Maine’s Process Document
i SO Financial Aid: Originating a CommonLine Loan-070108

UNIVERSITY OF MAINE SYSTEM

Version 1.0
Document Generation Date | 7/15/2008
Date Modified 7/15/2008
Last Changed by ASDS
Status Draft

Originating a CommonLine Loan

Concept

The processing of CommonLine loans occurs in multiple steps. Processing loans begins with
awarding a loan as part of the student's financial aid package. Once the loan is in the Accepted
status, the loan origination process detects the student's loan eligibility and calculates the total
loan amount, loan period, disbursement amounts and dates, the servicers of the loan, and the
appropriate processing type to use. If a promissory note is submitted to the school prior to the
loan's origination, you may use the submitted information.

After origination is completed, you validate the loan to check for data discrepancies. Loans that
pass the validation process are processed into outbound staging tables. The system will then
create loan application files which you download to your workstation for submission to the loan
servicers. After the school submits the application files, they are processed and schools are
notified using receipt of application response files for each loan processed.

This topic covers the loan origination step and reviewing loan origination information. The loan
origination process is used to certify student loan eligibility. Eligibility is determined by checking
student award information, promissory notes, the student's loan history, and the loan setup
parameters used to originate a new loan with the calculated loan amount, loan period and
disbursement dates.

During the origination process, key information is determined to create a complete loan record
that can be transmitted to the appropriate lending agency. You may view all originated loans in
the Maintain Originated Loans component. Use this page go review and update information
such as borrower information, demographic information, relationships, disbursement dates, and
processing options.
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Procedure

Step

Action

1.

Navigate: Financial Aid > Loans > Process Loans.

= Loans
[ Commonline
Management
[ Commonline
Reconciliation
I» Direct Lending
Management
[ DL School Account
Summary
I» Direct Lending
Recanciliation
— Process Loans
— View Loan Status
Reports
— View Originated Loans
— View Loan Application
Status
— View Disbursement
Status
- View Award
Disbursements
- Create PNote
Communication
— Erint Promissory Mote
— View Promissory Mote
— Review Exception
Messages
— View Loan Transfer ID
Records
— View Loan Action Codes
— View Perkins MPN
— Print Perkins MPN
— View Perkins Loan
Indebtedness
[ Pell Payment
[ ACGISMART Grants
> Fund Management
[> Return to Title IV Funds
HERA
I> Satisfactory Academic
Progress

I Financial Ald History

— Manage Financial Aid
Years

— View Financial Aid Status

— View Packaging Status

=

Worklist Add to Favorites Sign out

Hew Window | telg | B,

Loan Origination
Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value Add a New Value
Run Control ID:| begins with [

[ case Sensitive

Search | Clear | Basic Search (Bl Save Search Criteria

Find an Existing Value | Add 3 New Value

Step

Action

To run a process, you need a Run Control ID. Either select an existing Run Control
ID or create a new one.

To create a new Run Control ID, click the Add a New Value tab.
Add a Mew Value
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= Loans
[ Commonline

Management

[ Commonline
Reconciliation

I» Direct Lending
Management

[ DL School Account
Summary

I» Direct Lending
Recanciliation

Reports
— View Originated Loans
— View Loan Application
Status

— View Disbursement
Status

- View Award
Disbursements

- Create PNote
Communication

— Erint Promissory Mote

— View Promissory Mote

— Review Exception
Messages

— View Loan Transfer ID
Records

— View Loan Action Codes

— View Perkins MPN

— Print Perkins MPN

— View Perkins Loan
Indebtedness

[ Pell Payment

[ ACGISMART Grants

> Fund Management

[> Return to Title IV Funds

HERA

I> Satisfactory Academic
Progress

[ Financial Ald History

— Manage Financial Aid
Years

— View Financial Aid Status

— View Packaging Status

Add to Favo Sign out

New Window | Help | B,
Loan Origination

Eind an Existing Value Add a New Value

Run Control ID: |

Add

Eind an Existing Value | Add a New Value

Action

3. Enter a name for the new Run Control ID.

4. Click Add.
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‘# MaineStreet
Menu O

= Loans

[ Commonline
Management

[ Commonline
Reconciliation

I» Direct Lending
Management

[ DL School Account
Summary

I» Direct Lending
Recanciliation

— Process Loans

— View Loan Status
Reports

— View Originated Loans

— View Loan Application
Status

— View Disbursement
Status

- View Award
Disbursements

- Create PNote
Communication

— Erint Promissory Mote

— View Promissory Mote

— Review Exception
Messages

— View Loan Transfer ID
Records

— View Loan Action Codes

Loan Origination

Run Control ID:  CLLoanOrig

Control Information

*Institution: “Aid Year:

UmMso1 & 2009 @

[] use Loan Program

“Career:

UGRD &

Last Name FROM: Last Name TO:

Worklist Add to Favorites Sign out
Mew Window | Help | C Page | &
Run ‘

Report Manager Process Monitor

Fing  First [ 1 071 [F] Last

CL Orig Options: =
Use Prom. Note [v] [7] Adjustments

Student Override

Name:

Find | View &I First [0 4 014 [F] Last
[ student Override =

— View Perkins MPN
— Print Perkins MPN
— View Perkins Loan
Indebtedness
[ Pell Payment
[ ACGISMART Grants
> Fund Management
[> Return to Title IV Funds

HERA

I> Satisfactory Academic
Progress

I Financial Ald History

— Manage Financial Aid
Years

— View Financial Aid Status

— View Packaqing Status

B save | [ Notity

EkAdd | JEUpdateDisplay

Step

Action

Make sure the correct Institution, Aid Year and Career are entered.

Select the Adjustments checkbox to process adjustments as well as new originations.

Use the CL Orig Options pull-down menu to select the appropriate option.

Select the Use Loan Program checkbox.
| [luse Loan Programl

Click the Use Loan Program pull-down menu.
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= Loans
[ Commonline

Management

[ Commonline
Reconciliation

I» Direct Lending
Management

[ DL School Account
Summary

I» Direct Lending
Recaonciliation

— View Loan Status

Reports

— View Originated Loans

— View Loan Application
Status

— View Disbursement
Status

- View Award
Disbursements

- Create PNote
Communication

— Erint Promissory Mote

— View Promissory Mote

— Review Exception
Messages

— View Loan Transfer ID
Records

— View Loan Action Codes

Add to Favorites

Mew Window | Help | C:

=
page | B

Loan Origination

Run Control ID:  CLLoanOrig Report Manager Process Manitor Run |
Control Information Find  First [ 1 0r1 [F] Last
*Institution: *Aid Year: “Career: CL Orig Options: =1
UMS01 @ 2000 Q UGRD @ Ignore Prom. Notes [7] Adjustments
Use Loan Program

I

Alternative

Direct Lending ,7
Last Name FROM: FFELP Name TO:

Health Professions
Perkins
State
mcu.mvars\ty

Student Override First 14 4 of 4 LF) Last

[ student Override ~ [][=]

ID: Nat

— View Perkins MPN
— Print Perkins MPN
— View Perkins Loan
Indebtedness
[ Pell Payment
[ ACGISMART Grants
> Fund Management
[> Return to Title IV Funds

HERA

I> Satisfactory Academic
Progress

I Financial Ald History

— Manage Financial Aid
Years

— View Financial Aid Status

— View Packaging Status

B save | [ Notity

EkAdd | JEUpdateDisplay

Step

Action

9. Select FFELP from the pull-down menu.
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‘# MaineStreet

Worklist Add to Favorites Sign out
~ Loans ] [4] Mew Window | Help | C Page | &
[ Commonline
Management

[ Commonline
Reconciliation
I» Direct Lending

Loan Origination

I» Direct Lending
Reci

— View Originated Loans

Management Run Control ID:  CLLoanOrig Report Manager Process Monitor Run ‘
[ DL School Account
Summary Control Information Find  First 1 1 0r1 [F] Last

*Institution: *Aid Year: *Career: CL Orig Options: =1
View Loan UMs01 & 2009 | & UGRD @ Ignore Prom. Notes [ [7] Adjustments
e (%] use Loan Program [rer V]

— View Loan Application Selection Criteria
Status
— View Disbursement
Status Last Name FROM: Last Name TO:

- View Award
Disbursements

- Create PNote
Communication D:

— Erint Promissory Mote

— View Promissory Mote

— Review Exception
Messages

— View Loan Transfer ID
Records

Student Override

Name:

First (1] 4 of 4 [F] Last

Find | View Al

[ student Override =

— View Loan Action Codes

— View Perkins MPN

[ ACGISMART Grants =
> Fund Management
[> Return to Title IV Funds

HERA

I> Satisfactory Academic
Progress

I Financial Ald History

— Manage Financial Aid
Years

— View Financial Aid Status

— View Packaging Status =

- Print Perkins MPN B save Notity ExAdd | FUpdateDisplay
— View Perkins Loan
Indebtedness
[ Pell Payment

Step | Action

10.

students.

specified range.

The process will consider all students with accepted FFELP loans for the specified
Institution, Aid Year and Career, unless you choose to only process a subset of

You can limit the processing to a subset of students if desired, by using the Selection
Criteria section of the page to limit the processing to students with last names in a

Alternatively, you can limit the processing to a specific set of students. Click the
Student Override checkbox. This makes the ID field in the Student Override
section of the page available for editing.

[[] student Override

11.

Enter a student's ID in the ID field. If the student is not eligible for this process (does
not have a CommonLine FFELP loan or the loan has not been accepted), you will get
an error message.

12.

Click the Add a New Row button to add another student.

13.

Enter the student ID in the ID Field. Add as many students as desired.
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Add to Favorites Sign out

= Loans = Mew Window | Help | C Page |
[ Commonline
Management
& Commoniine Loan Origination

Reconciliation
[» Direct Lending
Management Run Control ID:  CLLoanOrig Report Manager Process Monitor

[> DL School Account
Summary Control Information Find  First 1 1.0r1 [F] Last

[» Direct Lending

Run |

Reconiliation *Institution: *Aid Year: *Career: CL Orig Options: =
UMS01 G 12000 Q UGRD @ lgnore Prom. Notes [¥] Adjustments
Use Loan Program FFELP

— View Originated Loans
— View Loan Application

Status
— View Disbursement
Status Last Name FROM: Last Name TO:
— View Award
Dehsements Stikdent Ovenide Find | Viev: - First (4] 4.2 012 [F] Last

- Create PMote
Communication . 0009099 Q .
- Print Promissory Note 10: Name:  Foofram Hypatia
— View Promissory Mote
—L:::\g::f E}:E tion Ip: 0888888 4 Name: Dracula Count =l
— View Loan Transfer ID
Records
— View Loan Action Codes
— View Perkins MPN
— Print Perkins MPN Save Noti EhAdd | JHUpdateDispla
- View Perkins Loan LI M E—I ci e
Indebtedness
[ Pell Payment
[ ACGISMART Grants
> Fund Management
[> Return to Title IV Funds
HERA
[ Satisfactory Academic
Progress
[> Financial Aid History
— Manage Financial Ald
Years
— View Financial Aid Status
— View Packaging Status [~}

Student Override =

Step | Action

14. Click Run.
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— Loans =
[ Commonline
Management
I Commanling
Reconciliation

Process Scheduler Request

Pag Saved

Mew Window | Help | C

0077777 Run Control ID: CLLoanCrig

[» Direct Lending
Recaonciliation
— View Loan Status
Reports
— View Originated Loans
— View Loan Application
Status
— View Disbursement
Status
— View Award
Disbursements
- Create PMote
Communication
— Frint Promissory Note
— View Promissory Mote
— Review Exception
Messages
— View Loan Transfer ID
Records
— View Loan Action Codes
— View Perkins MPN
— Print Perkins MPMN
— View Perkins Loan
Indebtedness
[ Pell Payment
[ ACGISMART Grants
> Fund Management
[> Return to Title IV Funds
HERA
[ Satisfactory Academic
Progress
[> Financial Aid History
— Manage Financial Ald
Years
— View Financial Aid Status
— View Packaging Status [~}

I Direct Lending UserD:
Management
[> DL School Account Server Name:
Summary
Recurrence:

Loan Crigination

OK Cancel

Runpate: 07012008
Run Time: 1:34:28PM Resetto Current Date/Time
a

Process Type
COBOL saL (None) (None)

FAPLBOG1 Distribution

Step | Action

15. | Click OK
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= Loans
[ Commonline
Management
I Commanling
Reconciliation
[» Direct Lending
Management
[> DL School Account
Summary
[» Direct Lending
Recaonciliation
Loan:

Reports
— View Originated Loans
— View Loan Application
Status

— View Disbursement
Status

— View Award
Disbursements

- Create PMote
Communication

— Frint Promissory Note

— View Promissory Mote

— Review Exception
Messages

— View Loan Transfer ID
Records

— View Loan Action Codes

Worklist Add to Favorites Sign out

Mew Window | Help | C Pag Saved
Loan Origination
Run Control ID:  CLLoanOrig Report Manager Process Monitor ]
Control Information Find  First 4 1 or1 [ Last
Process Instance: 2724
*Institution: *Aid Year: *Career: CL Orig Options: =
UMS01 O 12000 Q UGRD @ Ignore Prom.Notes [ [7] Adjustments
Use Loan Program FFELP [v]
Last Name F Last Name TO:
Student Override
D: (0999999 U Name: Foofram Hypatia nt Override =
ID: 0888888 . Name: Dracula Count =l

— View Perkins MPN
— Print Perkins MPMN
- View Perkins Loan
Indebtedness

[ Pell Payment

[ ACGISMART Grants

> Fund Management

[> Return to Title IV Funds
HERA

[ Satisfactory Academic
Progress

[> Financial Aid History

— Manage Financial Ald
Years

— View Financial Aid Status

— View Packaging Status

B save | [ notity EkAdd | JFlUpdateisplay

Step

Action

16.

Click the Process Monitor link.

Last changed on: 8/4/2008 11:41 AM




Process Document Maine's

Financial Aid: Originating a CommonLine Loan-070108 Unaifies

UMIVERSITY OF MAINE SYSTEM

Worklist Sign out

= Loans =]} Mew Window | Help | C Page |

[ Commonline
Management - _
I Commoniine Process List |- SenverList

Reconciliation
[> Direct Lending

View Process Request For

Management ,— . Refrash
b DL School Account Eoeg 00 QA Type: Last: 1 |Hours _I
Summary Server: Name: \ Q Inslanoe:\ to |
[» Direct Lending L
Reconciliation Run LECITRD [¥] save On Refresh

Status: Status
Process List

il
— View Loan Status
Reports
— View Originated Loans

Select Instance | Seq. |Process Type

- \é“ﬂ‘{“ Loan Application 2724 COBOL SaL FAPLBOG1 0077777 07/01/2008 1:34:28PM EDT  Inifiated /A Details
atus
— View Disbursement
Status
- View Award

Disbursements
- Create PMote
Communication
— Frint Promissory Note
— View Promissory Mote
— Review Exception
Messages
— View Loan Transfer ID
Records
— View Loan Action Codes
— View Perkins MPN
— Print Perkins MPMN
— View Perkins Loan
Indebtedness
[ Pell Payment
[ ACGISMART Grants
> Fund Management
[> Return to Title IV Funds
HERA
[ Satisfactory Academic
Progress
[> Financial Aid History
— Manage Financial Ald
Years
— View Financial Aid Status
— View Packaging Status

Go back to Loan Origination

B save | [ Notity

Process List| Server List

Step | Action

17. Click Refresh from time to time until the Run Status is Success and the Distribution
Status is Posted.

18. | To view the Message Log, click the Details link.
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= Loans

[ Commonline
Management

I Commanling
Reconciliation

[» Direct Lending
Management

[> DL School Account
Summary

[» Direct Lending
Recaonciliation

— View Loan Status
Reports

— View Originated Loans

— View Loan Application
Status

— View Disbursement
Status

— View Award
Disbursements

- Create PMote
Communication

— Frint Promissory Note

— View Promissory Mote

— Review Exception
Messages

— View Loan Transfer ID
Records

— View Perkins MPN
— Print Perkins MPMN
— View Perkins Loan
Indebtedness

[ Pell Payment

[ ACGISMART Grants

> Fund Management

[> Return to Title IV Funds
HERA

[ Satisfactory Academic
Progress

[> Financial Aid History

— Manage Financial Ald
Years

— View Financial Aid Status

— View Packaging Status

— View Loan Action Codes

Process Detail

Process

Instance: 2724 Type: COBOL SQL
Name: FAPLBOG1 Description: Loan Origination
Run Status:  Success Distribution Status: Posted

o e Process

Run Control ID: CLLoanCrig Hold Request
Location: Server Queue Request
Server: PSUNX e
= Restart Request
Request Created On: 07/01/2008 1:34:35PM EDT Parameters Transfer
Run Anytime After:  07/01/2008 1:34:28PM EDT Message Log
Began Process At 07/01/2008 1:34:47PM EDT Batch Timings
Ended Process At 07/01/2008 1:35:01PM EDT View Log/Trace

OK Cancel

Add to Favorites

Mew Window | Help | C

Sign out

Paqs | &,

Step | Action

19.

Click View Log/Trace.
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= Loans
[ Commonline
Management
I Commanling
Reconciliation
[» Direct Lending
Management
[ DL School Account
Summary
[» Direct Lending
Recaonciliation
— View Loan Status
Reports
— View Originated Loans
— View Loan Application
Status
— View Disbursement
Status
— View Award
Disbursements
- Create PMote
Communication
— Frint Promissory Note
— View Promissory Mote
— Review Exception
Messages
— View Loan Transfer ID
Records
— View Loan Action Codes
— View Perkins MPN
— Print Perkins MPMN
— View Perkins Loan
Indebtedness
[ Pell Payment
[ ACGISMART Grants
> Fund Management
[> Return to Title IV Funds
HERA
[ Satisfactory Academic
Progress
[> Financial Aid History
— Manage Financial Ald
Years
— View Financial Aid Status

— View Packaging Status

Sign out

New Window | Help | Page |

View Log/Trace

Report ID:

Name:

1501
FAPLBOG1
Run Status: Success

Process Instance: 2724
COBOL SQL

ilessage log
Process Type:

Loan Origination

Distribution Details

Distribution Node: DEV Expiration Date: 11/2008
File List
Hame File Size (bytes)  |Datetime Created
Messaqge Log 2605 07i01/2008 1:35:01.000000PM EDT
PeopleSoft Trace File 337,958 07/01/2008 1:35:01.000000PM EDT
Distribute To
Distribution ID Type *Distribution ID
User 0077777

Return

Step

Action

20.

Clicking Message Log will open a new window with messages.
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Password:[**+#++4]

Run Control ID[ ]: CLLoanQrig
Process Instance:[0]:2724
SQL Trace:[0}255

DB Flag [0]:0

> 2008-07-01-13.34.47.330000 INFO(14430.56) PL(2724) Program(FAPLBOGI)
FAPLBOG]I : Begin program execution at 13.34.46.470000 on 2008-07-01
COMMITLEVEL = 00500

= 2008-07-01-13.34 47 590000 INFO(14430,107) PI(2724) Program(FAPLBOG1)
FAPLBOG1: Loan Origination B eginning for UMS01, 2009, UGRD

= 2008-07-01-13.34 53 460000 INFO(14430,108) PI(2724) Program(FAPLBOG1)
FAPLBOGI1: Loan Origination Ending for UMS01, 2009, UGRD

> 2008-07-01-13.34.53.800000 INFO(14430,188) P1(2724) Program(FAPLBOG1)
FAPLBOG] : Total Number of Awards with B ad Integrity 0

= 2008-07-01-13.34 53 910000 INFO(14430,189) PI(2724) Program(FAPLBOG1)
FAPLBOG] : Total Number of Loans with Bad Integrity 0

= 2008-07-01-13.34.53.030000 INFO(14430,01) P1(2724) Program(FAPLBOGI)

FAPLBOG] : Total Number of Loans Adjusted 0
> 2008-07-01-13.34.53.990000 INFO(14430,92) PI(2724) Program(FAPLBOGI)
FAPLBOG1 : Total Number of Loan Adjustments with Errors 0
2008-07-01-13 34 54 020000 INFO(14430 93) PI2724) Program(FAPLBOGI)
( FAPLBOG]! : Total Number of Loans Originated 2
> 2008-07-01-13.34 54090000 INFO(14430,94) PI(2724) Program(FAPLBOGI)
FAPLBOG] : Total Number of Incomplete Loan Originations ]

> 2008-07-01-13.34.54.110000 INFO(14430,57) PI(2724) Program(FAPLBOGI)
FAPLBOG]I : End program execution at 13.34.54.110000 on 2008-07-01

Step | Action

21. | Inthis example of a message log, note that 2 loans were originated.

22. | To view the results of the origination process, use the Maintain Originated Loans

Maintain Originated Loans.

component. Navigate: Financial Aid > Loans > Commonline Management >

Last changed on: 8/4/2008 11:41 AM
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= Commonline
Management
— Maintain Originated
Lo
ate CL 4 Loans
— Validate CRC Loans
— Enter Stafford Prom

Maintain Originated Loans

Enter any information you have and click Search. Leave fields blank for a list of all values

Worklist Add to Favorites Sign out

New Window | Help | B,

Notes
— Enter PLUS Prom S
Notes ID: begins with (]| 0888888 Q
— Enter ALT Loan Prom - s @

Notes
— Maintain CL
Disbursements
— Owerride Loan Status
— Maintain Student MPN

Aid Year: =

2009 Q
Career: =
Loan Type Ca: begins with Q

Usage Loan Application Seq Nbr:| = v
— Process Hold and Pl Q
Release National ID: begins with

— Review Hold/Release
Errors
— Loan Transmission
Information
— Wiew CRC Loan Status
Codes
— View CRC Loan
Participants
— CRC Ceftification
Request
— View CL 4 Lenders
— View CL 4 Loan
Senvicers
[- Commaonline
Reconciliation
[» Direct Lending
Management
[- DL School Account
‘Summary
[» Direct Lending
Reconciliation
— Process Loans
— View Loan Status
Reports
— View Originated Loans
— View L oan Application

Status
22D =

begins with
begins with

Last Name:

First Name:

[[Jcase Sensitive

Search | Clear

Basic Search (5 Save Search Criteria

Step

Action

23.

Enter search criteria to identify a student. Click Search.
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= Commonline
Management

— Maintain Originated
Loans

— Validate CL 4 Loans

— Validate CRC Loans

— Enter Stafford Prom
Notes

— Enter PLUS Prom
Notes

— Enter ALT Loan Prom ([}

Notes

— Maintain CL
Disbursements

— Owerride Loan Status

— Maintain Student MPN
Usage

— Process Hold and
Release

— Review Hold/Release
Errors

— Loan Transmission
Information

Loan Origination 1

1D: 0358888
Career: UGRD
Loan Type: STF1
Borrower Information

Borrower ID:

Borrower SSN:

Borrower Date of Birth:

Driver's License #:

Borrower Requested Amt:
Parent/Alternative Loan

Loan Refund Indicator:

Loan Origination 2

Loan Origination 3

Dracula,Count
Undergraduate
FFELP Stafford Combo 1

Count Dracula
999-99-9999
122911985
9999999
$4,500.00

Borrower D

Loan Validation [JD)]

Institution:
Aid Year:
Appl Seq:

State: ME

Worklist Add to Favorites
Mew Window | Help | C Page | &
UmMs01
2008 HE e
4 {pan Status Summar

Loan Demoaraphic
Borr Bio/iDeme Data
Select RefiCsgn

Stdnt Bio/Demo Data
Related IDs

CommonLine Loan Version:

- ‘é‘s;"egﬂc Loan Stalus ion Nbr: 3 wilmington Trust CO SLMA oL ]
— View CRC | oan Processing Level: GP &, Guarantee and Print Appl

%&% . Servicer OPEID: ELM Resources 000003 0000
- ertification

Request Lender OPEID: Wilmington Trust Co SLWMA 202218 0000
— View CL 4 Lenders Guarantor OPEID: Finance Authority of Maine 723
— View CL 4 Loan

Senicers B save | S\RetumntoSearch| =] Notify

[- Commaonline
Reconciliation

[» Direct Lending
Management

[- DL School Account
Summary

[» Direct Lending
Reconciliation

— Process Loans

— View Loan Status
Reporis

— View Originated Loans
— View L oan Application

Status
=

Loan Origination 1| Loan Origination 2 | Loan Origination 2 | Loan Validation | Loan Orig Status

Sign out

Step

Action

24.

The CommonLine Loan Version should be CL4.

Use the Loan Origination 1 page to review and update student and borrower
information and loan destination. Note that except for Plus loans, the borrower and
student are the same.

The Loan Destination Nbr field will be populated from a previous loan, if one exists.
If the field is blank, you must enter a value. The remaining fields in the Process
section of the page will be automatically populated.

25.

Click the Loan Status Summary link.
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~ Waintain Originated Loan Status Summary Information

'$ MaineStreet :
Worklist

= Commonline [4] Mew Window | Help | C Page | &
Management

Add to Favorites Sign out

Validate CL 4 Loans Student Eligibility
- ﬁ Loan Type Cd: STF1 Total Certified Loan Amt ~ 4500.00 07/01/2008
- ggttsrsmus Prom iz Fing | visw Al First (1 1 or1 [ Last
- Ef}sfag Loan Prom |[W| | "tem Type: Fed Subsidized Stafford Loan Certified Amount: $4,500.00

;:l‘UIE‘S o Loan Process Status: Origination Pending Transmission Status: Orig Pending Transmission
— Maintain

Disbursements Loan Action Code: Loan Originated Action Status: Pending 07/01/2008
— Owerride Loan Status " - -
— Maintain Student MPN Disbursement Information Customize | Find | View = First [E1] 120f2 [ Last

Usage Actions Amaunts Payment

- :Eg:zw Disbursement ID Action Status Status Date

— Review Hold/Release 01 Anticipated Disbursement Pending 07/01/08 1:24:46PM
Errors 02 Anticipated Disbursement Pending 07i01/08 1:34:46PM

— Loan Transmission
Information

— View CRC Loan Status
Codes

— View CRC Loan Return
Participants

— CRC Ceftification
Request

— View CL 4 Lenders
— View CL 4 Loan
Senvicers

[- Commaonline
Reconciliation

[» Direct Lending
Management

[- DL School Account
Summary

[ Direct Lending
Reconciliation

— Process Loans

— View Loan Status

Reports
— View Originated Loans
— View L oan Application
Status =

— Vigw [

Step

Action

26.

On the Loan Status Summary page you can view a record of actions relative to this
loan. In the example, the loan has been originated, but is pending authorization and
transmission. Disbursement is pending.

Values for the Loan Process Status are:

Cancelled, Hold (loan denied by the servicer), In Service (has been transmitted to
servicer), Terminated (cancelled prior to transmission), and Origination Pending
(waiting for authorization).

Values for Transmission Status are:

Accepted (Servicer has accepted the loan), Change Pending Transmission (an
adjustment has not yet been sent to the servicer), Origination Pending Transmission,
Transmitted.

217.

Use the Amounts and Payment tabs in the Disbursement Information section of the
page to view disbursement activity. Click the Amounts tab.

28.

Click Return.
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Maine’s Process Document

e Financial Aid: Originating a CommonLine Loan-070108
niversities

UNIVERSITY OF MAINE SYSTEM

Worklist

Add to Favorites Sign out

= Commonline

Mew Window | Help | C Page | B
Management
— Maintain Originated
2ans

— Validate CL 4 Loans . litution:

Validate ORC Loans D: 0888888 Dracula,Count In_smunon. UMS01 ﬁ @] @

Enter Stafford Prom Career: UGRD Undergraduate Aid Year: 2008 =

Motes Loan Type: STF1 FFELP Stafford Combo 1 Appl Seq: 1 Loan Status Summary

— Enter PLUS Prom
Notes
Enter ALT Loan Prom

Borrower Information

Borrower ID: Count Dracula
Notes
Maintain CL Borrower SSH: 999-99-9999 Loan Demoaraphic
Disbursements Borrower Date of Birth: 12/29/1985 Eorr Bio/Demo Data
— Override L oan Status R ~ .
Maintsin Student MPN ErEre LE=ses SEC=

Select RefiCsgn

Usage

— Process Hold and
Release

— Review Hold/Release
Errors

Borrower Requested Amt:  $4,500.00
Parent/Alternative Loan
Loan Refund Indicator: Borrower Stdnt Bio/Demo Data

— Loan Transmission
Information

~ Jen CRC Loan Stelus Loan Destination Nbr: | 3T, Wilmington Trust CO SLMA

— View CRC | oan Processing Level: [6P |@  Guarantee and Print App!
Participants i 9

CRO Cartiteation Servicer OPEID: ELM Resources 000003 0000

Request Lender OPEID: Wilmington Trust Co SLMA

View CL 4 Lenders Guarantor OPEID: Finance Autharity of Maine
— View CL 4 Loan

Senvicers

[- Commonline
Reconciliation

[» Direct Lending
Management

[- DL School Account
‘Summary

[» Direct Lending
Reconciliation

— Process Loans

View Loan Status

Reporis

— View Originated Loans

— View L oan Application
Status

o =

CommonLine Loan Version:
CL4

802218 0000
723

=] Savel S\Retum to Searchl [=] Notify |

Loan Origination 1| Loan Origination 2 | Loan Origination 2 | Loan Validation | Loan Orig Status

Step | Action

29. | Click the Loan Demographic link.

Loan Demogr.

Last changed on: 8/4/2008 11:41 AM Page 17




Process Document ( Maine's
Financial Aid: Originating a CommonLine Loan-070108 nive

Universities

UMIVERSITY OF MAINE SYSTEM

'$ MaineStreet :
Worklist

= Commonline [4] Mew Window | Help | C Page | &
Management

Loan Demographic Data - THIS APPLICATION ONLY -

Validsle CL 4 Loans !
Validate CRC Loans. D: 0388888  CountDracula Career: UGRD
—_— Loan Type: FFELP Stafford Combo 1 Appl Seq 1

Notes Borrow Demographic Information
— Enter PLUS Prom
Notes | BorrowerID: 0888888 Count Dracula

- r*EJmtw ALT Loan From Borrower SSH: 999-99-9999 Visa/Permit:
otes
Mo oL Borrower Date of Birth: 12/20/1985 Citizenship:

Disbursements Driver's License #:

2 Loan Stalus Borr Default / Owes Refund: Q

n Student MPN

Proces
— Process Hold and MERIMT R ST

Release

Add to Favorites Sign out

‘Completion Date: 05/09/2014 Term:
— Review HoldRelease -
Errors Loan Year: 2nd Year Academic Level:  Junior
— Loan Transmission Direct Lending Year 2nd Yr D Academic Load:  Full-Time g
Information
— View CRC Loan Status Student Demographic Information
Codes
— View CRC Loan SSN: 999-99-9999 Citizenship:
E‘LERF([;E(‘I arﬂ[l: ; ||| Birthdate: 12/28/1985 VisalPermit:
- ertifcation
Request Depend Stat (Fed): Indepndnt Total Debt:
— View CL 4 Lenders Stant Default | Owes Refund:

v L 4 Loan

Senvicers

b Commonine I ==
Reconciliation

[» Direct Lending
Management

[- DL School Account
Summary

[» Direct Lending
Reconciliation

— Process Loans

— View Loan Status
Reporis

— View Originated Loans

— View L oan Application
Status =

— Vigw [

Step | Action

30. | On this page you can select the Demo Chg checkbox and make certain changes to the
borrower's or student's demographic data. However, any changes made here are not
reflected back to the Campus Community entry for the student/parent. It is preferable
to change the data in Campus Community.

Click the Demo Chg checkbox.

31. | Once the Demo Chg checkbox is selected certain fields are open for editing on this
page. After making changes, click the corresponding "Update" button.

Click OK.
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Maine’s Process Document

EUP"'C " Financial Aid: Originating a CommonLine Loan-070108
niversities

UNIVERSITY OF MAINE SYSTEM

Worklist

Add to Favorites

Sign out

= Commonline

New Window | Help | Ci Page | &
Management

= Tamtain TimEE Loan Origination1 | Loan Origination2 | Lean Origination3 | Loan Validation
idate CL 4 Loans " RO,
_ Validate CRC Loans 1D: 0888888 Dracula,Count In_smunon. UMS01 ME e
— Enter Stafford Prom Career: UGRD Undergraduate Aid Year: 2009 -
Motes Loan Type: STF1 FFELP Stafford Combo 1 Appl Seq: 1 Loan Status Summary

— Enter PLUS Prom

Notes Borrower Information

-Ei LT Loan Prom ([

Borrower ID: Count Dracula
— Maintain CL Borrower SSH: 999-99-9999 Loan Demoaraphic
Disbursements Borrower Date of Birth: 12/29/1985 Eorr Bio/Demo Data
— Owerride Loan Status _ B .
— Maintain Student MPN Driver's License #: 9999999 State:  ME Select RefiCsan

Usage

— Process Hold and
Release

— Review Hold/Release
Errors

Borrower Requested Amt:  $4,500.00
Parent/Alternative Loan
Loan Refund Indicato

Borrower

— Loan Transmission
Information
~ Jen CRC Loan Stelus Loan Destination Nbr: | 3T, Wilmington Trust CO SLMA
— View CRC | oan Processing Level: [6P |@  Guarantee and Print App!
Participants i 9
CRO Cartiteation L] Servicer OPEID: ELM Resources 000003 0000
Request Lender OPEID: ‘Wilmington Trust Co SLMA 202218 0000
— View CL 4 Lenders Guarantor OPEID: Finance Authority of Maine 793
— View CL 4 Loan
Senicers & save | CLRetum to Search | (=] notify
[- Commaonline
Reconciliation
[» Direct Lending
Management
[- DL School Account
‘Summary
[» Direct Lending
Reconciliation
— Process Loans
— View Loan Status
Reporis
— View Originated Loans
— View L oan Application
Status =

—Vigw D)

CommonLine Loan Version:
CL4

Loan Origination 1| Loan Origination 2 | Loan Origination 2 | Loan Validation | Loan Orig Status

Step

Action

32.

The Borr Bio/Demo Data and Stdnt Bio/Demo Data links bring up new windows
with the Add/Update a Person component. Of course, the borrower and the student
are the same except for PLUS loans.

The Related IDs link brings up the Relationships page for the student, used when
processing PLUS loans.

33.

Click the Loan Origination 2 tab.

Loan Origination 2
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Process Document
Financial Aid: Originating a CommonLine Loan-070108

Maine’s
Public
Universities

UMIVERSITY OF MAINE SYSTEM

= Commonline
Management

— Validate CL 4 Loans

— Validate CRC Loans

— Enter Stafford Prom
Notes

— Enter PLUS Prom
Notes

— Enter ALT Loan Prom

Worklist

Add to Favorites

Mew Window | Help | C:

=
page | B

Loan Origination 1

Loan Origination 2 | Loan Origination3 | Loan Validation | Loan Orig Status

Sign out

1D: 0888888 Dracula,Count Instituion:  UMS04
Career: UGRD Undergraduate Aid Year: 2009 3 @
Loan Type: STF1 FFELP Stafford Combo 1 Appl Seq: 1 Loan Status Summarg

Loan Application Data

Notes

— Maintain CL
Disbursements

— Owerride Loan Status

— Maintain Student MPN
Usage

— Process Hold and
Release

— Review Hold/Release
Errors

— Loan Transmission
Information

Codes
— View CRC Loan
Participants
— CRC Ceftification
Request
— View CL 4 Lenders
— View CL 4 Loan
Senvicers
[- Commonline
Reconciliation
[» Direct Lending
Management
[- DL School Account
‘Summary
[» Direct Lending
Reconciliation
— Process Loans
— View Loan Status
Reporis
— View Originated Loans
— View L oan Application
Status

— View CRC Loan Status

$4,500.00 Loan Period Start: [] override Loan Dates
Loan Period End: Loan Certification Date:
Origination Detail All First (] 1 of 1 LX) Last
Borrower Requested Amt: 54 500.00 Item Type: 000010500005 Fed Subsidized Stafford Loan
Loan Certified Amount: $4,500.00 Loan Application ID: 0067500000AE4K002 Update ID
Loan Approved Amount: $0.00 Anticipated Net Amount: 54 500.00 Anticipated Loan Fees: $0.00

Customize | Find First 2] 4-20f2 L2 Last

Disbursements Direct Disbursement

Disbursement ID Reguest Date Disbursement Amount Net Disbursement
01 08i22/2008 $2.250.00 $2,250.00
0z 01/02/2009 $2,250.00 $2,250.00

2 Savel 2 Return to Searr:hl [=] Notify |

Loan Origination 1 | Loan Origination 2 | Loan Origination 3 | Loan Validation | Loan Orig Status

Step

Action

34.

Use the Loan Origination 2 page to review and change loan start, end, certification
and scheduled disbursement dates. To make date changes, select the Override Loan
Dates checkbox.
| ] override Loan Dates|

35.

The date fields are available to edit.

36.

Click the Loan Origination 3 tab.

Loan COrigination 3
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Maine’s
Public
Universities

UNIVERSITY OF MAINE SYSTEM

Process Document
Financial Aid: Originating a CommonLine Loan-070108

= Commonline
Management
— Maintain Originated
Loans
ate CL 4 Loans
lidate CRC Loans
— Enter Stafford Prom
Notes
— Enter PLUS Prom
Notes
— Enter ALT Loan From

Worklist

Add to Favorites

Mew Window | Help | C:

Sign out

=
page | B

Loan Origination 1

Loan Origination 2

Loan Origination 3 | Loan Validation

1D: 0833888 Dracula,Count Instituion:  UMS01

Notes

— Maintain CL
Disbursements

— Owerride Loan Status

— Maintain Student MPN

e

Usag

— Process Hold and
Release

— Review HoldRelease
Errors

— Loan Transmission
Information

— Wiew CRC Loan Status

Codes
— View CRC Loan
Participants
— CRC Ceftification
Request
— View CL 4 Lenders
— View CL 4 Loan
Senvicers
[- Commaonline
Reconciliation
[» Direct Lending
Management
[- DL School Account
‘Summary
[» Direct Lending
Reconciliation
— Process Loans
— View Loan Status
Reporis
— View Originated Loans
— View L oan Application

Status
— Vigw D)

Career:  UGRD Undergraduate AidYear: 2009 HE®
Loan Type: STF1 FFELP Stafford Combo 1 Appl Seq: 1 Lpan Stafus Summar
Loan Options

EFT ization: [JLender of Last Resort

Capitalize Interest: Manual Origination Ind

Request Deferment:

Fed App Type: STAF MPN MPH Confirmation:

Serial LoanCode: N L Use new MPN Borrower Confirmation:

Pnote Amt Req: E-Sign Type:

ftem Type: 000010500005 Fed Subsidized Stafford Loan  Service Type Cd:

LnInt Attr: Subsidized Reduction Code:

Loan Sequence Nbr: 0 Revised NOG Ind:

& save | [\ Returnto Search | [=] Notify

Loan Of 1| Loan Origination 2 | Loan Origination 3 | Loan Validation | Loan Orig Status

Step

Action

37.

Use the Loan Origination 3 page to review and update certain CommonL.ine
processing options.

38.

Click the Loan Validation tab.
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Process Doc

Financial Aid: Originating a CommonLine Loan-070108

u m e n t Maine’s
Public
Universities

UMIVERSITY OF MAINE SYSTEM

= Commonline
Management

— Validate CL 4 Loans

— Validate CRC Loans

— Enter Stafford Prom
Notes

— Enter PLUS Prom
Notes

— Enter ALT Loan Prom
Notes

— Maintain CL
Disbursements

— Owerride Loan Status

Student MPN

Usage

— Process Hold and
Release

— Review Hold/Release
Errors

— Loan Transmission

Worklist

Add to Favorites

Sign out

Mew Window | Help | C Page | B,

Loan Origination 1

Loan Origination 2 | Loan Origination3 | Loan Validation

1D: 0888888 Dracula,Count Institution: UMS01 s ®
Career: UGRD Undergraduate Aid Year: 2009 -
Loan Type: STF1 FFELP Stafford Combo 1 Appl Seq: 1 Loan Status Summary

Origination Detail

First (21 1 of 1 L2 Last

Find

Item Type: 000010500005 Fed Subsidized Stafford Loan Certified Amount:  $4,500.00

Loan Validation Errors

Description

Eguation Name

Information

Codes

— View CRC Loan
Participants

— CRC Ceftification

— Wiew CRC Loan Status

[§) save | [\ Returnto Search | [=] Notify

Request
— View CL 4 Lenders
— View CL 4 Loan
Senvicers
[- Commonline
Reconciliation
[» Direct Lending
Management
[- DL School Account
‘Summary
[» Direct Lending
Reconciliation
— Process Loans
— View Loan Status
Reporis
— View Originated Loans
— View L oan Application

Status
— Vigw D)

Loan Origination 1 | Loan Origination 2 | Loan Origination 3 | Loan Validation | Loan Orig Status

=

Step | Action

39.
Validation

Use the Loan Validation page to review validation errors if any exist after the Loan

process is run.

Click the "Show Following Tabs" button to see the remaining tab.
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Maine’s
Public
Universities

UNIVERSITY OF MAINE SYSTEM

Process Document
Financial Aid: Originating a CommonLine Loan-070108

— Validate CL 4 Loans

— Validate CRC Loans

— Enter Stafford Prom
Notes

— Enter PLUS Prom
Notes

— Enter ALT Loan Prom
Notes

— Maintain CL
Disbursements

— Owerride Loan Status

— Maintain Student MPN
Usage

— Process Hold and
Release

— Review Hold/Release
Errors

— Loan Transmission

Origination Detail

First (1 1 of 1

Item Type: 000010500005 Fed Subsidized Stafford Loan

Errors

Eguation Name

Mew Window | Help | C: Page |
Loan Originati an Origination 3 ] Loan Validation
1D: 0888888 Dracula, Count Institution: UmMso1 I ®
Career:  UGRD Undergraduate Aid Year: 2008 =
Loan Type: STF1 FFELP Stafford Combo 1 Appl Seq: 1 Loan Status Summay

Information

— Wiew CRC Loan Status
Codes

— View CRC Loan
Participants

— CRC Ceftification

[§) save | [\ Returnto Search | [=] Notify

Request
— View CL 4 Lenders
— View CL 4 Loan
Senvicers
[- Commonline
Reconciliation
[» Direct Lending
Management
[- DL School Account
‘Summary
[» Direct Lending
Reconciliation
— Process Loans
— View Loan Status
Reporis
— View Originated Loans
— View L oan Application

Status
— Vigw D)

=

Loan Origination 1 | Loan Origination 2 | Loan Origination 3 | Loan Validation | Loan Orig Status

Sign out

i

Step

Action

40.

Click the Loan Orig Status tab.

Last changed on: 8/4/2008 11:41 AM

Page 23




Process Document Maine's

Financial Aid: Originating a CommonLine Loan-070108 Unaifies

UMIVERSITY OF MAINE SYSTEM

Worklist

Add to Favorites Sign out

= Commonline Mew Window | Help | C: Page | ,
Management

— Maintain Originated

Loan Origination 2

Loan Origination 3 | Loan Validation | Loan Orig Status

Validate CL 4 Loans

te CRC Loans 1D: 0888888 Dracula,Count In_smunon: UMs01 ME O
— Enter Stafford Prom Career:  UGRD Undergraduate Aid Year: 2009 =
Motes Loan Type: STF1 FFELF Stafford Combo 1 Appl Seq: 1 Loan Status Summar
- EZ‘;’:LM Manual Action
— EnterALT Loan Prom |l | © Hold Loan ) Remove Hold Hold i Updale Origination |
Notes
~ Vaintain CL N s s Find  First (4] 1 o1 [ Last
Disbursements item Type Offer Amount Accept Amount
— Override L oan Status q
in Student MPN 000010500005 Detail ORIGINATED $4500.00 $4500.00 Ln Proc Stat:  Orig Pend
sage Loan Application ID ACKNOWLEDGED $0.00 $0.00 Orig Trans Stat: ~ Orig Pend
~ Erocess Hold and 00B7600000AE4K002

Release
— Review Hold/Release

ELos [ orine=t TR
o Originated ] Acknow|
— Loan Transmission -

First [0 4.2 or2 ] Last

Information Disbursement ID Detail Offer Balance AcceptBalance  |Net Disb Balance
- View CRC Loan Status 01 Detail $225000 $2250.00 $2250.00

Codes
Vew CRC Laan 02 Detail $2250.00 $2250.00 $2250.00

Paricpanls ]
— CRC Certification

Reguest
M e @ save | \Returnto Search | =] Notity |
- w Loan Origination 1 | Loan Origination 2 | Loan Origination 3 | Loan Validation | Loan Orig Status

[- Commaonline
Reconciliation

[» Direct Lending
Management

[- DL School Account
‘Summary

[» Direct Lending
Reconciliation

— Process Loans

— View Loan Status
Reporis

— View Originated Loans

— View L oan Application

Status
— ViowD [~

Step | Action

41. | Use the Loan Orig Status page to apply or remove a hold on a loan. To apply a hold
(or remove one), click the corresponding radio button in the Manual Action section
of the page, and then click the Update Origination button.

Click the Detail link in the Origination Detail section of the page to see more
information on the loan
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Maine’s
Public
Universities

UNIVERSITY OF MAINE SYSTEM

Process Document
Financial Aid: Originating a CommonLine Loan-070108

= Commonline
Management
— Maintain Originated

CL 4 Loans
— Validate CRC Loans
— Enter Stafford Prom
Notes
— Enter PLUS Prom
DNotes
— Enter ALT Loan Prom
Notes
— Maintain CL
Disbursements
— Owerride Loan Status
— Maintain Student MPN
sage
— Process Hold and

Origination Detail
Item Type:
Appl Seq: 1

‘ORIGINATED

Worklist

Mew Window | Help | C

Add to Favorites

=
page | B

000010500005  Fed Subsidized Stafford Loan

ACKNOWLEDGED

Offer Amount:
Accept Amount:

Loan Fee Amount:
CURRENT APPLICATION

Loan Certified Amount:

Release
— Review Hold/Release
Errors
— Loan Transmission
Information
— Wiew CRC Loan Status
Codes
— View CRC Loan
Participants
— CRC Ceftification
Request
— View CL 4 Lenders
— View CL 4 Loan
Senvicers
[- Commonline
Reconciliation
[» Direct Lending
Management
[- DL School Account
‘Summary
[» Direct Lending
Reconciliation
— Process Loans
— View Loan Status
Reporis
— View Originated Loans
— View L oan Application

Status
— Vigw D)

=]

Amt:

$4500.00
$4500.00
$0.00

$4500.00
$4500.00

$0.00
$0.00

$0.00
$0.00

Loan Application 1D:
Loan Actions
[ Action status TIERESiatis

0067600000AE4K002
Ci

| Find First 1) 1 of 1 L2 Last

.oan Action Ottm Status

Loan Orig

07i01/2008 1:34:46PM

OK Cancel

Sign out

Step | Action

42.

Click OK.

The Origination Detail page contains a record of actions relative to this loan.

43.

End of Procedure.
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