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Setting Up a Lender 
 
 
Concept 
 
To add a lender to the database the following steps should be completed: 
(1) Use the Maintain Lender Codes component to search for an existing entry for the lender. It is 
very important to avoid duplicates in the lender table. 
(2) If the lender is not found, in the Maintain Lender Codes component, create the new lender 
entry. 
(3) Search for the lender in the Define School Lenders component. If not found, create the new 
lender entry in Define School Lenders. 
(4) Create the loan destination profile. If you do not find the Servicer or Guarantor you need, you 
may have to set those up (refer to the documentation on how to set up servicers and guarantors). 
(5) Perform the EDI setup for the lender. 
 
The loan participant tables in MaineStreet are shared by all the UMS Institutions. Great care must 
be taken to avoid duplicate entries. Before adding a new entry, please search carefully using the 
lender code to ensure that you don't create a duplicate. 
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Procedure 
 
 

Step Action 
1.   The first step is to determine whether an entry already exists for the lender. Navigate: 

Set Up SACR > Product Related > Financial Aid > Loans > Commonline 4 > 
Maintain Lender Codes. 
 

  

 

 
Step Action 

2.   The recommended way to search for an existing lender is by entering the Lender Code 
in the Lender OE Code field. 
 

3.   Click the Search button. 
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Step Action 

4.   The response "No matching values were found" indicates that there is no entry for the 
lender. An entry for this lender should be added to the lender maintenance table. 
 

5.   Click the Add a New Value tab. 
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Step Action 

6.   Make sure the correct OE code is entered. Click Add. 
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Step Action 

7.   Enter the desired information into the Description field.  
 

8.   Enter the desired information into the Short Description field. 
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Step Action 

9.   Optionally, enter a mailing address for the lender. Click the Edit Address link. 
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Step Action 

10.   Enter the mailing address. Click Search to verify that the address is valid. 
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Step Action 

11.   When the address has been validated, click OK. 
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Step Action 

12.   If you wish to enter an e-mail address for the lender, click the Electronic Address 
link and enter the address. 
 

13.   Click the Save button. 
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Step Action 

14.   Now create the lender's entry in the Define School Lenders component. Click the 
Define School Lenders link in the menu. 

 
  



 

Process Document
Financial Aid: Setting  Up a Lender-090908 

 

Last changed on: 11/6/2008 2:29 PM  
 
 

Page 11

 

 
Step Action 

15.   Search for the lender to ensure that you don't create a duplicate entry. Enter the OE 
Code and click the Search button. 

 
16.   If no matching values were found, you will need to add the new lender entry. Click the 

Add a New Value tab. 
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Step Action 

17.   Leave the Lender ID set to 0. Click the Add button. 
 

18.   Enter the Lender OE Code and click the TAB key. The data from the Maintain 
Lender Codes table will populate this screen. 
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Step Action 

19.   The lender table is shared by all UMS Institutions. But each Institution using a 
particular lender may have different contacts for the lender.  
 
To add contact information specific to your Institution, add a row in the Contact 
Information area of the page and fill in the name, address, title, etc. In the Func Area 
field, enter your Institution. 
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Step Action 

20.   Click the Save button. A new Lender ID will be assigned to the lender. Note that ID 
for use in the next step. 
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Step Action 

21.   The next step is to create the loan destination. Click the Create Loan Destinations 
link in the menu (full navigation: Set Up SACR > Product Related > Financial Aid 
> Loans > Commonline 4 > Create Loan Destinations). 
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Step Action 

22.   Click the Add a New Value tab. 
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Step Action 

23.   Enter the Academic Institution and Aid year. Click the Loan Program list. 
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Step Action 

24.   Select the type of loan from the list.  
 

25.   Click the Add button. 
 

26.   The fields on the Loan Dest Profile page will vary slightly depending on whether the 
loan type is Direct Lending or something else. 
 
The Tolerance field is not used. Fill in the lender Description and Short 
Description.  
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Step Action 
27.   Fill in the fields in the Destination Components section of the page. You must fill in 

at least the Guarantor ID. If you don't find the desired Servicer and/or Guarantor, 
you will have to create the entries. Refer to the documentation on entering Servicers 
and Guarantors. 
 
The Lender ID should be the ID of the lender created in the previous step. 
 
Check the Ovrd checkbox if you do not fill in all three IDs: Guarantor, Lender and 
Servicer.  
 
Select the Pre Guarantee Contact, the Pre-Disb Contact and the Post Disb Contact 
(these fields are for information only).  
 
Values for the Physical Destination field are: Servicer, Lender and Guarantor. 
Select the destination to receive the loan application. 
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Step Action 
28.   In the Valid Category/Process Level area of the page, you will need a row for each 

Loan Category handled by this lender.  
 
Click the Loan Category list. 
 

  

 

 
Step Action 

29.   Select the loan category.  
 

30.   Click the Proc. Level list. 
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Step Action 

31.   Select the desired processing level.  
 

32.   To add more loan categories, lick the Add a new row button. 
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Step Action 

33.   You may wish to insert two rows for each Loan Category selected - one with Prom 
Note tracking off (PN checkbox unchecked) and one with Prom Note tracking on.  
 

34.   Click the CommonLine Options tab. 
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Step Action 

35.   On the CommonLine Options page, designate the loan agency to receive change 
transaction records when a loan adjustment occurs before or after the receipt of loan 
funds by the school.  
 
Click the Pre Disbursement Destination list. 
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Step Action 

36.   Select the loan agency.  
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Step Action 

37.   The Use CommonLine Version field must be set to CL4. The Accept Change 
Records checkbox should be selected. 
 
For FFELP loans, do not select Create CL Alt @4, Create CL Ref @5 or Create 
CL Ref Sup @7.  
 
However, for Alternative loans you should select Create CL Alt @4 and Create CL 
Ref Sup @7. 
 
Select the appropriate values for the five checkboxes on the right side of the Build 
Options page section. 
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Step Action 

38.   Here is an example of the CommonLine Options page for an Alternative loan type. 
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Step Action 

39.   Here is an example of the CommonLine Options page for Direct Lending. 
 

40.   Click the Loan Dest Edits tab. 
 

41.   The Loan Dest Edits page will be automatically populated with the default loan edits 
defined for the loan category and processing level for each loan type defined on the 
Loan Dest Profile page. 
 
You can use this page to add or modify the default loan edits. 
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Step Action 

42.   Note the Loan Destination number for use in the next step. 
 
Click the Save button. 
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Step Action 

43.   The last step (for Alternative and FFELP) is the EDI setup. Navigate: PeopleTools > 
EDI Manager > Set up Trading Partners > External Partners. 
 

  



Process Document 
Financial Aid: Setting  Up a Lender-090908  

  
 

Page 30 Last changed on: 11/6/2008 2:29 PM
 

      
 
 

 

 
Step Action 

44.   Click the Add a New Value tab. 
 

45.   The EC External Trading Partner ID must conform to the following rules: 
For Alternative lenders, use "ALT_DEST_num" where "num" is the Loan Destination 
Number. 
 
For FFELP, use "FFELP_DEST_num" where "num" is the Loan Destination Number. 
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Step Action 

46.   Click the Add button. 
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Step Action 

47.   Use the same ID (minus the underscores) in the Descr field. 
 

48.   For the Map ID field, select COMMONLN_4.  
 
For the Profile ID field, select CL_DESTIN. 
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Step Action 

49.   For the Cvt Pro ID field, select COMMONLINE. 
 
Click the Look up PS Code button. 
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Step Action 

50.   Select LDST. 
 

51.   Leave the SetID field blank. 
 
In the PS Customer/Vendor Number field, type in the Loan Destination Number. 
 

52.   Use the look up button on the Int TPID field.  
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Step Action 

53.   Select CL4_INT_TP 
 

54.   In the Alias TPID field, type in FFELP_ALIAS. 
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Step Action 

55.   Click the Save button. 
 

56.   To verify that the Internal Partner table was automatically updated, click Internal 
Partners in the menu. 
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Step Action 

57.   Click the Search button. 
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Step Action 

58.   Select CL4_INT_TP. 
 

  



 

Process Document
Financial Aid: Setting  Up a Lender-090908 

 

Last changed on: 11/6/2008 2:29 PM  
 
 

Page 39

 

 
Step Action 

59.   Click View All to see the list of TP ID Alias Definitions. Your new external trading 
partner should appear in the list. 
 

60.   End of Procedure. 
 
  


