 Freshman/First Year

02 Sophomore/Second Year

03 Junior/Third Year

04 Senior/Fourth Year

05 Fifth Year/Other Undergraduate
06 1st Year Graduate/Professional
07 2nd Year Graduate/Professional
08 3rd Year Graduate/Professional
09 4th Year Graduate/Professional
5th Year Graduate/Professional
11 6th Year Graduate/Professional
12 7th Year Graduate/Professional
13 8th Year Graduate/Professional
14 9th Year Graduate/Professional
15 10th Year Graduate/Professional
16 11th Year Graduate/Professional
17 12th Year Graduate/Professional
18 13th Year Graduate/Professional
19 14th Year Graduate/Professional
20 15th Year Graduate/Professional

e o 0 e o 0 e o 0 e 0o 0 e 0o 0 e o 0 e 0o 0
=
S

Loan Status/Status The following are valid values for loan status:
Date - Approved

* Approved For Disbursement

* Incomplete

* Rejected

Amount Approved

Disbursement Status/ Current Loan Status, and date current status was
Date established.

Disbursement Status can be one of the following:
« All Disbursements Fully Canceled

* Fully Disbursed

* Pending Disbursement

* Partially Disbursed

View Details A'Y in this field indicates that you can view Application
and Loan Detail for this account.

6. Do you want to view Application Detail?
No: The procedure is complete.
Yes: Click on the Application ID link (See figure on page 67).
The Application Detail window appears (see page 47).




Working with the Use the Master Student Screen to:
Master Student Screen

* View Demographic information about the student,
« View or modify enroliment information, and:
e Access Application Detail (see page 47).

0 To WORK WITH THE MASTER STUDENT SCREEN:

1. Navigate to the desired record:
a. Log into MODEL Direct, if you have not already done so
(See page 2).
b. From the MODEL Direct Home Page, select the Loan
Inquiry/Update link (see figure on page 40).
c. Locate the desired borrower (see page 41 - 42).
2. From the Application List screen, select the Master Student
link (see page 42).

The Master Student screen appears:

m ! A Password
Wiskourl Direct fof Educational Loans Lo
Add Loan Loan Ingquiry'Update PLUS/Credit Approval Reports  Tools
e Person Search
o Application List
& Loan Detal For more application details, simply click on the application ID
o Demographics
© Master Borrower Student: BORROWER SMITH SSN: 555-55-5555
© Master Student o
o Claims and Preclaims DatelorBirth: Wy
< Hold and Release Address: 00 FAKE STREET
ANYWHERE, MA 12345
Phone Number: (555) 565-5555
Email:
Valid Address: A
Valid Phone: Y
MDHE Hotified Date: 0B/04/2003
Holder Notified Date:
Last School Attended: HYZ UNIWVERSITY
School OE Code: 999999
School Branch: oo
Current Enroliment Status: IWi(hd’E‘W" j
Enroliment Status Date: o i e i [9989
Anticipated Graduation Date: 06 [l [ EECE
Schoaol Certified Date: 07/m51ag1
Application Loan List
S Loan |Borrower Name/ |Grade |(Statusi Amount [Miew
Anplication DL aan ID Twe SSN Level |Status Date Approved  |Details
SMITH
APPO000D000D |L0A000000000 | SF  |BORROWER 05 ’S‘;g;;’;udm $4,125.00 ¥
555-55-5555
View Details column identifies loansiapplications you may view in detail. For privacy reasons, you may view
only the detail for loans and applications associated with your institution, i.e., your institution is the lender,
holder, servicer ar school an the application recard.
4 | bl e
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3. View the following Demographic Information:

Field Name Description/Notes

Student

SSN

Date of Birth

Address
Phone/Email
Valid Address/Valid Y indicates that the borrower has provided a valid
Phone address/ phone
* For a discussion of address/phone validation, see
page 64.

4. View or modify the following Enrollment information:

Field Name (R)ead Description/Notes
Only/
(U)pdate
MDHE Notified Date R Date guarantor was notified of
student enroliment.
Holder Notified Date R Date holder was notified of student
enrollment.
Last School Attended/ U School name appears based on OE/
OE Code/Branch Branch Code.
Current Enrollment u Valid values are:
Status/Current * Approved Leave of Absence
Enrollment Status Date « Deceased

* Enrolled Full Time

* Graduated

* Enrolled Half Time or More

* Enrolled Less Than Half Time
* Not Available

* Withdrawn

* Never Attended

Anticipated Graduation U As reported by school.
Date
School Certified Date D As reported to NSLDS by school.

5. In the Application Loan List, view:

- Loan Student Namei Grade | Status/ | Amount |Dish. Status/ | View
Application I LoaniD (e SSN Level [Status Date | Approved | Status Date |Details
EMITH Approved g?;bdu”:sgemem
IAPPOD0D0000O0 (LOADOOON0N00 | SF | BORROWER | 04 13?1512%3 $1,833.00 il
555656553 12/01/2003
Pending
S Dishursement

lappo0ooooons | 4000000000 | SU |BORROWER | 04 [PPTOBC g ag7 a0
e 121862003
120142003

! Click on the Application ID link to view Application Detail
(See page 47 and page 68).




Field Name Description/Notes

Application ID In format APPOO0OXXXXX
« To view Application Detail, see page 47).

Loan ID In format LOAOOOXXXXX
Loan Type One of the following:

 SF Stafford Subsidized

* SU Stafford Unsubsidized

e PL PLUS

e SL SLS

e CL Consolidation

 RF Refinanced

Student Name/SSN

Grade Level One of the following:

« 00 Correspondence

e 01 Freshman/First Year

* 02 Sophomore/Second Year

- 03 Junior/Third Year

- 04 Senior/Fourth Year

e 05 Fifth Year/Other Undergraduate
* 06 1st Year Graduate/Professional
e 07 2nd Year Graduate/Professional
- 08 3rd Year Graduate/Professional
- 09 4th Year Graduate/Professional
< 10 5th Year Graduate/Professional
e 11 6th Year Graduate/Professional
e 12 7th Year Graduate/Professional
e 13 8th Year Graduate/Professional
e 14 9th Year Graduate/Professional
e 15 10th Year Graduate/Professional
- 16 11th Year Graduate/Professional
- 17 12th Year Graduate/Professional
- 18 13th Year Graduate/Professional
- 19 14th Year Graduate/Professional
« 20 15th Year Graduate/Professional

Loan Status/Status Following are valid values for loan status:
Date - Approved

* Approved For Disbursement

* Incomplete

* Rejected

Amount Approved

Disbursement Status/ Current Loan Status, and date current status was
Date established.

Disbursement Status can be one of the following:
« All Disbursements Fully Canceled

* Fully Disbursed

* Pending Disbursement

« Partially Disbursed

View Details A'Y in this field indicates that you can view Application
and Loan Detail for this account.

6. Do you want to view Application Detall?

No: The procedure is complete.
Yes: Click on the Application ID link (see figure on page 67)
The Application Detail window appears (see page 47).
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Working with Claims
and Preclaims

MODEL Direct allows you to view a borrower’s claim and/or preclaim

records.

0 To WORK WITH THE CLAIM AND PRECLAIM SCREEN:

1.

Navigate to the desired record:

a.

C.

Log into MODEL Direct, if you have not already done so

(See page 2).

From the MODEL Direct Home Page, select the Loan
Inquiry/Update link (see figure on page 40).

Locate the desired borrower (see page 41 - page 42).

2. From the Application List screen, select the Claims and
PreClaims link (see page 42).

The Claim/Preclaim screen appears:

Missouri Direct for Educational Loans

» Person Search
o Application List
© Loan Detail
o Demographics
o Mlaster Barrgwer Toview a claim or preclaim detail, click on the 1D
o Master Student
o Claims and Preclaims
< Hold and Release

Logout

Add Loan Loan Inquiry/Update PLUSICredit Approval Reports  Tools

SSN:  555-55-6555
Name: BORROWER SMITH

PreClaims
D Date ‘Luan Group |Amuunl (USH]
PRC000000000 fotizis2003[  &F | s1g,387.18 || OF
PRCOD0DO0O0O NoBrgzo01 | SF | §17.450.23 |[ OF
PRC000000000 fow30r998| &F | s16,065.10 | OF
PRCODODO0O0D N022011898 | 5F | $15,838.78 |[ OF
PRC000000000 fozizon9as| &F | 615,939.78 || OF
brooooooooooooodftonenses | sF | s15412.16 |[ OF
Prooogooopooooocfoaizornsss | sF | s15412.16 | DF
Claims L
D Date |Luan Group ‘nmuum Us$) ‘Type |Sta|us
|cLmopopopopo forsizons | sF | 112021 [OF | P

|

Click on the Claim ID

or PreClaim ID link to

view detail data (see

DF (delinquent on monthly payments),

pages 74 and 76). and

- SK (skip trace assistance for account not otherwise
eligible for pre-claim assistance).

- DQ (delinquent on payments less frequent than monthly),

Note: the PreClaim type can be one of the following:
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3. In the Claim and/or PreClaim grid, view the following:

Field Name Description/Notes

1D * PreClaim IDs have a CLM prefix
* Claim IDs have a CLM prefix

Date Date Claim/Preclaim was received by guarantor

Loan Group One of the following:

 SF Stafford Subsidized

e SU Stafford Unsubsidized
e SX Stafford -Sub/Unsub
e CL Consolidation

e PL PLUS

e RF Refinanced

e SL SLS

Amount (US$) Amount (in U.S. Dollars) of Claim /PreClaim.

Type For PreClaims: One of the following:

e DF Default

e DQ Default Less Freq than 1 month

e SK Skip

For Claims: One of the following:

 BC Bankruptcy, Chapter 12 or 13

< BH Bankruptcy, Hardship Petition

e BO Bankruptcy, Chapter 7 or 11

e CS Closed School

e DB Default prior to Bankruptcy Notification

e DE Death

e DF Default, Failure to Make Monthly Payments
« DI Disability, Total and Permanent

e DQ Default, Failure to Make Quarterly Payments
e DU Abbreviated Cure

* FC False Certification

* IN Ineligible

e UR Unpaid Refund

Status For PreClaims: One of the following:
e AC Active/Complete

* Al  Active/Incomplete

e CL Claim Filed

e RC Recalled

e SS  Superseded

e TO Timed Out

e UR Untimely/Rejected

For Claims: one of the following:
AP  Approved for Payment

* IP  InProcess

e PD Paid

* Rl  Reinstated

e RJ Rejected

e RP Repurchased

e RT Returned

e SP  Scheduled for Payment

e UP Urgent Payment
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Viewing PreClaim

Detail

4. Do you want to view PreClaim detail?

No: go to step 5.

Yes: click on the PreClaim ID link for the desired PreClaim:

PreClaims

LLoan Group [Amount (US$) lTyTe Status

Date
PRCO00000000  §1/21i2003[  SF

['$18387.18 [DF [ CL

The PreClaim Detail screen appears:

Missouri Direct

= Perso

for Ed

n Search

o

o
o
o
o
o
o

Anplication List

Loan Detail
Demographics
Master Borrower
Master Student
Claims and Preclaims
Hold and Release

Add Loan Loan Inquiry/Update

SSN:
Name:
PreClaim

£55-65-5555
BORROWYER SMITH

PreClaim 1D

Receive Date:

Loan Group,

PreClaim Type:

Status;

Senicer Mame:

Servicer OE

Holder Marme:

Holder OE

Frincipal Balance

Total Balance:

Payment Due Date:

Monthly Payment Amt:

Loans Matched:
PreClaim Loans

PRCO00OOO0O0
0172172003
SF (Stafford Subsidized)

: DF (Defaulfy

CL {Claim Filed)

: ABCSericing Corporation

ononoo
ABC BANK USA
ononot

: §18,387.18

$18,387.18
1072812002
$77 66

v

ASA Loan ID:

Loan Type.

1st Dishursement Date:

Criginal Guaranteed Amt:

Reported Prinicpal Balance Amaunt:

ASA Loan ID:

Loan Type.

1st Dishursement Date:

Criginal Guaranteed Amt:

Reported Prinicpal Balance Amaunt:

ASA Loan ID:

Loan Type.

1st Dishursement Date:

Criginal Guaranteed Amt:

Reported Prinicpal Balance Amaunt:

ASA Loan ID:

Loan Type.

1st Dishursement Date:

Criginal Guaranteed Amt:

Reported Prinicpal Balance Amaunt:

ASA Loan ID:

Loan Type.

1st Dishursement Date:

Criginal Guaranteed Amt:

Reported Prinicpal Balance Amaunt:

LOAHO00O00000000
SFiStafford Subsidized)
117211985

$2,650.00

- §2,846.78

LOAHODDO00D000000
SFiStafford Subsidized)
097231982
$2,625.00

- §2,820.10

LOAHODDO00D000000
SFiStafford Subsidized)
091151933
$3,500.00

- §3,749.07

LOAHO00O00000000
SFiStafford Subsidized)
0272411934

$5,500.00

- §5,909.89

LOAHOO0000000000
SFiStafford Subsidized)
01/10M1936

$2,850.00

§3,0061.24

PLUSICredit Approval Reports  Tools

Detail of the
PreClaim

Detail of the
individual
loans
covered by
the PreClaim
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a. View the following PreClaim information:

Field Name Description

PreClaim ID

* PreClaim IDs have a PRC prefix
e Claim IDs have a CLM prefix

Receive Date

Date Claim/Preclaim was received by guarantor

Loan Group

One of the following:
SF  Stafford Subsidized
SU Stafford Unsubsidized
SX  Stafford -Sub/Unsub
Consolidation

o 0 0o 0 0 0o 0
(o)
—

PL PLUS

RF  Refinanced

SL SLS
PreClaim Type e DF Default

e DQ Default Less Freq than 1 month
e SK Skip

Status

One of the following:
Active/Complete
e Al  Active/Incomplete

e CL Claim Filed
e RC Recalled

e SS  Superseded
e TO Timed Out

UR  Untimely/Rejected

Servicer Name/OE Code

Holder Name/OE Code

Principal Balance

Total Balance

Payment Due Date

Monthly Payment Amt

Loans Matched

A'Y in this field indicates that loans were

matched to the preclaim (see following sidebar)

b. View the following information for associated loan:

Field Name Description

Loan ID

In format LOAOOOOXXXXX

Loan Type

One of the following:
SF  Stafford Subsidized
SU  Stafford Unsubsidized
SX  Stafford -Sub/Unsub
Consolidation

I R R R S S )
(@)
—

PL PLUS
RF  Refinanced
SL  SLS

1st Disbursement Date

Original Guaranteed Amt

Reported Principal Bal. Amt

Balance as of time PreClaim was filed

Loan Inquiries and Updates in MODEL Direct
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Viewing Claim Detail

5. Do you want to view claim detail?

No: the procedure is complete.

Yes: click on the Claim ID link for the desired claim:

PreClaims

Date LLoan Group [Amount (US$) [Type Status
PRCO00000O00 172172003  SF [ $18387.08 [DF [ CL

The Claim Detail screen appears:

Missouri Direct for d

KrZ UNIVERSITY

» Person Search
Application List
© Loan Detail

o Demographics
o Master Borrower
o
o
o

=]

Master Student

Hold and Release

/74
—

Claims and Preclaims

Add Loan Loan Inquiry/Update

SSN:
Name:

£55-65-5555
BORROWYER SMITH

Claim 1D:

Receive Date

Associated PreClaim ID:

Loan Group,

Claim Type:

Claim Status:

Status Date:

Principle Claimed:

DCO Date:

Reactivated Date:

Paid Date:

Paid Amount
Comments

CLMOO000000

10/15/2003

PRCO00000000

SF (Stafford Subsidized)

OF (Default, Failure to Make Monthly Payments)

PLUSICredit Approval Reports  Tools

IP {In Process)
1072212003
$18,128.21
107282002

$0.00

PAY 12/02 STAF WIORIG NOTE. 1B

Claim Loans

MOHE Loan ID:

Loan Type.

1st Dishursement Date:

Criginal Guaranteed Amt:

Reported Prinicpal Balance Amaunt:

MOHE Loan ID:

Loan Type.

1st Dishursement Date:

Criginal Guaranteed Amt:

Reported Prinicpal Balance Amaunt:

MDHE Loan ID:
Loan Type.

1st Dishursement Date:

Criginal Guaranteed Amt:

Reported Prinicpal Balance Amaunt:

MDHE Loan ID:
Loan Type.

1st Dishursement Date:

Criginal Guaranteed Amt:

Reported Prinicpal Balance Amaunt:

MOHE Loan ID:

Loan Type.

1st Dishursement Date:

Criginal Guaranteed Amt:

Reported Prinicpal Balance Amaunt:

LOAHO00O00000000
SFiStafford Subsidized)

1112111995
$2,650.00
§2,806.76

LOAHO00O00000000
SFiStafford Subsidized)
097231982

$2,625.00

§2770.89

LOAHOOO000000000
SFiStafford Subsidized)
091151933

$3,500.00

§3607.42

LOAHOOO000000000
SFiStafford Subsidized)
0272411934

$5,500.00

§5,826.82

LOAHO00O00000000
SFiStafford Subsidized)

0111001 996
$2,850.00

§3,01832

Detail of the
Claim

Free form
comments
entered by
claims
processor

Detail of the
individual
loans
covered by
the Claim
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a. View the following claim information:

Associating a

Claim...

Claim ID In format CLMOOOOXXXXX.

While not required, a Claim

may have an associated Receive Date Date Claim was received by guarantor.

PreClaim, - -

« The following PreClaim Associated PreClaim MODEL Direct matches the person code on the
types cannot be linked to an 1D claim with the person code of an existing
incoming claim: PreClaim record.

) §k|p ded Loan Group One of the following:
T Supersede * SF Stafford Subsidized
- Recalled

e SU Stafford Unsubsidized
* SX Stafford -Sub/Unsub
e CL Consolidation

* A Claim may be associated
with a PreClaim that is
already associated with one

or more other Claims. e PL PLQS
* The loan groups on the * RF Refinanced
Claim and PreClaim must be e SL SLS

of the same loan type.

= The Preclaim original Type + DF Default
received date must be within * DQ Default Less Freq than 1 month
330 days of the Claim e SK Skip
received date. -
« If more than one PreClaim Status/Status Date One of the _followmg:
match is found for a Claim, e AC Active/Complete
the Claim is associated with Al  Active/Incomplete
the PreClaim that has the e CL Claim Filed
most recent received date. « RC Recalled

e SS  Superseded
e TO Timed Out
e UR Untimely/Rejected

Principal Claimed Amount of principal claimed by holder.

DCO Date Date condition occurred

« For certain claims (for example, a bankruptcy
claim), the claim must be filed within a certain
time period after the date the condition
occurred.

Reactivated Date The date a previously returned or rejected claim

is resubmitted to the guarantor.

* When a claim is resubmitted, its status is
changed to IP (in process) and is considered
to be reactivated.

Paid Date/Paid Amount paid be guarantor to holder.
Amount

b. View comments (if entered), from the original claims pro-
cessor:

Comments

FAY 12/02 STAF WIORIG NOTE. 1B
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c. View the following information for associated loans:

Field Name Description

Loan ID In format LOAOOOOXXXXX.
Loan Type One of the following:
* SF Stafford Subsidized
e SU Stafford Unsubsidized
e SX Stafford -Sub/Unsub
e CL Consolidation
e PL PLUS
e RF Refinanced
e SL SLS
1st Disbursement Date
Original Guaranteed Amt
Reported Principal Bal. Balance as of time PreClaim was filed
Amount
Viewing Hold O To viEw HOLD INFORMATION:

Information
1. Navigate to the desired record:
a. Log into MODEL Direct, if you have not already done so
(See page 2).
b. From the MODEL Direct Home Page, select the Loan
Inquiry/Update link (see figure on page 40).
c. Locate the desired borrower (see page 41 - page 42).
2. From the Application List screen, select the Hold/Release
link (see page 42).

The Loan List appears:

AddLoan  Loan InquiryUpdate PLUS/Credit Approval ~ Reports  Tools

& Person Search
List Tao hold & release detail, select the Loan 10

o
o Loan Detail

o Demographics §
o Master Borower SSN: 555 55 5555

o Master Student Name: BORROWER SMITH
o Claims and Preclaims
o Hold and Release

Loanip 0" Amuur:tﬂmn" Receive B's
e | e e Boow Status Status Date
Application ID: APP000000000
|LOAEI[IEIEI[IEIEIEIEI‘ sF |ﬂ[332333 ‘mnmnus ‘gfg”:a':femm ‘umwznnz ‘Y ‘Y
|LOAEI[IEIEI[IEIEIEIEI‘ su |$;fg$72333 ‘mnmnus ‘gfg”:a':femm ‘umwznnz ‘Y ‘Y

This page only displays those approved loans for which you have view permission

Click on a Loan ID link to access Hold/Release
information for a given loan.
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3. If desired, view the following:

Field Name Description

Loan ID In format LOAOOOOXXXXX

Loan Type One of the following:

SF  Stafford Subsidized
SU  Stafford Unsubsidized
SX  Stafford -Sub/Unsub
Consolidation

o 0 0 0 0 0 0
(@]
—

PL PLUS
RF  Refinanced
SL SLS
Approved/Certified Amount/
Date Approved
Application Receive Date
Disbursement Status/ Current Disbursement Status, and date current
Disbursement Status Date status was established.

Disbursement Status can be one of the following:
« All Disbursements Fully Canceled

* Fully Disbursed

* Pending Disbursement

« Partially Disbursed

B Borrower Indicator (a Y in this field indicates that
this individual is the borrower of record on the
corresponding application).

S Student Indicator (a Y in this field indicates that
this individual is the student of record on the
corresponding application).

4. Click on the desired Loan ID (see above figure).
The Loan Detail screen appears (see page 58).

5. In the Disbursement area, view hold information (see page
60).
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CHAPTER 4 WORKING WITH PLUS LOANS AND
CREDIT CHECKS

MODEL Direct makes it easy for you to:

Enter a Credit Approval,
Initiate a PLUS Loan, and:

Review an Applicant’s pending SCRs (School Certification
Requests).

Entering a Credit (0 To ENTER A CREDIT APPROVAL:

Approval

1.

2,

3.

Log into MODEL Direct, if you have not already done so (See
page 2).

From the MODEL Direct Home Page, select the PLUS/Credit
Approval Link:

AddLoan  Loan InquiryUpdate PLUSCredit Approval | Reports  Tools

You'll see the following:

AddLoan  Loan InquirylUpdate PLUS/Credit Approval  Reports  Tools

o Iniliate PLUS Loan

itz e nm e emmc]i]
& ListofPending PLUS Loans

Click the Enter Credit Approval link.

Working with PLUS Loans and Credit Checks
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You'll see the following:

Ktissourt Direet for Educatio

Y//7/7/74
—

Enter Credit Approval

Initiate PLUS Loan

Initiate Grad PLUS Loan Social Security Number: | 555555555
List of Pending PLUS Loans Last Name: SMITH

Add Loan Loan InquiryUpdate PLUS/Credit Approval Reports  Tools

Please enter the harrower's S8M or Name

First Name: BORROWER Mi:
Date of Birth: I I
Search Reset

4.

5.

6.

Enter one of the following:
O an SSN, or:

O a name and/or date of birth combination.

Note: you must enter a minimum of last name, and two char-
acters of the first name.

Click the Search button.

Do you see a window similar to the following?.

MO

Aisscnuel Direct for Educational Lo

AddLoan  Loan InquiryUpdate PLUS(Credit Appraval  Reports  Tools
Based on the data entered, a matching record could not be found, please resubmit your information or
Enter Credit Anproval contactMDHE's Call Genter at 1-800-824-4893 for assistance

Initiate PLUS Loan
Initiate Grad PLUS Laan

List of Pending FLUS Loans Ifthe data you entered was correct, and you would like to provide information for this borrower, you may

*Continue’ to do 0 of you cah “Cancel’ your aperation to search again

Continue Cancel

Yes: no application exists for the borrower.

If you want to... do this...

Re-enter your search criteria Click the Cancel button.

Enter a credit approval for this borrower Click the Continue button.
(and enter an application at a later time)

No: You'll see the following:

an  Loan InguirylUpdate PLUS/Credit Approval  Reports  Tools

SSN | LastMame | FirstName | Middieinitial | DateofBirth |

555555565 fI[sMITH [poRROWER | [ [03rza/0000 |
——

1 ratch were found

Click on the SSN link. You'll see the following:
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Loan InquiryUpeate

Add Loan

Last Mame® |SWITH
First Mame*: |BORROWER

SSH: 000-00-0000
BirthDate: [0 ¢[00 | 4 [o000
Address Line 1: [00 FAKE STREET
AddressLine2:[
city [avewHERE
zipcodes [12388
Phone Number: [000) 000-0000

= Enter Credit Anproval

» Initiate PLUS Loan

» Initiate Grad PLUIS Loan

» ListofPending PLUS Loans

PLUS(Credit Appraval  Reports  Tools

e[

State: [ MA- Massachusetts  ~
Country: [Usa
Email-Address:

Lender Code™ | 000000 b
Credit Bureau : | ECIUIFAX |
Credit Approval

Date: f !

Submit Reset

7. If desired, view and/or enter the following:

Field Name Description/Notes

SSN

Last Name/First Name/MI If the borrower was not already in the
database: Enter borrower information (Last
Name and First Name are required)

If the borrower already was in the
database (i.e., the borrower information
was populated by the system):

You can not modify the name fields (Contact
your MODEL Direct client representative for
information on modifying the borrower’s
name).

Date of Birth

Address Line 1

Address Line 2

City/State/Zip/Country Select a State from the dropdown list.

Phone Number

Lender Code

Email

8. Do you have a credit approval date?
Yes: Do the following:

a. In the Credit Bureau field, select the credit bureau from
the dropdown list (Equifax, TransUnion, Experian).
b. Enter the Credit Approval Date (in MM/DD/YYYY for-
mat).
No:

O In the Credit Bureau field, select Unknown from the drop-
down list.

9. Click the Submit button.
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Initiating a PLUS
Undergraduate Loan

Before you
Begin...

If you already have a school
certification in hand, do not
perform this procedure. Use
the Add PLUS Loan
procedure described on page
16.

« For more information on the
differences between adding
and initiating a PLUS loan,
see the sidebar on page 16.

To INITIATE A PLUS UNDERGRADUATE LOAN:

1. Log into MODEL Direct, if you have not already done so (See

page 2).

2. From the MODEL Direct Home Page, select the PLUS/Credit

Approval Link.

ot Direct fof Educaits

e

Add Loan Loan Inquiry/Update PLUS/Credit Approval Reports  Tools

e ListofPending PLUS Loans

3. Click the Initiate PLUS Loan link.

You'll see the following:

OO

Missonirh Direct for Eaducafionsl Loans

Loan InquiryUpeate PLUSCredit Approval Reports  Tools
Please note, the applicant for the Federal PLUS Ioan must be the parent or legal guardian of a dependent,
& Enter Credit Approval undergraduate student. Please enter the barrawer and student's Social Security number below,
& Initiate PLUS Loan
« Initiate Grad PLUS Loan
o Listof Pending PLUS Loans Please Enter Borrower's Social Security: [555-55.5550

Please Enter Student's Social Security: |555-65-6555

Reset

4. Do the following:
O Enter the borrower and student’s SSN, and:

O Click the Search button.
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Important - Not
all schooils...

allow lenders or borrowers to

initiate PLUS loans.

If this is the case for the school

you select, you'll see the

following message:

The School you have

selected <name of school>

does not participate in this
service, or you may be
choosing an incorrect
school code. You may
select another school code
by clicking OK, or return to
the Lender Welcome Page
by clicking Cancel”

« If you continue to get this
message - or believe to be
getting it in error - contact
your Client Services
Representative.

You'll see the following:

|
Add Loan Loan InquiryUpdate PLUS Credit Approval Reports  Tools
o Enter Credit Approval Toinitiate the loan process, you must first selectthe state ofthe school thatthe studentis attending, Next
o Initiate PLUS Loan selectthe school from the second drop down menu.
» Initiate Grad PLUS Loan
» ListofPending PLUS Loans The school may require that they certify the loan before MISSOURI STATE GUARANTOR can perform a
creditcheck, If so, we will nothe able to proceed without the school certification. For assistance please
contact your school's financial aid office or call MISSOURI STATE GUARANTOR at 1-800-824-4893
Choose the State where the
school is located: | 58180t 8 5tate |
|
5. Select a State from the dropdown menu.
The screen refreshes, and you see the following:
B

AddLoan  Lean InquiryUpdate PLUS/Credit Approval  Reports  Tools

o EEEERTEE To initiate the Inan pracess, you must first select the state of the schoal that the student is attending. Next select the
e T schoal fram the second drop dawn menu

= Initiate FLUS Loan

« Initiate Grad PLUS Loan

« Listof Pending PLUS Loans The sehaal may require that they certify the 10an before MISSOURI STATE GUARANTOR can perfarm a

credit check. If o, we will not he ahle to proceed without the school cerification. For assistance please
contactyour school's financial aid office or call MISSOURI STATE GUARANTOR at 1-800-824-4893

Choose the State

where the school [Massachusetis (MA) =

I Choose a School: [Select a School

||

Continue

Lo

6. Do the following:

(o}

Select a school from the dropdown

and:

Click the Continue button.

You'll see the following:

Add Loan Loan InquiryUpdate PLUSICredit Approval Reports  Tools
Choose a Full Service Lender

Enter Credit Approval

Initiate PLUS Loan

Initiate Grad PLUS Loan The following is a list of all lenders that MISSOURI STATE GUARANTOR currentlyworks with. Ifyour preferred

ListofPending PLUS Loans  lending institution is not shown, please contactthem directly. Before making a selection frorm the following
lenders, please contactyour financial aid office for processing procedures.

Selected Schook:  XYZ UNIVERSITY
Choose your Lender: [ABC BANK (000000} =l

Continue | |

menu (see previous figure),

Working with PLUS Loans and Credit Checks
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Note: fields
with an asterisk
next to them
are required.

7. Do the following:

O If necessary, select a different branch code from the dropdown

list, and:
O Click the Continue button.

The Borrower screen appears:

AddLoan  Loan InquiryUpdate PLUS/Credit Approval ~ Reports  Tools
« Enter Credit Approval Borrower
« Inifiate PLUS L oan
» |nitiate Grad PLUS L oan Remember, the PLUS loan Borrower is the parent or a legal guardian of a dependent, undergraduate student
« List of Pending FLUS Loans
SSM: 555555555
Last Name*: [SMITH
First Name*: [BORROWER i
Perm. Address: [00 FAKE STREET
Address Line 2: |
City’: [ANWWHERE State’: [MA- Massachusetts -
Zip Code™: [12345 Country:
Phone Number: [{000) 000-0000 Email:
Driver License Number: [m00000 Drhe L'“S‘:;lse, WA - Massachusetts -
BithDate:[00 ;[0 ;{0000
(@ Loan Period Start Date 0o 7003 Loan Period End Date 1= 2004
(MMICCYY)*: ! (MMICCTY): g
School Names XYZ UNIVERSITY
School Code: 339399 School State: MA
Lender Name: ABC BANK
Lender Code: 000000
Requested Loan Amount*: [15000
W . = Alien I for Non- ———————
Citizenship Status: [UUS Citizen .
Employer Name: [YZ Ine.
Employer City: |ANYWHERE Employer State: [MA - Massachusetts =
Emplover Phone Number: [(000) 000-0000
Continue

8. Enter or view the following:

Required?

Borrower SSN N/A

Read Only
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9. Click the Continue button.

Field Required? Notes

Borrower Last Name/First see note If the borrower was not

Name/MI already in the database:
Enter borrower information
(Last Name and First Name
are required)
If the borrower already
was in the database
(i.e., the borrower
information was
populated by the
system):
You can not modify the
name fields (Contact your
MODEL Direct client
representative for
information on modifying
the borrower’s name).

Borrower Perm Address Y

Borrower Address Line 2 N

Borrower City/State/Zip see note City, State and Zip Code are

Code/Country required

Phone Number N

EMail N

Driver’s License Number N

Driver’s License State N Select the state/territory
from the dropdown list.

Birth Date Y Enter in format MM/DD/
YYYY

Loan Period From/to Date Enter in format MM/YYYY

School Name/Code/State N/A Read Only (based on items
you previously selected.

Lender Name/Code

Requested Loan Amount Y

Citizenship Status N Select either US Citizen or
Qualified non-citizen
from the dropdown list.

Alien Registration Number See note Non-Citizens only: Enter
your Alien registration
number (in form AXx-Xxx-
XXX)

Employer Name/City/Phone/ N

State

The Student screen appears:

Working with PLUS Loans and Credit Checks
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AddLoan  Loan InquiryUpdate PLUS(Credit Approval  Reports  Tools

o Enter Credit Apsroval Student
« Initiate PLUS Loan
« Initiate Grad PLUS Loan

» ListofPending PLUS Loans Last Name*:
First Name*: Mz

88N 566-66-6666

Birth Date: i i
Continue

10. Do the following:

O Enter the student’s Last Name/First Name/MI/Date of Birth,
and:

O Click the Continue button.
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Information you
have submitted

Select an option for
MPN Processing
(See step b)

Click the Edit button
to reactivate the
wizard, and change
what you've entered
(see step 11a)

You'll see the following:

Please verify the information below. You may either edit the information, save it or cancel this update
Please note that any blank field¢s) may preventyour loan from being approved and dishursed to the sehool

Lender Information

[Lender Cade [ nonoon |
[LenderMame [ aBC BANMK |

School Information

School Name KYZ UNIVERSITY
School Code 999350
Schoal State WA

Borrower Information
Last Name Smith
First Name Borrower
iddle Initial
1 5A5-65-6560
Address Line 1 00 Fake Street
Address Line 2
City Artynhere
State WA
Zip Code 12345
Country
Phane Murnber (816)000-0000
E-mail Address
Date of Birth 00/00/0000
Driver's License State WA
Driver's License Number WO0000
Citizenship Status Usg Citizen
Alien 1D Nurnber (i nore-citizen)
Employer Name VZInc
Employer City Artynhere
Employer State WA
Employer Phone (81 6) 555-4444
Loan Period Start Date(MM/CCY') 09/2003
Loan Period End DatedMM/ICCYY) 052004
Renuested Loan Amount $15,000.00

Student Information

Last Namne [Smith

First Name [student
Widdle Initial [

EEN | 555-55-5550
Date o Birth [ooiooroo0n
Cilizenship Status

lalien 1D

[Are you currently in default on a federal
education loan or do you owe a refund on
a federal student grant?

@ Please select one of the following:
@Do you want to download the application and print it yourseir?

@DO you want MDHE to print the application and mail it to the borrower? a
— Do you already have a completed application?

save | Eatt| Cancel
|

Working with PLUS Loans and Credit Checks
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11. Complete your submission as follows:

a. Review the information you've entered:

If you... do this...

have enter all information Go to step b
correctly
need to edit information 1. Click the Edit button

2. Repeat steps 5 through 10
3. gotostepb

b. Determine how you want to process your MPN by select-
ing one of the following:

(2 prease select one of the following:
(Do you want to download the application and print it yourseir? <

(Do you want MDHE to print the application and mailt o the borrower? <
Do you already have a completed application? ¢

Save | Edit| Cancel

Option Comments

Do you want to download the Selecting this option, pending credit

application and print it approval, will allow you to download the

yourself? PLUS MPN with pre-filled information.

* The borrower is then required b to
sign, date and mail the application to
the address provided.

Do you want <the guarantor> If the borrower has approved credit,

to print the application and select this option to have the guarantor
mail it to the borrower? print and mail a PLUS MPN to the
borrower.

* The borrower is then required b to
sign, date and mail the application to
the address provided.

Do you already have a Use if the borrower has already
completed application? completed a paper application, and no
MPN printing is necessary.

c. Click the Save button.
You'll see the following:

C—

AddLoan  Loan InguiryUpdate PLUSKCresit Approval  Reports  Tools
» Enter Credit Approval Miggouri State Guarantor can not approve the PLUS oan reguest atthis time, unless the lendertakes

o |lnitiate PLUS Loan respansibility for the credit decision. As the lender (or lender's representative), you can choose to enter a
o Initiate Grad PLUS Loan creditdecision athis time; otherwise, this requestwill not be processed.

o Listof Pending PLUS Loans
Do youwish to enter a credit decision?

90



If you are a non
preapproval
lender...

Select the No button, as credit
checks are only necessary for
pre-approval lenders.

12. Do you want to enter a credit approval?

No: click the No button. You will be returned to the main menu.

Yes: Click the Yes button. You'll see the following window:

semart Birect for Eduwcails

Ce—

Add Loan Loan InguiryUpdate

Last Name*; |SMITH
First Name*; |BORROWER

SSN: 000-00-0000

BirthDate: o0 ; [00 | ; [oo00
Address Line 1: [00 FAKE STREET |
Addressline2:|
City: [arwHERE
zipCode:[12345
Phone Number: [{000) 000-0000

» Enter Credit Approval

# |nitiate PLUS Loan

# |nitiate Grad PLUS Loan

# Listof Pending PLUS Loans

PLUS/Credit Approval Reports  Tools

e[

State: [MA - Massachusetts  ~
Country: [USA
Email-Address:

Lender Code*: | 000000 -

Credit Bureau: | EQUIFAX j

Credit Applr)l-;: T —
Submit |  Reset

Enter the credit approval as follows:

a. Inthe Credit Bureau field, select the credit bureau from
the dropdown list (Equifax, TransUnion, Experian, or
Unknown)

b. If available, enter the Credit Approval Date (in MM/
DD/YYYY format).

c. Click the Submit button.
You'll see the following:

BANK OF AMERICA

PLUS(Credit Approval Reports  Tools

Loan InquiryUpdate
Your Credit Approval has been accepted
o Enter Credit Approval
¢ Iniiate FLUS Loan Based on your credit approval, we determined that the borrower is eligible for the Federal Grad PLUS laan
¢ Iniiale GradPLUS Laan Please note the amount the horrower is eligible to borrow may be differentthan the amount recuested, as
+ ListofPendina PLUSLOANS g gengol must certty the horrowers eligibiity in accordance with federal regulations.

Press continue to proceed with the rernainder ofthe application

Continue

d. Click the Continue button.
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13. Did you elect to download/print an MPN in step 1167 (see page
99)

No: You'll see the following, and the procedure is complete:

(7/7)74

BANI OF AMERICA

Loan InquiryUpdate PLUS/Credit Approval Reports  Tools

Enter Credit Approval

s Dol PLUS oon Your Grad PLUS Loan Application has been submitted
o Initiate Grad PLUS Loan
o Listof Pending PLUS Loans

Continue

Yes: You'll see the following screen, with instructions on down-
loading and mailing the MPN:

MODA

Flsscnar] Direet fof Educationsl Loas g

BANIK OF AMERICA

Loan InquiryUpdate PLUS/Credit Approval Reports  Tools
Enfer Credit Al | Academic Year Start Date : 092008 To: 052007

o Enter Credit Approval e :

o Initiate PLUS Loan Application Type : PLUS

= Initiate Grad PLUS Loan Borrower : Borrower Smith

= Listof Pending PLUS Loans Student : Student Smith

Your Promissory Note is now ready to be downioaded. You can use your browser's back button o return to
this page

Ifyou do not have Adobe Acrobat Reader(version 4 or later) installed, please click here to download and
install it nowd

)

Please print the application and promissory note, sign and return ftto

A

Ametitan Student Assistance
100 CAMBRIDGE STREET SUITE 1600

BOSTON, MA 02114

ASA will contact the school to certify your loan. Once your school certifies your Ian, ASAwill send you a
notice of Ioan approval and infarm the school when your loan will be disbursed.

Master Proi ory Note

ITyou are Unable to view the fonm, please refresh your page and iy again.
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Initiating a PLUS
Graduate Loan
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Click the Master Promissory Note link (see previous
figure) to open Adobe Acrobat and print the MPN:

Before you
Begin...

If you already have a school
certification in hand, do not
perform this procedure.
Use the Add Graduate PLUS
Loan procedure described on
page 25.

« For more information on the
differences between adding
and initiating a PLUS loan,
see the sidebar on page 16.

To INITIATE A PLUS GRADUATE LOAN:

Log into MODEL Direct, if you have not already done so (See
page 2).

From the MODEL Direct Home Page, select the PLUS/Credit
Approval Link.

Reports  Tools

Add Loan Loan Inquiry/Update| PLUS/Credit Approval

You'll see the following:

Working with PLUS Loans and Credit Checks
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AddLoan  Loan InquirylUpdate PLUSICredit Approval
o Enfer Credit Anproval

Reports  Tools

3. Click the Initiate PLUS Loan link.

You'll see the following:

AddLoan  Loan InquiryUpdate PLUS(Credit Appraval  Reports  Tools
) Please note, the applicant for the Federal Grad Plus loan must be a graduate student. Please enter the
= Enter Gredit Approval barrawer Social Security number below
« Initiate PLUS Loan
« List of Pending PLUS Loans
Please Enter Borrower's Social Security:
Search | Reset

4. Do the following:
O Enter the borrower’s SSN, and:
O Click the Search button.

You'll see the following:

AddLoan  LoanInquiryUpdate PLUS/Credit Approval  Reports  Tools
o EimEERATEE] Toiniiate the loan process, you must first select the state of the schoalthatthe studentis attending. Next
S e selectthe school from the second drap down menu
nifiate Gred PLUS Loan
ist of Pending PLUS Loans The school may require that they certify the 10an before MISSOURI STATE GUARANTOR tan perform a
creditcheck If so, we will not be able to proceed without the schoal cerlification. For assistance please
contactyour school's financial aid office or call MISSOURI STATE GUARANTOR at 1-800-814-4803
Choase the State where the [ o ————
schoolis located: |5=/°Ct2 Stafe

5. Select a State from the dropdown menu.

The screen refreshes, and you see the following:




Important - Not
all schooils...

allow lenders or borrowers to

initiate PLUS loans.

If this is the case for the school

you select, you'll see the

following message:

The School you have

selected <name of school>

does not participate in this
service, or you may be
choosing an incorrect
school code. You may
select another school code
by clicking OK, or return to
the Lender Welcome Page
by clicking Cancel”

« If you continue to get this
message - or believe to be
getting it in error - contact
your Client Services
Representative.

7. Do the

AddLoan  Lean InquiniUpdate PLUS/Credit Approval  Reports

To initiate the loan process, you must first select the state of the school that the studentis attending. Mexd select the
school from the second drop down menu.

Tools

Enter Credit Approval

itiate PLUS Loan
nitiate Grad PLUS Loan
List of Pending PLUS L oans The sehool may require that they cerlify the [an before MISSOURI STATE GUARANTOR can perform a
credit check. If o, we will not he ahle to proceed without the school cerification. For assistance please
contact your school's financial aid ofice or call MISSOURI STATE GUARANTOR &t 1-800-824-4893

Choose the State
where the school [Massachusetis (M&) |~
| Choose a Schook: [Select o School =

Continue

Lo

6. Do the following:

O Select a school from the dropdown menu (see previous figure),
and:

O Click the Continue button.

You'll see the following:

AddLoan  Loan InquiryUpdate PLUS/Credit Approval  Reports  Tools

o BT Choose a Full Service Lender
« Iniiste PLUS Loan

itiate Grad PLUS Loan
o ListofPending PLUS Loans

The following is a list of all lenders that MISSQURI STATE GUARANTOR currentlyworks with, Ifyour prefered
lending institution is not shown, please contact them directly. Before making a selection from the fallowing
lenders, please tontactyour financial aid office far pracessing procedures.

Selected Schook:  XYZ UNIVERSITY
Chouse your Lender: [ABC BANK (000000) =l
Continue |

following:

O If necessary, select a different branch code from the dropdown
list, and:

O Click the Continue button.

The Borrower screen appears:

Working with PLUS Loans and Credit Checks
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Note: fields

Te—

Enter Credit Anproval
o |nitiate PLUS Loan
List of Pending PLUS Loans

Add Loan

Loan InquiryUpdate
Borrower

Remember, the Grad PLUS loan Borrower is the graduate student

SSN: 5595-95-9555

with an asterisk
next to them
are required.

Last Name*: [SMITH
First Name*: [BORROWER

Perm. Address*: I[IEI FAKE STREET

Address Line 2: [

City': [ANVWHERE
zipCodes: [12365
Phone Number: [(000) 000-0000
Driver License Number: [ioooos
eirthoate: [0 o0 oo
(2 Loan Period Start Date os foos

(MRICCYYY:
School Name: Y7 UNIVERSITY
School Code: 9595955

Lender Name: ABC BANK
Lender Code: 000000

Requested Loan Amount*; |15000
Citizenship Status: | US Citizen B

Employer Name: [YZ Inc
Employer City: [ANYWHERE
Employer Phone Number: [[000) 000-0000

Continue

PLUS(Credit Approval  Reports  Tools

me[

State': [MA- Massachusetis -
Country:
Email:
Drver Lisense i y-o oo 5]
State, |MA- Massachusefts

Loan Period End Date
maiccyy; 105 /[2008

School State: ha

Alien ID for Noh- ,—
Citizens:
Employer State: |MA - Massachusetts -

8. Enter or view the following:

Borrower SSN

Required?

N/A

Read Only

Borrower Last Name/First Name/MI

see note

If the borrower was not
already in the database:
Enter borrower information
(Last Name and First Name
are required)

If the borrower already
was in the database
(i.e., the borrower
information was
populated by the
system):

You can not modify the
name fields (Contact your
MODEL Direct client
representative for
information on modifying
the borrower’s name).

Borrower Perm Address Y

Borrower Address Line 2 N

Borrower City/State/Zip Code/Country

see note

City, State and Zip Code are
required

Phone Number
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Field Required? Notes

EMail N

Driver’s License Number N

Driver’s License State N Select the state/territory
from the dropdown list.

Birth Date Y Enter in format MM/DD/
YYYY

Loan Period From/to Date Enter in format MM/YYYY

School Name/Code/State N/A Read Only (based on items
you previously selected.

Lender Name/Code

Requested Loan Amount Y

Citizenship Status N Select either US Citizen or
Qualified non-citizen
from the dropdown list.

Alien Registration Number See note Non-Citizens only: Enter
your Alien registration
number (in form Axx-xxx-
XXX)

Employer Name/City/Phone/State N

9. Click the Continue button.

You'll see the following:

Working with PLUS Loans and Credit Checks
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Information you
have submitted

Note: for a PLUS
Graduate borrower,
the borrower and
student information
will be the same.

Select an option for
MPN Processing
(See step b)

Please verify the infarmation below. You may either edit the information, save it or cancel this update
Please note that any blank field(s) may prevent your loan frorm being approved and dishursed to the school

Lender Information

[Lender code | oooooo |
[Lender Name | ABC BANK |

School Information

School Name HrZUNIVERSITY
Sehool Code 395339
School State MA

Borrower Information
Last Name Srith
First Name Barrawer
Middle Initial
55N £55-55-5555
Address Line 1 00 Fake Street
Address Line 2
City Anywhere
State MA
Zip Code 12345
Country
Fhone Number (816)000-0000
E-mail Address
Date of Birth 00/00/0000
Criver's License State MA
Drivers License Number MO0D00
Citizenship Status Us Citizen
Alien ID Number (f non-cilizen)
Ernployer Name HYZIne
Employer City Anywhere
Employer State MA
Employer Phane (816)000-0000
Loan Period Start Date (MMICCYY) 09/2003
Loan Period End Date(MMACCYY) 05/2004
Requested Loan Amaunt $15,000.00

@ Please select one of the followin,

(Do you want to download the application and print it yourselr? &

(Db you want MDHE to print the application and mail tta the borrower? C
Do you already have a completed application? ¢

Sava | Edit|,_Cancel

Click the Edit button to reactivate the wizard, and |
change what you've entered (see step 11a)
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10. Complete your submission as follows:

a. Review the information you've entered:

If you... do this...

have enter all information Go to step b
correctly
need to edit information 1. Click the Edit button

2. Repeat steps 5 through 10
3. gotostepb

b. Determine how you want to process your MPN by select-
ing one of the following:

(2 prease select one of the following:
(Do you want to download the application and print it yourseir? <

(Do you want MDHE to print the application and mailt o the borrower? <
Do you already have a completed application? ¢

Save | Edit| Cancel

Option Comments

Do you want to download the Selecting this option, pending credit

application and print it approval, will allow you to download the

yourself? PLUS MPN with pre-filled information.

* The borrower is then required b to
sign, date and mail the application to
the address provided.

Do you want <the guarantor> If the borrower has approved credit,

to print the application and select this option to have the guarantor
mail it to the borrower? print and mail a PLUS MPN to the
borrower.

* The borrower is then required b to
sign, date and mail the application to
the address provided.

Do you already have a Use if the borrower has already
completed application? completed a paper application, and no
MPN printing is necessary.

c. Click the Save button.
You'll see the following:

C—

AddLoan  Loan InguiryUpdate PLUSKCresit Approval  Reports  Tools
» Enter Credit Approval Miggouri State Guarantor can not approve the PLUS oan reguest atthis time, unless the lendertakes

o |lnitiate PLUS Loan respansibility for the credit decision. As the lender (or lender's representative), you can choose to enter a
o Initiate Grad PLUS Loan creditdecision athis time; otherwise, this requestwill not be processed.

o Listof Pending PLUS Loans
Do youwish to enter a credit decision?
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If you are a non
preapproval
lender...

Select the No button, as credit
checks are only necessary for
pre-approval lenders.

1.

Do you want to enter a credit approval?

No: click the No button. You will be returned to the main menu.

Yes: Click the Yes button. You'll see the following window:

indensrh Dinoct fod Eewcaile
Add Loan Loan InguiryUpdate

Last Name*; |SMITH
First Name*; |BORROWER

SSN: 000-00-0000

BirthDate: o0 ; [00 | ; [oo00
Address Line 1: [00 FAKE STREET |
Addressline2:|
City: [arwHERE
zipCode:[12345
Phone Number: [{000) 000-0000

Lender Code*: [000000 =]

Credit Bureau: | EQUIFAX j

Credit Applr)l-;: T —

» Enter Credit Approval

# |nitiate PLUS Loan

# |nitiate Grad PLUS Loan

# Listof Pending PLUS Loans

PLUS/Credit Approval Reports  Tools

e[

State: [MA - Massachusetts  ~
Country: [USA
Email-Address:

Submit Reset

Enter the credit approval as follows:

a. In the Credit Bureau field, select the credit bureau from

the dropdown list (Equifax, TransUnion, Experian, or

Unknown)

b. If available, enter the Credit Approval Date (in MM/

DD/YYYY format).
c. Click the Submit button.
You'll see the following:

BANK OF AMERICA Loan InquiryUpdate
Your Credit Approval has been accepted
o Enter Credit Approval

o Initiate FLUS Loan

o Initiate Grad FLUS Loan

d. Click the Continue button.

PLUS(Credit Approval Reports  Tools

Based on your credit approval, we determined that the borrower is eligible for the Federal Grad PLUS loan
[Cilate Braf FLS Lo Please note the amountthe borrower is eligible to borrow may be different than the amount requested, as
+ Listof Pending PLUS Loans

(S T 03NS g sehool must ceriiy the bomowsrs sligibility in accordance with federal regulations

Press continue to proceed with the rernainder ofthe application

Continue
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12. Did you elect to download/print an MPN in step 1167 (see page
99)

No: You'll see the following, and the procedure is complete:

(7/7)74

BANI OF AMERICA

Loan InquiryUpdate PLUS/Credit Approval Reports  Tools

Enter Credit Approval

s Dol PLUS oon Your Grad PLUS Loan Application has been submitted
o Initiate Grad PLUS Loan
o Listof Pending PLUS Loans

Continue

Yes: You'll see the following screen, with instructions on down-
loading and mailing the MPN:

MODA

Flsscnar] Direet fof Educationsl Loas g

BANIK OF AMERICA

Loan InquiryUpdate PLUS/Credit Approval Reports  Tools
Enfer Credit Al | Academic Year Start Date : 092008 To: 052007

o Enter Credit Approval e :

o Initiate PLUS Loan Application Type : PLUS

= Initiate Grad PLUS Loan Borrower : Borrower Smith

o ListofPending PLUS Loans Student: Borrower Smith

Your Promissory Note is now ready to be downioaded. You can use your browser's back button o return to
this page

Ifyou do not have Adobe Acrobat Reader(version 4 or later) installed, please click here to download and
install it nowd

)

Please print the application and promissory note, sign and return ftto

A

MODHE

ATTN: Document Processing
P.O.BOX 55152

BOSTON, MA 02205-5152

ASA will contact the school to certify your loan. Once your school certifies your Ian, ASAwill send you a
notice of Ioan approval and infarm the school when your loan will be disbursed.

Master Proi ory Note

ITyou are Unable to view the fonm, please refresh your page and iy again.
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Viewing Pending PLUS
Loans

Click the Master Promissory Note link (see previ
figure) to open Adobe Acrobat and print the MPN:

ous

File Edit View Favorites Tools  Help

T O ISR SRR AN Wl

@oack + = - (@D [H 2| Dusearch [EFavories (B | By- S | ks >
Address |9j hitp: fuaweb|SIBorrowerUipdate_Fdf/stafford_0_2004130122640.pdf = @60
EELREEE |1

The MPN is pre-filled
with:

e information you
supplied on the
application, and:

e the guarantor’s
return address/
contact information.

Signatures | _Commerts Y Thumbriails Y Bookmark:

ElEIERA

Highlight Taal ()

Federal Family Education Loan Program (FFELF)

Federal Stafford Loan
Master Promissory Note
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O To ViEw A BORROWER’S PENDING PLUS LOANS:

1. Log into MODEL Direct, if you have not already done so (See

page 2).

2. From the MODEL Direct Home Page, select the PLUS/Credit
Approval Link.

A Password

Logout &

Loan InquiryUpda

Add Loan

Reports  Tools
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You'll see the following:

Y /2/7/78

isscnarl Direct for Educationsl L osm

AddLoan  Loan InquinyUpdate PLUS(Credit Approval  Reports  Tools
« Enter Gredit Aparoval Missouri State Guarantor san not approve the FLUS I0an request at this time, unless the lender takes
« Inifiate PLUS Loan responsibility for the credit decision. As the lender (or lender's representative), you can choose to enter a

credit decision at this time; otherwise, this request will not be processed

Do vouwish to enter a credit decigion?

ves| io|

3. Click the List of Pending PLUS Loans link.

You'll see the following:

AddLoan  Loan InquinyUpdate PLUS(Credit Approval  Reports  Tools

: %ﬁéﬁ”‘ E‘aemaiea:z‘:rr:r\s\?;J:v;?:\insih;gcm?;";t‘}:sz?srr:a‘fnpeerrmmw utilizing name please enter entire last
« ListoPending PLUS Loans
Social Security Numher:l—
Last Name: |
First Name: |
Date of Birth: | Y
Search | | Reset

me[

4. Do the following:
a. Enter either:
- an SSN, or:

- a name/date of birth combination.

b. Click the Search button.

If the individual has pending PLUS Loans: you'll see
the following:

Add Loan Loan InquiryUpdate PLUSICredit Approval Reports  Tools
[ SSN [ tasthame | FirstName | Middiemtial | DateofBith |

+ Enter Credit Approval

+ Inifiate PLUS Loan | EemEE&EEE  [Smith [Borrower [ G [oomoiono0 |

+ ListofPending PLUS Loans
1 match were found,
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5. Select the SSN link.

You'll see a list of pending School Certification Requests for the
individual:

Add Loan Loan InquiryUpdate PLUS/Credit Approval Reports  Tools
This is a list of your Ioans awating certification from the schools

« Enter Credit Appraval
o Initiate PLUS Loan

2 i . StudentName  Bormower Name Lo
SCRcode  StwdsntSSN  BorowerSSN  Scheol o e Credit Status
StudentDOB  Bormower DOB
STUDENTA  BORROWERA .-
SMITH SMITH 0812003 -
e UNIVERSITY cerans Pomtered
998998
0000000 00000000
STUDENTE  BORROWERS
SMITH SMITH EA 0912003 -
o UNIVERSITY Approved
e 0812004
0000000 00000000
STUDENTD  BORROWERD -
SMITH SMITH -
- UNIVERSITY O172008 - vovea
333998 0512004
0000000 000010000

“Loan Period as entered by the borouer. The school can amend this

6. View the following:

O Student Name/SSN/DOB
Borrower Name/SSN/DOB
School/OE Code

Loan Period

©O O O O

Credit Status
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CHAPTER 5 WORKING WITH REPORTS

MODEL Direct provides you with extensive reporting capabilities. You can:

e subscribe to any or all of the following reports:

0]

O O O O O o

(0]

Fee Billing Invoice

Lender Disbursement Invoice

Lender Invoice Summary Report

Processing Summary Report

Disbursement Service Totals by School within Lender Report
Notice of Guarantee and Disclosure

Missing Promissory Note Report (Lender Version)

Promissory Note Verify Error Report

e manage your subscriptions (i.e., elect which reports you want to
receive).

< view and/or download the following custom reports on demand:

(0]

O O 0O O 0O 0O 0o o o o o

CommonLine M-Record Suppression Report
Consolidation Loan Amount Change

Guarantee Monthly Summary

Loan Processing Detail (Without Borrower Detail)
Loan Processing Detail (With Borrower Detail)
Disbursement Monthly Summary

Disbursement Loan Detail (Without Borrower Detail)
Disbursement Loan Detail (With Borrower Detail)
Loans Pending School Certification

Loans by Signature Date/Method

Orphan MPN Report

MPN Incomplete or Not Returned Report

Working with Reports
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Working with Subscription
Reports

Your school has a profile in the MODEL Direct database. Part of the profile
includes the output (reports and feeds) your school elected to receive. A
subset of these reports is available through MODEL Direct (see list on pre-
vious page), and you can subscribe to these reports (i.e., elect to view/
download them on the web).

Subscribing to a Report

(0 To suBscRIBE TO A MODEL DIRECT REPORT:

1. Log into MODEL Direct, if you have not already done so (see
page 2).

2. From the MODEL Direct Home Page, select the Reports link:

« Subscripfions AddLoan  Loan InquiryUpdate PLUS/Credit Approval ~ Reports  Tools
e Subscription Reports

« Custom Reports

L4 |
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Click on the Subscription link (see figure above).

The following screen appears:

Add Loan Loan InguiryUpdate PLUS/Credit Approval Reports  Tools

Please select an OF Code from the first drop-down bax,
¢ Subscripions Also, please selecta Branch Code from the second drop-down box of check '8l Branches.'
« Subscription Reports
» Custom Reports

OE Code: iy BANK
000001 - ABG BANK NA
000002 - ABC HOLDINGS

000003 - ABC BAMK NEW ENGLAND

000004 - ABC BAMK NEW YORK

(000005 - ABC BAMK NEW JERSEY al

All Branches:

HERE BRANCH hA
HERE BRAMNCH MNH

03 - ANYWHERE BRAMCH MY
04 - ANYWHERE BRACH CT
05 - ANYWHERE BRAMNCH MO

06 - ANYVWHERE BRAMNCH K& j
Mext
I |
OE Codes of Click the All Branches Branch Codes
institutions you checkbox if you want all (if applicable)
are associated branches to receive the of the parent
with. same set of options. OE Code.

If needed, select the OE Code and Branch Code(s) you want to
work with:

a. In the OE Codes box (see figure above), do you see more
than one institutiom?
No: You are only associated with one institution. Proceed
to step b.

Yes: Click on the desired institution to select it. Proceed
to step b.

b. Does your institution have branch codes?
No: go to step d.

Yes: go to step c.

¢. Do you want view or modify options for a specific Branch
Code, or for all branch codes?
To modify options for a specific branch code: In the
Branch Codes box, select the desired branch code.

To modify options for all branch codes: click the All
Branches checkbox (see previous figure).

d. Click the Next button.
You'll see one of the following:

Working with Reports
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If your institution has no

branches (or you selected a H
single branch code), you'll
see the screen at right: i[
Add Loan Loan InquiryUpdate PLUS/Credit Approval Reports  Tools
ABC BANK
: Subscngtmnsﬁennng 00 FAKE STREET
# Custom Reports MA 12335
* The list below shows all reports available through ASA Direct for your institution. Click on the check
box next to the report name in order to receive this report via ASA Direct Please be advised that ABA
will no langer provide a paper copy of any repart that is delivered via ASA Direct. If you would like ASA
to continue to printthis report, please do not subscribe to this report via ASA Direct
e Topreview a sample of these reparts, click an any of the report icons. [
Cl' K h heck b | t/ & To save your change, click on the UPDATE buttan
ick on the check box to selec
e Report Subscriptions
deselect a specific report. TG
[, Fee_Billing_Invaice
[ Lender_Disbursement_irvaice
Click on the Document Icon to view a BtD‘WﬂmE"'—STW—SUWTW—REW“ ]
N Back | CheckAll ot | Updats
Report Layout Sample (in Word Format). I = ==
* For an actual report sample (i.e., with =
data), consult the MODEL Direct Reports
Guide. Important: Not all reports are available to all schools - therefore, you
may not see all of these reports.
< |If you want one of these reports - but do not currently see it in your
subscriptions window - contact your Client Service Representative to
have your school profile modified.
If you selected 7
the All Branches
option, you'll VG-
see the screen .
at r|ght Add Loan Loan InquiryUpdate PLUS/Credit Approval Reports  Tools
- Supserptons N EeT
- Reports MA 12345
= Custom Reports
o Thelist below shows all reports available through ASA Direct for vour institution. Click onthe check box next to the report name in order 1o receive
Each column represent this repon via ASA Direct. Pleage be advised that ASA will no longer provide a paper capy of any repartthat is deliverad via ASA Direct, IMyou would
like ASAL i 1 itth i, d t subscribe to th rvia ASA Direct,
the options available to « To previaw a Sarlo ofthess rapore.Cick on any of e repor o (B
the given Branch Code « To save your change, click on the UPDATE button
Report Subscriptions J\ —
branch code(s): 01 A4 AF AS BB CC CP DD EE EL FP F§ GG KP KT LR MT NG N PA PL US Wi
. I’r‘n:upwnnmmm 2000 i e e i e S ey ) i rCrrcrcrcrcroCcrcrecr.
ClICK on the ChECk bO)( [& Lender_Dishursement_nvoice VFFVFFF I:EIV ¥V~ l_ rcrcvrMLC LT
to select/deselect a [ Disbursement_Senice_Summary_Report 7
specific report. Back | Checkall Cancel Update |
=

Click on the Document

Icon to view a Report Layout Sample (in |

Word Format).

For an actual report sample (i.e., with data),
consult the MODEL Direct Reports Guide

Important: Not all reports may be available to all branches. If the report is
not currently available to a branch, you will not see a checkbox in the column

for the branch.

« If you want a report you cannot access via this window, contact your Client

Service Representative to have your school profile modified.
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5. Do the following to change report settings:

To change a specific report setting: click on the report
checkbox to select/deselect the item.

To select all reports: click the Select All button.
6. Click the Update button.

You'll see the following window:

AddLoan  Loan InquinyUpdate PLUS/Credit Approval  Reports  Tools
» Subseriptions our report subscriptions have been successfully updated. Reports get generated based an
= Subscription Reports your subscriptions each night. Please come back tomorrow and click "view reports” to see
s Custom Reporis the results of your new subscriptions!

YYou may view your updated subscriptio ase note that not all reports are available

for every institution

L« |

7. Do you want to review your changes?
No: You're done updating your subscriptions.

Yes: Click on the link in the second paragraph of the confirma-
tion window (see previous figure).

Viewing and L To ViEw oR DOWNLOAD A SUBSCRIPTION REPORT:
Downloading

Subscription Reports

1. Log into MODEL Direct, if you have not already done so (see
page 2).
2. From the MODEL Direct Home Page, select the Reports link:

Before you
begin...

MODEL Direct groups your
reports into three categories:
* reports that are 1 - 5 days
old,
* reports that are 6 - 20 days
old, and:
* Reports over 20 days old.
If a report is over 20 days old,
you cannot view it through L.
MODEL Direct. You must Add Loan Loan InguinyUpdate
contact the guarantor to obtain
a printed copy of the report.
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The screen refreshes, and the Report options appear at the left:

MO

Missouri Direet for Educational Loans

* Subscriptions Add Loan Loan InguiryUpdate PLUS/Credit Approval Reports  Tools

= Custom Repors

[N}

Click on the Subscription Reports link (see figure above).

The following screen appears:

Add Loan Loan InguiryUpdate PLUS/Credit Approval Reports  Tools
Please select an OF Code from the first drop-down bax,
¢ Subscripions Also, please selecta Branch Code from the second drop-down box of check '8l Branches.'

o Subscription Reports
o Custom Reports

4K
- ABC BAMNK NA
00002 - ABC HOLDINGS
000003 - ABC BAMK NEW ENGLAND
000004 - ARG BAMK NEW YORK
000005 - ABC BAMK NEW JERSEY LI

ERE BRAMNCH hith

03 - ANYWHERE BRAMCH MY
04 - ANYWHERE BRACH CT
05 - ANYWHERE BRAMNCH MO

06 - ANYVWHERE BRAMNCH K& j
Mext
I |
OE Codes of Click the All Branches Branch Codes
institutions you checkbox if you want all (if applicable)
are associated branches to receive the of the parent
with. same set of options OE Code

If necessary, select the OE code/Branch code(s) you want to
work with (or select the All Branches button - see previous fig-
ure).
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5. Click the Next button.

For each report, the grid lists:
* the Report Run Date

* Report Name (and format - see
below)

* Branch Code (if applicable)

Click on the Report Name link to launch
a copy of the report (see page 112).

Note: The following reports are
available in both MS Excel and Adobe
PDF formats:

* Lender Disbursement Invoice Report

You'll see the following window, listing all reports that are 1 - 5

days old:

Missouri Diroct for Educational Loans

Reports  Tools

AddLoan  Loan InquirvlUndate PLUS/Credit Approval
ABC BANK

« Subscriptions 00 FAKE STREET

. iption Reports MA 12345

« Custor Reports
[ pate Report Name Branch
2/2/2004 [Di Service Sumrmary Report
2172004 [Di Service Sumrmary Report

102812004 |Lender Di

* Disbursement Service Summary
Report

e Processing Summary Report

e Lender Missing Promissory Note
Report

1/28/2004 |Lender D Irvoice (PDF}

(1

The table above lists reports created within the last five business days. All reports are available via ASA
Direct for 20 business days after they are created by ASA Click on the *ceess Older Reports' button to

wview reports created within the last 6 0 20 business days

Toview these reports you will need Adobe Acrobat Reader installed on your computer. Ifyou do not have it,

you can download it for free from hitpoiwnew adabe.

himl

Ifyou would like to obtain a copy of a report that is older than 20 days, please contast American Student

Assistance at 1-800-953-3080,

Back

Access Older Reports

Click the Access Older Reports button to view

reports between 6 and 20 days old.

Do you see the desired report in the grid?

Yes: Go to step 7

No: Click on the Access Older Reports button.

You'll see the following window, listing all reports between 6 -

20 days old:

Add Loan Loan InquiryUpdate PLUS/Credit Approval Reports  Tools
ABC BANK
* Subscriptions 00 FAKE STREET
. Reparts MA 12345
« Custom Reports
Date Report Name Branch
1421/2004 |Lender D
1421/2004 |Lender D Invnice (PDFY
1120/2004 |Lender D
1120/2004 |Lender D Invnice (PDFY
1172004 |Lender D
1172004 |Lender D Invoice (POFY
11212004 |Lender D
11212004 |Lender D Invoice (POFY
The table above list reponts created between 6 and 20 business davs ago.
Click on the "Back” button to view reports created within the last 5 days,
Back
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If you see the report: go to step 7.

If you do not see the report: The report is more than 20
days old. You cannot view the report through MODEL Direct;
you must contact the guarantor to obtain a printed copy.

7. Click the Report Name link (see page 111).

Your report opens in Adobe Acrobat Reader or Excel
(Lender Disbursement Invoice Report only):

T G W oo Tk o |
RQewch Grerries BBy & - & [ >
gyt v o ow

e
-8 & B0R[E] <> M€ s o - o DOME|H

You can save or print
the report:

* To save the report,
you must have:

- the full version
of Adobe
Acrobat, or:

- Acrobat Reader
5 or greater.

Consult your Acrobat
documentation or
Online Help for more
information.

Working with Custom Reports

Custom reports differ from subscription reports in that:

« they are not dependant on your school profile (see page 108),

they can be run at any time, and:

you can enter report parameters (such as date ranges).

(0 To RuUN A CUSTOM REPORT:

1. Log into MODEL Direct, if you have not already done so (see
page 2).
2. From the MODEL Direct Home Page, select the Reports link:

Add Loan Loan InquinyUpdate
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The screen refreshes, and the Report options appear at the left:

4 Password
Missourl Dircet for Educational Loans

= E/ Logout

 Subscritions AddLoan  Lean InquiryUpdate PLUS/Credit Approval  Reports  Tools
o Subscription Reports

= Custom Repors

L« 1

3. Click on the Custom Reports link (see figure above).

The following screen appears:

Bank of America Loan InguiryUpdate PLUS/Credit Approval Reports Tools
O [EMMEHE, The reports you are about to request will only contain records for the loan period heginning
* Subserpfion Reports on or after 7/1/2002 through the process day of 6/11/2006.

« Custom Reports

MODEL Direct offers custom reports that contain real-time data from our guaranty
system; the following custom reports access the most up-to-date information from
MODEL

Important: all reports except
the CommonLine M-Record
SuppreSSiOn Report use real Orphan MPN Report  Provides a list of MPNs that are not assaciated with an existing
time data_ application.

Please choose one of the following report formats:

Laan Processing Detail Ghith  Provides information on each guaranteed loan within the date
Borrower Detaily  range. With Borrower Detail

Dighursement Loan Detail (ith  Provides information on each loan dishursed or pending
Baorrower Detail)  dishursement within the date range. With borrower Detail

Loans by Signature DateMethod  Provides & list of I0ans by signature date and signature method.

MPN Incomplete or Mot Returned  Provides a list of MPNs associated with SCRs or School
Repott  Certifications that are misging information,

Guarantee Monthly Summary  Pravides a breakdown of guarantee volume by manth

Dishursement Monthly Summary  Provides a breakdown of dishursement and pending
disbursement volume by month

The CommonLine M-Record

Laan Pr ing o Provides on each Ioan within the date
SuppreSSK)n Report uses data Borrawer Detail)  range. VWithout Borrawer Detail
i i Disbursement Loan Detail  Pravides information on each loan dishursed or pending
from the prEVIOUS bUSIness day (Without Borrower Detally  dishurgement within the date randge. Without botrower Detail
o Loans Pending School  Provides a list of loans awaiting school cerification within the date

Certification  range specified

Consolidation Loan Amount  Provides information on each consolidation loan where the amount
hange has been increased or decreased within the date range

The following report contains information through “yesterday’s”
processing day of 6/12/2006.

GommonLine W-Record [fist of M Reecords not included in an Unsolicited Response file
Suppression Report

Click on a report title to generate the report
» For a list of available custom reports, see page 105.
e To view custom report samples, see the MODEL Direct Web Reports Guide.
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4. Click on the title of the report you want to generate.
You will be prompted to enter report parameters.

O You will see one of the following windows (depending on the
report you are generating):

000000

Note: some reports gelect Branch Codets): [ALL =
- SelectaLoan Type: [All Loon Types ¥
do not require you to From DisbursementDate: [12 y[23 | ;[2003
select the OUtpUt To Dishursement Date: [1 3t afzood
. SelectMedia Output [Excelids) 7]
order (See foIIowmg— Select Output Crder. [FER

table). SUBMIT | CANGEL

Please note, Pending Dta is ineluded if the Disbursement is on hold or if the Disbursement Date is in the future.

spesifc branch when applicable. To select ALL Eniiss, cick an the choice 'ALL", To select ans

the SUBMIT burton. & our request, ock on the. CANCEL buston. If
e «

5. Enter the following as necessary:

Field Description/Notes

Select OE/Branch Code By default, all related OE/Branch codes are selected.
« Optionally, you can select a specific branch code from the
dropdown list.

Select a Loan Type By default, all loan types are selected

« Optionally, you can select one of the following loan types from the
dropdown list: SF (Stafford Subsidized), SU (Stafford
Unsubsidized, PL (PLUS Loan)

* You have the following additional options for the Guarantee
Monthly Summary Report and Loan Processing Detail reports:
- CL (Consolidated)
- SF+SU+PL (All types except Consolidation)

Select a Participation One of the following:

Type - ATOM Il Only

* Non ATOM II only

* ATOM Il and non ATOM II

From/to Date Enter a date range for the given report.
« Field labels may differ based on report type (i.e., “Enter
Disbursement Date”, “Enter SCR Date”, etc.)

Select Report Type Applies only to the MPN Incomplete or Not Returned Report.
Select one of the following from the dropdown list:

* MPNs Not Returned

* SCRs Not Returned or Completed

Select Media Output The following output formats are available: Comma Delimited (.CSV),
Plain Text (.TXT). Microsoft Excel (.XLS)

Select Output Order From the dropdown menu, select Borrower, Lender, or School
order.

* This option is not available for the following reports:
- Approved Loans with Disbursement Information (Summary)
- Pending Disbursements with Hold/Release Status (Summary)
- MPN Receipt by SSN
- CommonLine M-Record Suppression Report
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6. Click the Submit button.

You'll see the following:

During processing,
you’ll see the
window at right...

Pleass waitwhile your reportis being generated
(This could take several minutes)

Important: do not close your
browser window, click browser
buttons, or engage in any
other internet activity while
this window is on screen.

When the report is
processed, you'll see
this window...

Click this button to
download your report.

Click this link to select a

Add Loan

« Subsuiptions

« Subsuription Reports

 Custom Reports
download a free viewer.

Download Your Report

different custom report
(see step 3).

Choose A Different Report,

Loan InquiryUpdate
“Your custom report has been generated. Press your browser's back button 1o retum ta this page.

“You need to have Microsoft Excel installed to view this repart. ifyou do not have Microsoft Excel, you can

PLUS/Credit Appraval

Reports  Tools

7. Click the Download button.

You'll see the following:

File Download E =

2)

Some files can ham your computer. If the file information below
looks suspiciouss. or you do not fully trust the source. da not open or
save this fie.

File name: myrepoitsis

Fil type:  Miciosoft Excel Worksheet

From: uaweb

Would you lke to open the fle or save it your computer?

| [ sae |

I¥ lvvays ask before opening this type of fle

Open Cancsl More Info

8. Do one of the following:

O Click the Open button to view the report in your browser (or

helper application - i.e., Excel).

O Click the Save button (to view the file at a later time).

9. Do you want to generate another report?

No:

the procedure is complete.

Yes: do the following:

O Click the Choose Another Report link (see figure in step 6).

O Repeat steps 3 through 9.

Working with Reports
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CHAPTER 6 WORKING WITH THE TOOLS MENU

From the Tools menu, you can:
< validate an SSN,

e view contact information (for any institution in the database),
and:

e update addresses/contact information (for your institution and/
or branches).

Validating a Social Security
Number (SSN)

(0 To VALIDATE AN SSN:

1. Log into MODEL Direct, if you have not already done so (see
page 2).
2. From the MODEL Direct Home Page, select the Tools link:

Add Loan Loan Ingquirny/Update PLUS/Credit Approval Reports

The screen refreshes, and the Tools options appear at the left:

AddLoan  Loan InquiryUpdate PLUS(Credit Appraval  Reports  Tools

s Check S50
o View Institution Address
« Update Institution Addre
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3. Click on the Check SSN link (see figure above).

The following screen appears:

—

AddLoan  Loan InquinyUpdate PLUS(Credit Approval  Reports  Tools
« CheckSSN Please enter a social security number with or without hyphens
« View Institution Address
«» Undate Institution Address
Social Security Number:

Check Reset

L |

4. Do the following:
O Enter a 9 digit SSN, and:
O Click the Check button.

The screen refreshes, and one of the following messages

appears:

= Logout s

AddLoan  Loan InguiryUndate PLUS(Credit Approval  Reports  Tools

+ Check 85N Please enter a sacial security number with or withaut hyphens
+ Viewlnstitution Address

» Undate Institution Address
Social Security Number:

Check | Reset

Social Security Number 000-00-0000 is 3 valid number.

Valid SSN
Invalid SSN

Add Loan Loan InguiryUpdate PLUS/Credit Approval Reports  Tools

+ Check 55N Please enter a SOCIal $ECUNTY NUIMREN WIN OF WINOUT MYRNEns.
= View |nstitution Address

» Update Institution Address

Social Security Number:
Check Reset
bl Social Security Number 555-55-5555 is not a valid number.
=

5. Repeat steps 4 and 5 for each SSN you want to validate.
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Viewing Institution Contact
Information

You can view contact information for any institution in the MODEL Direct
database.

O To VIEw AN INSTITUTION’S CONTACT INFORMATION:

1. Log into MODEL Direct, if you have not already done so (see
page 2).

2. From the MODEL Direct Home Page, select the Tools link:

Add Loan Loah InquiryUpdate

Add Loan Loan InguiryUpdate PLUS/Credit Approval Reports  Tools

o Check 85M
» Yiew Institution Address
* Update Institution Address

3. Click on the View Institution Address link (see figure above).

The following screen appears:

Add Loan Loan InguiryUpdate PLUS/Credit Approval Reports  Tools
e Check SSN Please enter a six character OF eode. To specify a particular branch, enter a two character branch code. To
= View Institution Address specify all branches mark the "All Branches" check box
= Undate Institution Address
OE Code: Branch Code: All Branches: ™
Search Reset

Check to view all contact information across all branches (see next step).

Working with The Tools Menu 119



Contact
information
is grouped by
OE Code/
Branch Code
(where
applicable)

4. Enter the following as applicable:

O The institution’s OE Code, or:

O The Institution’s Branch Code

Note: Check the All Branches checkbox to view all con-

tacts across all branch codes (see previous figure).
5. Click the Search button.

You'll see a window similar to the following:

# Check 58N
» View Instituion Address
» Update Institution Address

Loan Inquiry/Update

PLUSICredit Approval
000000 00 ABC BANK

Reports  Tools

Contact

Caontact A Smith

Title

STUDENT LOAN DEPARTMENT

Address

00 Fake Street, M5 A1
Anywhere MA 12345

Phone

1-800-000-0000

Fax

Email

6. Review the desired contact information (Name, Title, Address,
Phone/Fax/EMail).

000001 ABC BANK NA

Contact

Contact C Smith

Title

Student Loan Ops Manager

Address

Education Loan Dhision
00 Fake Street, M5 A1
Anywhere MA 12345

Phone

(315)000-0000

Fax

Email

000002 ABC HOLDINGS

Contact

ContactS Smith

Title

Address

FER HOWARD M SMITH
MO SUFFIX CODES WILL BE
JSED FOR THIS LENDER CODE

Phone

(617)000-0000

Fax

Email

Institution Search

[l

7. Do you want to view another organization’s contact information?

No: the procedure is complete.

Yes: do the following:

O Click the Institution Search button, and:

O Repeat steps 3 through 6.
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Updating Your Institution’s
Contact Information

You can update contact information for your institution and/or its branch-
es.

0  To MobDIFY YOUR CONTACT INFORMATION:

1. Log into MODEL Direct, if you have not already done so (see
page 2).
2. From the MODEL Direct Home Page, select the Tools link:

AddLoan  Loan InquiryUpdate PLUS/Credit Approval  Reports

The screen refreshes, and the Tool options appear at the
left:

Add Loan Loan InguiryUpdate PLUS/Credit Approval Reports  Tools

o Check 85M
» Yiew Institution Address
* Update Institution Address

3. Click on the Update Institution Address link (see figure
above).
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The following screen appears:

e CheckSSN two characters
= View Institution Address
= Unpdate Institution Address

Loan InquiryUpeate PLUS(Credit Appraval  Reports  Tools

Please select an OF eode from the dropdoswn list. Speeity a branch code if there is one or more by entering

AR 000000 - ABC BANK
000001 - ABG BANK NA
000002 - ABC HOLDINGS
000003 - ABG BANK NEW ENGLAND
000004 - ABG BANK NEW YORK
000005 - ABC BARNK NEW JERSEY =

Branch Code: YWWHERE BRANCH MA

02 - ANYWWHERE BRANCH NH

03 - ANYWHERE BRANCH NY

04 - ANYWHERE BRACH CT

05 - ANYTWWHERE BRANCH MO

06 - ANYWHERE BRANCH KS LI

4. If needed, Select the OE Code and Branch Code(s) you want to
work with:

a.

In the OE Codes box (see figure above), do you see more
than one institution?

No: You are only associated with one institution. Proceed
to step b.

Yes: Click on the desired institution to select it. Proceed
to step b.

Does your institution have branch codes?

No: Go to step c.

Yes: In the Branch Codes box, click on the desired
Branch Code (by default the parent institution is
selected).

Click the Next button.

You'll see the following screen:
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ABC BANK AddLoan  Loan InquiryUpdate PLUS(Credit Approval  Reports  Tools

* Check SSh 000000 ABC BANK
« View Institution Address

» LUpdate nstitution Address First Name: |[CONTACT D Last Name: | ShITH

Title: IETUDENT LOAN DEPT.

Address 1: IRETAIL LOAN SERVICES

Address 2: [00 FAKE STREET
City: [ANPWHERE State: [MA- Wassachusatis  ¥]
Postal Code: [12345 countey: [
Phone: [000000000 | phoneExt:[
Fax: Emai:

Update | Reset Institution Search |

=l
5. Edit any of the following fields as necessary:
e First Name - State
e Last Name e Postal Code
e Title - Country
e Address Line 1 e Phone
e Address Line 2 e Phone Ext
e City * Fax
e EMail
Click the Update button.
You'll see the following:
(7/7/74
- E/ ’
A o oty Dswsemens Rt Conmontine Toos
Uit msitonn Adis SR -
Do you want to update another contact?
No: the procedure is complete.
Yes: do the following:
O Click on the Institution Search button (see figure above),
and:
O Repeat steps 3 through 7.
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APPENDIX A

LOAN PHASE CODE
DESCRIPTIONS

In most applications, a field is either Read Only (you can view it, but not
modify it) or editable (you can update the data at any time).

MODEL Direct contains a third category of data - fields that can only be

modified
rules). In

under certain conditions (due to regulation and/or business
many cases, the ability to modify a given data field depends on

what phase, or processing state, the loan is in.

The following chart lists all loan Phase codes, along with a description.
Please note the following abbreviations:

DS - Disbursement Services (commonly referred to as an ATOM
Loan)

NDS - Non Disbursement Services Loan (i.e., guarantee only)

PA - Lender of record has a preapproval agreement with the
Operating Organization (i.e., loan is immediately guaranteed)

NPA - non-preapproval Lender (loan must be reviewed before
guarantee).

Loan Phase  Description

0 Prior to Approval

5 Active Preclaim

6 Active Claim

7 Claim Paid

8 Resolved Defaults

2 NPA DS DS, Non-PA: Post Approval - Prior to Disbursement Invoicing

2 PADS DS, PA: Post Approval - Prior to Disbursement Invoicing

3 NPA DS DS, Non-PA: Loan on a Paid Disbursement invoice, but not on a Roster

3 NPA NDS Non-DS, Non-PA: Current date is not more than 7 days after approval date OR
loan's earliest disbursement date is at least 8 days in future

3 PADS DS, PA: Loan on a Paid Disbursement invoice, but not on a Roster

3 PA NDS Non-DS, PA: Current date is not more than 7 days after approval date OR loan's
earliest disbursement date is at least 8 days in future

4 NPA DS DS, Non-PA: Loan has appeared on a Roster

4 NPA NDS Non-DS, Non-PA: Current date is more than 7 days after approval AND earliest
disb date is past or less than 8 days in future

4 PA DS DS, PA: Loan has appeared on a Roster

4 PA NDS Non-DS, PA: Current date is more than 7 days after approval AND earliest disb
date is past or less than 8 days in future
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APPENDIX B NSLDS LoAN STATUS CODES

The table below lists:

For more

Information... = all NSLDS Status Codes,

go to the following URL: « the effective date for the status,

http://www.fp.ed.gov/

PORTALSWebApp/fp/codes.jsp - whether the code represents an open or closed status, and:

e whether the code represents defaulted or non-defaulted status.

Status Effective  Open/ Default/
Date Closed Non-Default

AL Abandoned Loan >=1/1/01 Open Non-Default

BC Bankruptcy Claim, Discharged Anytime Closed Default

BK Bankruptcy Claim, Active Anytime Open Default

CA Cancelled Anytime Closed Non- Default

Cs Closed School Discharge >=1/1/01 Closed Default

DA Deferred Anytime Open Non- Default

DB Defaulted, Then Bankrupt, Active, Anytime Open Default
Chapter 13

DC Defaulted, Compromise Anytime Closed Default

DD Defaulted, Then Died Anytime Closed Default

DE Death Anytime Closed Default

DF Defaulted, Unresolved >=1/1/01 Open Default

DI Disability Anytime Closed Default

DK Defaulted, Then Bankrupt, Anytime Closed Default
Discharged, Chapter 13

DL Defaulted, In Litigation Anytime Open Default

DN Defaulted, Then Paid in Full by >=1/1/01 Closed Default
Consolidation

DO Defaulted, Then Bankrupt, Active, Anytime Open Default
Other

DP Defaulted, Paid in Full Anytime Closed Default

DR Defaulted, Loan Included in Roll-up >=1/1/01 Closed Default

DS Defaulted, Then Disabled Anytime Closed Default

DT Defaulted, Collection Terminated Anytime Open Default

DU Defaulted, Unresolved <= 12/31/ Open Default

01
DW Defaulted, Write-Off Anytime Closed Default
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Status Effective  Open/ Default/

Date Closed Non-Default
DX Defaulted, Six Consecutive Payments <= 12/31/ Open Default
01
DZ Defaulted, Six Consecutive Payments, >=1/1/01 Open Default
Then Missed Payments
FB Forbearance Anytime Open Non- Default
FC False Certification Discharge >=1/1/01 Closed Default
FR Borrower Convicted of Fraud in >=12/31/ All All
Obtaining Title IV Aid 06
1A Loan Originated >=1/1/01 Open Non- Default
1D In School or Grace Period <=12/31/ Open Non- Default
01
1G In Grace Period >=1/1/01 Open Non- Default
IM In Military Grace >=1/1/01 Open Non- Default
oD Defaulted, Then Bankrupt, Anytime Closed Default
Discharged, Other
PC Paid in Full Through Consolidation <= 12/31/ Closed Non- Default
Loan 01
PF Paid in Full Anytime Closed Non- Default
PM Presumed Paid in Full >=1/1/01 Closed Non- Default
PN Non-defaulted, Paid in Full Through >=1/1/01 Closed Non- Default
Consolidation Loan
RF Refinanced Anytime Closed Non- Default
RP In Repayment Anytime Open Non- Default
UA Temporarily Uninsured, No Default >=1/1/01 Open Non- Default
Claim Requested
uB Temporarily Uninsured, Default Claim >=1/1/01 Open Non- Default
Denied
uc Permanently Uninsured/Unreinsured, >=1/1/01 Closed Non- Default
No Default Claim Requested
ubD Permanently Uninsured/Unreinsured, >=1/1/01 Closed Non- Default
Default Claim Denied
ul Uninsured/Unreinsured <= 12/31/ Closed Non- Default
01
XD Defaulted, Six Monthly Payments >=1/1/01 Open Default
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Index

A
A Copy Missing (Hold Reason) - see Hold Reason Codes
(valid values)
Access
No Access (to a given item) 4
Read Only Access 4
Read/Write Access 4
Access Older Reports button 111
Add Loan
PLUS 16, 19, 21, 25, 28, 30
Add PLUS Application screen 17,27
Add PLUS Loan screen 11
Borrower currently delinquent button 20, 29
Branch Codes 17, 26
License information 19, 29
school selection 17, 26
state selection 17, 26
Stafford 9, 13, 19, 20, 21, 29, 30
Borrower section 12
Branch Code (selecting) 10
Citizenship information 19, 29
Continue button 10
Grade Level
valid values 13
MPN Processing Options
valid values 14
School (selecting) 10
School section 13
Search (for borrower) 10
State (selecting) 10
Valid Borrower Signature button 20, 29
Add PLUS Application screen 17,27
Add PLUS Loan screen 11
Address Source
valid values 64
Admin Hold (Hold Reason) - see Hold Reason Codes (valid
values)
Adobe Acrobat 112
version 2
viewing an MPN 24, 34
Viewing an MPN with, 45
Alien 87,97
Alien Registration Number 20, 29, 87, 97
All Branches button (also see Branch Codes) 110
All Disbursements Fully Canceled (Disbursement Status
value) - see Disbursement Status (valid values)
All Disbursements Fully Canceled (Disbursement Status) -
see Disbursement Status, Valid Values

Amount Outstanding 66
Application 49, 52, 54, 55, 57, 58
Application List window 41
Application Loan List 67
Create Date
valid values 50
EFT Authorization
valid values 50
Loan Group
valid values 50
Loan ID
valid values 50
Loan Status
valid values 50
Loan Type
valid values 50
Reason(s) Not Approved for Disbursement section 51
Source Type (valid values) 49
Terminated Application Indicator 49
Type
valid values 49
Application Detail
Reallocation Date 49
Application Detail Window
Borrower Information Section 52
Endorser section 58
Lender section 57
School Section 55
Student Section 54
Summary Section 49
Application Detail, viewing
Application
viewing application detail 47
Application ID 67
Application List screen
Demographic link 62
Application List window 41
Application Receive Date 42
Application Search - see Search
Application Type
valid values 49
Approval Amount (Application) 50
Approved (loan status) - see Loan Status (valid values)
Approved For Disbursement (loan status) - see Loan Status
(valid values)
ASAP (Source Type) - see Source Type (valid values)
Assumptions 1
ATOM II Flag 62




B running 112-115
Borrower Authorization Signature Date 21, 30

Borrower currently delinquent button 20, 29 D
Borrower Indicator 42 Debt Information (Borrower) 66
Borrower section 19, 28 Demographic Information
Borrower Sign Date (See also MPN) 20, 29 Address Source
Branch Code 10, 21, 30 valid values 64
subscription 108 Master Student Screen 70
use with Loan Templates 35 modifying/viewing 52, 62
Branch Codes 17, 26, 110 Permanent Street Address 64
All Branches button 110 Valid Address Flag 64
Browser - see Microsoft Internet Explorer, Netscape Valid Phone 64
Navigator Disbursement
Business Rule Violation, Error Message Dialog Box 14 ATOM II Flag 62
Disbursement Agent Code 62
C Disbursement Flag 62
Certified Amount 42 gross amount 62
Certified Loan Amount 22, 31 Hold 62
Certified Loan Amounts Reasons for Non-Approval section 48
valid values 13 Reasons Not Approved section 48
Citizenship Status 87, 97 Status
Common FASTAP (Application Type value) 49 valid values 50
Common Full App (Application Type value) 49 status
CommonLine 49 valid values 68
ID 49 Disbursement Agent Code 62
CommonLine ID 49 Disbursement Date(s) 13,22, 31, 57
CommonLine 4 (Source Type) - see Source Type (valid Processing 22, 31
values) Hold 22, 31
CommonLine 5 (Source Type) - see Source Type (valid Release 22, 31
values) 49

use with Loan Templates 35

valid values 13
Disbursement Flag 62
Disbursement Status

valid values 68

Configuration 2

Consolidated App (Application Type value) 49
Continue button 10

Conversion from Mainframe - see Source Type (valid

o b values) DMGSRC (Demographic Source) Codes - see Address
reaiéd atle 0 Source (valid values)
valid values 5 o Do Not Print MPN Option (also see MPN Processing
Create Date (Application) 50 Options) 14
Credit Approval Download MPN and Print Locally (see also MPN

with PLUS loan initiation 91, 100
Credit Approval Date 21, 30
Credit Approval Date (See also Credit Approval) 91, 100 E
Credit Approval Date (see also Credit Approval, EFT Authorization

Credit Approvl. ontering 81 valid values 50
PP ’ & EFT Authorization (Application) 50

where no application exists 82 - i .
Credit Bureau field (See also Credit Approval) 91, 100 Electr'omc (Source Type) - see Source Type (valid values)
E-mail Address 53

Cred¥t Bureau field (‘see also Credit Approval, entering) 83 Employer Information 87, 97
Credit Bureau selection 21, 30 . .
Employer information 19, 29

Credit Check 20, 21, 30 Enrollment Information
Borrower Authorization Signature Date 21, 30 Master Student Screen 70

Credit Bureau field 21, 30 .
done by Guarantor 20, 21, 30 E HNOtlﬁSe d Datel §G2u 2a ra;r(l)tor) 70
done by Lender 20, 30 nrollment Status 13, 22,

CSV format 2 use with Loan Templates 35
valid values 13
Enterprise Web Client - see Source Type (valid values)

Processing Options) 14

Current Default Principal Outstanding 67
Custom Reports 112




Error Message Dialog Box, Business Rule Violation 14

F

FASTAP 49

Fully Disbursed (Disbursement Status value) - see
Disbursement Status (valid values)

Fully Disbursed (Disbursement Status) - see Disbursement
Status, Valid Values

G
Grade Level 13, 21, 30
loan balances by, 67
use with Loan Templates 35
valid values 68
Graduate Loans (owed on) 67
Graduation Date 13, 22, 30
valid values 13
Gross Amount (of Disbursement) 62

H
Hold
Hold Reason Codes
valid values 62
Hold Reason Codes
valid values 62

|

Inactivity - see System Timeout

Incomplete (loan status) - see Loan Status (valid values)
Indebtedness (Borrower) 66

Indebtedness to Date (Borrower) 66

L
Lender Information 87, 97
License 87,97
LOA NUmber - see Loan ID
Loan

ID Search 40
Loan Balances

by grade level 67

total (all loans) 67

total (Graduate loans) 67

total (Undergraduate loans) 66
Loan Group

valid values 50
Loan ID 51, 52, 67

valid values 50
Loan ID (Application) 50
Loan Period 13, 21, 30

use with Loan Templates 35
Loan Period From/to Date 87, 97
Loan Status

valid values 42, 50, 68
Loan Status (Application) 50
Loan Type 51, 52, 68

valid values 42, 50
Loan Type (Application) 50

Logging In 2
Logging Out 5

M
Master Borrower Screen 64
Summary section 66
Amount Outstanding 66
By Grade Level 67
Current Default Principal Outstanding 67
Graduate Loans 67
Indebtedness to Date 66
Total Amount Outstanding 67
Total Guaranteed Amount 67
Total Loans (owed on) 67
Total Principal Reduction 67
Undergraduate Loans 66
Master Student Screen 69
Demographic Information 70
Enrollment Information 70
Notified Date (Guarantor) 70
MDHE to Print and Mail MPN option (see also MPN
Processing Options) 14
Menu Options 4
Messages
Business Rule Violation, Error Message Dialog Box 14
Error Message Dialog Box, Business Rule Violation 14
School does not participate in lender/borrower initiated
loans 17, 26
Transaction Succeeded message 14, 23, 33
Microsoft Excel
free Excel reader 2
version 2
MPN
ID 49
MPN Application (Application Type Value) 49
printing 44
saving 46
Serial Code
valid values 49
verifying receipt of 43
viewing 44
MPN Application (Application Type value) 49
MPN Hold Reason - see Hold Reason Codes (valid values)
MPN Incomplete/Not Approved
Reason(s) 52
MPN Processing Options 14, 22, 32
PLUS Loan 90, 99
use with Loan Templates 35
MPN Serial Code
valid values 49
Multiple Records (returned by a search) 41

N

Netscape Navigator 1
incompatibility with Navigator 6 2
version information 2




New (value) - see MPN Serial Code Student Screen 87

No Access (to a given item) 4 editing information 90, 99
Non-Common FASTAP (Application Type value) 49 PLUS Loans
Non-Common Full App 49 pending 102
Notified Date (Guarantor) 70
R
o Read Only Access 4
OE Code 21, 30 Read/Write Access 4
subscription reports 110 Reallocation Date 49
OE Code (of the Guarantor’s agent) - see Disbursement Reallocation Hold Reason - see Hold Reason Codes (valid
Agent Code values)
Other (Hold Reason) - see Hold Reason Codes (valid Reason(s) for Non-Approval section 51
values) Reason(s) Not Approved for Disbursement section 51
Reasons for Non-Approval section 48
P Reasons Not Approved section 48
Paper (Source Type) - see Source Type (valid values) 49 Receive Date (Application) 42
Partially Disbursed (Disbursement Status value) - see Reference information 19, 29
Disbursement Status (valid values) Rejected (loan status) - see Loan Status (valid values)
Partially Disbursed (Disbursement Status) - see Report
Disbursement Status, Valid Values settings 109
Password 2 Report Run Date 111
changing 5 Reports 111
Confirm New Password field 5 Access Older Reports button 111
inactivity 5 Choose Another Report link 115
parameters 5 Custom 112
required change interval 5 running 112-115
Pending Disbursement (Disbursement Status value) - see layout samples 108
Disbursement Status (valid values) list of available 105
Pending Disbursement (Disbursement Status) - see Overview 105
Disbursement Status, Valid Values subscribing to 106—-109
Pending PLUS Loans, viewing 102 viewing and downloading 109-112
Permanent Street Address 64 between 1 and 5 days old 111
PLUS Certified Loan Amount 22, 31 between 6 and 20 days old 111-112
PLUS Loan, adding 11, 16, 17, 25, 26 more than 20 days old 112

Add PLUS Application screen 17, 27
Borrower currently delinquent button 20, 29
Borrower section 19, 28
License information 19, 29
School Information section 21, 30
school selection 17, 26 s
state selection 17,26
: School 10
Student section 21 ficati
PLUS Loan, initiating 84, 93 SChOOé.C ertll (I)Zatlon Requests

> ..o pending

%r;(irs()cvl;(e);)lspéarlfr:telglpatlon 85,95 School Hold Reason - see Hold Reason Codes (valid values)
School Information 87, 97

86, 96 . :
’ hool Informat 21
Alien Registration Number 87, 97 gzaf’c‘;l nformation section 21, 30

Citizenship Status 87, 97 and multiple records 41

Requested Loan Amount 87, 97

Required Configuration 2

Review Screen (See PLUS Loan, initiating - Review
Screen) 89, 98

Employer Information 87, 97 by Loan ID 40
Lender Information 87, 97 inquiries/updates 3941
License 87,97 number of records returned 41
Loan Period From/to Date 87,97 Secure Sockets Layer (SSL) 2
Requested Loan Amount 87, 97 Serial (value) - see MPN Serial Code
School Information 87, 97 Settings

MPN Processing Options 90, 99 report 109

Review Screen 89, 98 Source Type - see Application (Source Type)




Stafford Loan, adding 9

Alien Registration Number 20, 29

Borrower section 12

Branch Code (selecting) 10

Certified Loan Amount
valid values 13

Citizenship information 19, 29

Continue button 10
Credit Approval Date 21, 30

Credit Bureau selection 21, 30

Disbursement Date(s)

valid values 13
Employer information 19, 29
Enrollment Status

valid values 13
Grade Level

valid values 13
Graduation Dates

valid values 13
MPN Processing Options

valid values 14
Reference information 19, 29
School (selecting) 10
School section 13
Search (for borrower) 10
State (selecting) 10

Valid Borrower Signature button 20, 29
Stafford Subsidized/Unsubsidized split

use with Loan Templates 35
State 10
Student Indicator 43

Student Screen (See PLUS Loan, initiating - Student

Screen) 87, 90, 99
Student section 21
Subscription
branch code 108
Subscription (reports) 106—109

viewing and downloading 109-112
between 1 and 5 days old 111
between 6 and 20 days old 111-112
more than 20 days old 112

Subscription Reports 106
OE Code 110
System Timeout 6

T

Template 35
example 35-36
restrictions 38

Terminated Application Indicator 49
Third Party Software - see Adobe Acrobat, Microsoft Excel
Timeout Period - see System Timeout

Tools Menu 117

Total Amount Outstanding 67
Total Guaranteed Amount 67
Total Loans (owed on) 67

Total Principal Reduction 67
Transaction Succeeded message 14, 23, 33

)
Undergraduate Loans (owed on) 66

User Assumptions 1
User ID 2

Vv

Valid Address Flag 70

Valid Address flag 14, 23, 32, 64

Valid Borrower Signature button 20, 29

Valid Phone 64

Valid Phone Flag 70

Verifying a Master Promissory Note (MPN) 43
View Details field 43, 68
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