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Setting up Servicers and Guarantors

Concept

For each new lender you must enter the servicer and guaranty agency associated with the lender.
If the guarantor or servicer is not in the database, you must set it up. This topic covers how to set
up a servicer and a guarantor.
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Procedure

Step Action

1.

Navigate: Set Up SACR > Product Related > Financial Aid > Loans >
CommonLine 4.

— Create Loan
Destinations

— Maintain Loan
Edits

— Create Loan Edit

Main Menu > Set Up SACR > Product Related > Fin

CommonLine 4

Define CommonLine 4 processing

Sets

- Maintain Lender
Codes

— Define School
Lenders

E" Create L oan Destinations
Define the processing protocols between the
'school and the CL 4 loan servicers.

— Maintain Loan
Senvicer Codes

— Define School
Senvicers

— Maintain
Guarantor Codes

— Define School -

Guarantors

— Define Loan
Institutions

— Create Loan Types

— Reassign Loan
Agencies

— Maintain Loan
Transfer ID

— Hold and Release
Eguations

— Maintain Loan
Report Packages

— Define Loan Report
Definitions

— CopyLoan Report
Definitions

— Direct Loan Change
Rules

— View Direct Loan
Chanae Fields
— Define Serial
Promissory Motes
— Maintain Loan Action
Codes
— Setup Perkins MPN
Options
[- Pell Grants
[ ACG | SMART Granis
[ File Management

E" Maintain Lender Codes
Maintain a comprehensive list of lender
codes.

E’ Define School Servicers
Define loan servicers to be used for
processing loans at the institution.

Maintain Loan Edits

Maintain CommonLine 4 validation edit list.

Define School Lenders
Define lending agencies to be used for
processing loans at the institution

Maintain Guarantor Codes E Define School Guarantors
Maintain a comprehensive list of guarantor Define the guarantee agencies to be used for
codes. processing loans at the institution.

Worklist Add to Favorites Sign out

Edit "CommonLine 4" Folder

E" Create Loan Edit Sets
Create sets of loan edits to be used in
creating loan destinations.

ﬁ“ Maintain Loan Servicer Codes
Maintain a comprehensive list of loan servicer
codes.

Step Action

To set up a Servicer, visit the Maintain Loan Servicer Codes and the Define School
Services components. For Guarantor setup, visit Maintain Guarantor Codes and
Define School Guarantors.

Click the Maintain Loan Servicer Codes link.
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Worklist Add to Favorites Sign out

= CommonLine 4
— Create Loan
- E:i}gf‘;lig:n Servicer Load Maint

Edits Enter any information you have and click Search. Leave fields blank for a list of all values
Create Loan Edit
— Maintain Lender
Codes
Define School Destination OE Code: begins with D \
Lenders
Maintain Loan
Senicer Codes Search | Clear | Basic Search [E) Save Search Criteria
Define School
Servicers
Maintain
Guarantor Codes
— Define School
Guarantors

— Define Loan

Institutions

New Window | Help | B,

Find an Existing Value | Add a New Value

— Create Loan Types

— Reassign Loan
Agencies

— Maintain Loan
Transfer ID

— Hold and Release
Eguations

— Maintain Loan
Report Packages

— Define Loan Report
Definitions

— CopyLoan Report
Definitions

— Direct Loan Change
Rules

— View Direct Loan
Change Fields

— Define Serial
Promissory Motes

— Maintain Loan Action
Codes

— Setup Perkins MPMN
Options

[- Pell Grants

b ACG / SUART Grants
Eil =

Step | Action

4. Use this component to view, update, or add servicer information for your institution.
This page is the main repository of servicer information maintained by the institution.

To view an existing servicer, or to see if the servicer is in the table, click the Search
button.
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« CommonLine 4

— Create Loan
Destinations
Loan

— Create Loan Edit
Sets

- Maintain Lender
Codes

— Define School
Lenders

r Code
- Define School
Senicers
- Mainf
Guarantor Codes
— Define School

Guarantors ect Loan Servicer
— Define Loan 000003 0000 ELW Resources
—%HT o5 |700006 0000 AFSA (Acad Fin Serv Assoc)
— Reassian Loan 700008 0000 Sallie Mae
Agencies |700009 0000 Bank of North Dakata
— Maintain Loan [z00010 0000 Bank One Columbus
e 700014 0000 Brazos Higher Ed Authori
’W 700018 0000 Citibank
— Maintain Loan |700022 0000 Caollege Finance Assist Corp
Report Packages 700023 0000 Colorado Student Loan Porm
— Define Loan Report || 700027 0000 COSTEP
Definttions 700030 0000 MELNET
- %wm 700037 0000 Education Loan Senices
- Direct Loan Change |700038 oooo EASCI (Educ Assist Co)
Rules 700041 0000 MELNET (EFS)

— View Direct Loan [700043 0000 USA Group Loan Services
e (700054 0000 FISC (Financial Inst Suc Corp)
7%‘32"1“5 (700057 0000 GLHE (Greatl akes Higher Ed)

_ 4"’;,“3,”‘3‘" Loan Action|  |700072 0000 KHELSC (Kentucky Higher Ed St)
Codes 700077 0000 Sallie Mae
— Setup Perkins MPN 700081 0000 Wissouri Higher Ed Loan Auth
Lims (700082 0000 uaine Ed Senice
E:Cetl(‘;?ga':RT Grants |700085 0000 Massachusetts Higher Ed Assoc
nEil |5 [roooss 0000 Mitchell Sweet and

Servicer Load Maint
Enter any infermation you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

Destination OE Code:| begins with ‘

Search | Clear | Basic Search Bl Save Search Criteria

Search Results
] 4| 184 of84 [)] Last|

Destination OE Code |Destination OE Branch

Worklist

Step

Action

If the servicer is not in the table, you can add it. Click the Add a New Value tab.

Add a Mew Value

Page 4
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Add to Favorites Sign out

= CommonLine 4 = New Window | Help |

- Create Loan L | e
Destinations

— Waintain Loan Servicer Load Maint

Eind an Existing Value Add a New Value

— Maintain Lender
Codes Destination OE Code:

— Define School
Lenders

Add

Find an Existing Value | Add a New Value

Servicers

— Maintain
Guarantor Codes
— Define Schoal
Guarantors
— Define Loan
Institutions
— Create Loan Types
— Reassign Loan
Agencies
— Maintain Loan
Transfer ID
— Hold and Release
Eguations
— Maintain Loan
Report Packages
— Define Loan Report
Definitions
— CopyLoan Report
Definitions
— Direct Loan Change
Rules
— View Direct Loan
Change Fields
— Define Serial
Promissory Motes
— Maintain Loan Action
Codes
— Setup Perkins MPMN
Options
[- Pell Grants
[ ACG | SMART Granis

i 1]

Step | Action

6. Enter the servicer's OE code.

7. Click the Add button.
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= CommonLine 4 |

— Create Loan
Destinations

— Maintain Loan
Edits

— Create Loan Edit

Servicer Load Maintenance

Sets

- Maintain Lender
Codes

— Define School

Maintain Loan

- Define School
Senicers
- Maintain
Guarantor Codes
— Define Schoaol
Guarantors
-D Loan
Institutions
— Create Loan Types
— Reassian Loan
Agencies
— Maintain Loan
Transfer ID
— Hold and Release
Equations

— Maintain Loan
Report Packages

710000 0000
Address Information

Code Branch

New Window | Help | Customize Page | B,

Short Description

Add to Favorites

Sign out

Country: USA QU United States

Address: Edit Address

Mailbox ID: | LeadTime | |
“Mailbox Type: Q

& save | oty |

— Define Loan Report
Definitions

— CopyLoan Report
Definitions

— Direct Loan Change
Rules
— Miew Direct Loan
Change Fields
— Define Serial
Promissory Notes
— Maintain Loan Action
Codes
— Setup Perkins MPN
Options
[» Pell Grants
[ ACG / SMART Grants

i 1]

B Add Update/Display

Step

Action

Enter a Description and a Short Description.

Edit Address

Use the Edit Address link to enter a postal address.
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- Create Loan |
Destinations
— Maintain Loan

Edi

— Create | oan Edit
Sels

— Maintain Lender

uarant
— Define School
Guarantors
— Define Loan
Institutions
— Create Loan Types
— Reassign Loan
Agencies
— Maintain Loan
Transfer ID
— Hold and Release
Eguations
— Maintain Loan
Report Packages
— Define Loan Report
Definitions
— CopyLoan Report
Definitions
— Direct Loan Change
Rules
— View Direct Loan
Change Fields
— Define Serial
Promissory Motes
— Maintain Loan Action
Codes
— Setup Perkins MPMN
Options
[+ Pell Grants
[ ACG | SMART Granis
© Eil

=]

Worklist Add to Favorites Sign out

Mew Window | Help | C Page | B,

QuickAddress Address Selection
Address Line 1 I

Address Line 2

\

\
Address Line 3 ‘
city \
\

\

\

State

Postal Code

County

Search Cancel

Quzrﬂibéms

Step | Action

10.

Enter the address on this page and click Search. The Quick Address system will
verify that the address is valid.
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— Create Loan
Destinations
— Maintain Loan

Edits

= CommonLine 4 =]

Worklist Add to Favorites Sign out

New Window | Help | Customize Page | B,

Servicer Load Maintenance

— Maintain Loan
Report Packages

- gffa'é Loan Edit inati Code  Branch Description Short Description
e1s
_Uamtain Lender 710000 0000 [XYZ Loan Senvices [xrz
Codes Address Information
— Define School
d Country: USA QU United States
Address: Edit Adiress
— Define Loan
Institutions
— Create Loan Types
— Reassian Loan
Agencies
— Maintain Loan . .
T Mailbox ID: | LeadTime |
— Hold and Release *Mai .
o Mailbox Type: Q

ESave| Emmwy| EhAdd | JEUpdate/Display

— Define Loan Report
Definitions

— CopyLoan Report
Definitions

— Direct Loan Change
Rules

— Miew Direct Loan
Change Fields

— Define Serial
Promissory Notes

Codes
— Setup Perkins MPN
Options
[» Pell Grants
[ ACG / SMART Grants

. Eil

— Maintain Loan Action

=

Step

Action

11.

the service

&

The Mailbox 1D and Mailbox Type fields are used to enter an electronic address for

r. Click the Look up Mailbox Type button.
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Last changed on: 10/2/2008 11:54 AM




Maine’s

Process Document

Public Financial Aid: Setting up Servicers and Guarantors-

Universities

UNIVERSITY OF MAINE SYSTEM

090908

= CommonLine 4 =]

- Create Loan |
Destinations

— Waintain Loan
Edits

— Create | oan Edit
Sels

— Maintain Lender
Codes

— Define School
Lenders

ct one of the followin

c
’1— Internet

ne
Servicers
— Maintain
Guarantor Codes
— Define Schoal
Guarantors
— Define Loan
Institutions
— Create Loan Types
— Reassign Loan
Agencies
— Maintain Loan
Transfer ID
— Hold and Release
Eguations
— Maintain Loan
Report Packages
— Define Loan Report
Definitions
— CopyLoan Report
Definitions
— Direct Loan Change
Rules
— View Direct Loan
Change Fields
— Define Serial
Promissory Motes
— Maintain Loan Action
Codes
— Setup Perkins MPMN
Options
[+ Pell Grants
[ ACG | SMART Granis

i 1]

Add to Favorites Sign out

New Window | Help | B,

Step | Action

12. Click the Internet link.
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Worklist Add to Favorites Sign out

= CommonLine 4 | New Wingow | Help | Customize Page | (5
— Create Loan

Destinations

- 72‘:@3“ Loan Servicer Load Maintenance

- griale Loan Edit P Branch Description Short Dessription
et Code
— Waintain Lender 710000 0000 [%¥Z Loan Senices [xrz

Codes Address Information
Define School
Country: USA QU United States

Address:

Edit Address

Senicers
- Maintain
Guarantor Codes
— Define School
Guarantors
— Define Loan
Institutions
— Create Loan Types
— Reassian Loan
Agencies

— Maintain Loan . .
Transfer D Mailbox 1D: ‘

Lead Time ’7

— Hold and Release
Equations

— Maintain Loan - 5 5
Report Packages & sove | vty | Eadd| Eupsstemispiay
— Define Loan Report

Definitions

— CopyLoan Report

“Mailbox Type: || U Internet

Definitions
— Direct Loan Change
Rules L
— Miew Direct Loan
Change Fields
— Define Serial
Promissory Notes
— Maintain Loan Action
Codes
— Setup Perkins MPN
Options
[» Pell Grants
[ ACG / SMART Grants =

. Eil

Step Action

13. | Inthe Lead Time field you can enter the number of days prior to the first
disbursement date that changes can still be made to the student's loan before the data is
sent to the school. This is for information purposes only.

Click the Save button.
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- Create Loan
Destinations

— Maintain Loan

— Create | oan Edit

Servicer Load Maintenance

Sels
— Maintain Lender

Codes
— Define School

chool
Servicers

— Maintain
Guarantor Codes
— Define School
Guarantors
— Define Loan
Institutions
— Create Loan Types
— Reassign Loan
Agencies
— Maintain Loan
Transfer ID
— Hold and Release
Eguations
— Maintain Loan
Report Packages

[r10000

Address Information

Code Branch Description

Wioriist Add to Favores Sign out
New Window | Help | Ci Page | B
‘Short Description

0000 ‘XVZ Loan Services

[xrz

Country: USA O United States

Address: Edit Address

Mailbox ID: | LeadTime | |
“Mailbox Type: || 4 Internet

& save | = oty |

— Define Loan Report
Definitions

— CopyLoan Report
Definitions

— Direct Loan Change

Rules =
— View Direct Loan
Change Fields
— Define Serial
Promissory Motes
— Maintain Loan Action
Codes
— Setup Perkins MPMN
Options
[- Pell Grants
[ ACG | SMART Granis

£l [~]

[E+Add | Update/Display

Step

Action

14.

Define Schaol
Servicers

Click the Define School Servicers link.

Use the Define School Servicers component to identify the servicers that your
institution uses for processing loans and add new servicers.

Last changed on: 10/2/2008 11:54 AM
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« CommonLine 4
— Create Loan
Destinations -
_ Waintain Loan Loan Servicer Table
Edits Enter any infermation you have and click Search. Leave fields blank for a list of all values.
— Create Loan Edit

Sets Find an Existing Value | Add a New Value

- Maintain Lender
Codes
- Define School Servicer ID: = [ Q

Destination OE Code: | begins with \710000

Description: begins with \

[ case sensitive

Guarantor Codes Search | Clear | Basic Search Bl Save Search Criteria
— Define Schoaol
Guarantors
— Define Loan Find an Existing Value |w
Institutions
— Create Loan Types
— Reassian Loan
Agencies
— Maintain Loan
Transfer 1D
— Hold and Release
Equations
— Maintain Loan
Report Packages
— Define Loan Report
Definitions
— CopyLoan Report
Definitions
— Direct Loan Change
Rules
— Miew Direct Loan
Change Fields
— Define Serial
Promissory Notes
— Maintain Loan Action
Codes
— Setup Perkins MPN
Options
[ Pell Grants
[ ACG / SMART Grants =

. Eil

Step

Action

15.

To add a servicer, click the Add a New Value tab.

Add a Mew Value
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- Create Loan
Destinations

— Waintain Loan
Edits

— Create | oan Edit
Sels

— Maintain Lender
Codes

— Define School
Lender:

Waintain
Guarantor Codes
— Define School
Guarantors
— Define Loan
Institutions
— Create Loan Types
— Reassign Loan
Agencies
— Maintain Loan
Transfer ID
— Hold and Release
quations
— Maintain Loan
Report Packages
— Define Loan Report
Definitions
— CopyLoan Report
Definitions
— Direct Loan Change
Rules =
— View Direct Loan
Change Fields
— Define Serial
Promissory Motes
— Maintain Loan Action
Codes
— Setup Perkins MPMN
Options
[- Pell Grants
[ ACG | SMART Granis
=]

Eil

New Window | Help | B,

Loan Servicer Table

Eind an Existing Value Add a New Value

Eind an Existing Value | Add a New Value

Sign out

Step

Action

16.

Add

Click the Add button.

Leave the Servicer ID set to 0 (a new ID is created when you save the new servicer
information).

Last changed on: 10/2/2008 11:54 AM
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« CommonLine 4
— Create Loan

— Maintain Loan
Edits

— Create Loan Edit
Sets

- Maintain Lender
Codes

— Define School
Lenders

— Maintain Loan

- Maintain
Guarantor Codes
— Define Schoaol
Guarantors
-D Loan
Institutions
— Create Loan Types
— Reassian Loan
Agencies
— Maintain Loan
Transfer ID
— Hold and Release
Equations
— Maintain Loan
Report Packages

Loan Servicer Table

ServicrID OECd Branch:  Description

Home Worklist Add to Favorites Sign out

New Window | Help | Customize Page | B,

Short Desc Proc Lead Time DUNS ID

o [ Al T

Address Information
Country: USA QL United States

Address:

Contact Information

Edit Address

DAYS

Electronic Address

cotactbr] 1 Name:|

Title: |

First (%] 1 of 1 ¥ Last
F[=
Contact Address

— Define Loan Report
Definitions
— CopyLoan Report
Definitions
— Direct Loan Change
Rules
— Miew Direct Loan
Change Fields
— Define Serial
Promissory Notes
— Maintain Loan Action
Codes
— Setup Perkins MPN
Options
[» Pell Grants
[ ACG / SMART Grants =

. Eil

& save | [=] Notify

= Add Update/Display

Step

Action

17.

Enter or look up the OE code for the servicer. If the servicer is present in the Servicer
Load Maintenance Table, you can look it up.
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= CommonLine 4
- Create Loan
Destinations

— Maintain Loan

B

Loan Servicer Table

Mew Window | Help | C:

Worklist Add to Favorites

=
page | B

Guarantor Codes
— Define School T
Guarantors
— Define Loan
Institutions
— Create Loan Types
— Reassign Loan
Agencies

Edit Address

Find | View Al

Sl Contact Information
— Hold and Release  ||=
Eguations Cntact ler:li1 Name:l
— Maintain Loan
Title: |

Report Packages

Func Area:

Proc Lead Time

DUNS ID
DAYS

Edits
- W Servicr ID OECd  Branch: Description Short Desc
els .
Hlaimiain Lender 0 710000/, (0000 [x0Z Loan Senices [xerz
Codes
— Define School Address Information
Country: USA L United States
Address:

Electronic Address

First (4] 1 or1 [ Last
=]

Contact Address

— Define Loan Report

Definitions

& save | =] Notity

— CopyLoan Report
Definitions
— Direct Loan Change
Rules =
— View Direct Loan
Change Fields
— Define Serial
Promissory Motes
— Maintain Loan Action
Codes
— Setup Perkins MPMN
Options
[- Pell Grants
[ ACG / SMART Granis =

Eil

Bk Add Update/isplay

Sign out

Step | Action

18.

Save your work.

If the servicer is in the Servicer Load Maintenance table, the information (description,
address, etc.) will be copied into this page. Otherwise, enter it here.

Use the Contact Information area of the page to insert contact data used by your
institution. If necessary, add a new row.

19.

Maintain
Guarantor Codes|

To enter a new guarantor, click the Maintain Guarantor Codes link.

Last changed on: 10/2/2008 11:54 AM
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= CommonLine 4 =

— Create Loan g |
Destinations

— Maintain Loan
Edits

— Create Loan Edit
Sets

- Maintain Lender
Codes

— Define School
Lenders

— Maintain Loan
Senvicer Codes

Worklist

=
z
=
=
5
2
5
H
E
(X

Guarantor Load Maint
Enter any infermation you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value
‘Guarantor OE Code: begins with @ \

Search | Clear | Basic Search (Bl Save Search Criteria

— Define School

Guarantors

— Define Loan
Institutions

— Create Loan Types

— Reassian Loan
Agencies

— Maintain Loan
Transfer ID

— Hold and Release
Equations

— Maintain Loan
Report Packages

— Define Loan Report
Definitions

— CopyLoan Report
Definitions

— Direct Loan Change

Find an Existing Value | Add 3 New Value

Rules L
— Miew Direct Loan
Change Fields
— Define Serial
Promissory Notes
— Maintain Loan Action
Codes
— Setup Perkins MPN
Options
[ Pell Grants
[ ACG / SMART Grants

- Eil

[

Step

Action

20.

Guarantor L

As for servicers, you can search for an existing guarantor, and if it is not in the

oad Maintenance table, you can add it using the Add a New Value tab.
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- Create Loan
Destinations

= Waintain Loan
Edits

— Create | oan Edit
Sels

— Maintain Lender

Lenders
— Maintain Loan
Senicer Codes
- Define School

= CommonLine 4 =]

Guarantor Load Maint

Eind an Existing Value Add a New Value

Guarantor OE Code: |
Add

Find an Existing Value | Add a New Value

— Define Schoal
Guarantors

— Define Loan
Institutions

— Create Loan Types

— Reassign Loan
Agencies

— Maintain Loan
Transfer ID

— Hold and Release
Eguations

— Maintain Loan
Report Packages

— Define Loan Report
Definitions

— CopyLoan Report
Definitions

— Direct Loan Change
Rules

— View Direct Loan
Change Fields

— Define Serial
Promissory Motes

Codes
— Setup Perkins MPMN
Options
[- Pell Grants
[ ACG | SMART Granis
© Eil

— Maintain Loan Action

=

Add to Favorites

New Window | Help | B,

Step | Action

21.

Enter the guarantor's OE code.

22.

Click the Add button.
Add

Last changed on: 10/2/2008 11:54 AM
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= CommonLine 4 =]
— Create Loan
Destinations

— Maintain Loan
Edits

— Create Loan Edit
Sets

- Maintain Lender

Codes

— Define School
Lenders

— Maintain Loan
Senvicer Codes
De School

in
ntor Codes
— Define Schoaol
Guarantors
— Define Loan
Institutions
— Create Loan Types
— Reassian Loan
Agencies
— Maintain Loan
Transfer ID
— Hold and Release
Equations
— Maintain Loan
Report Packages
— Define Loan Report
Definitions
— CopyLoan Report
Definitions
— Direct Loan Change
Rules L
— Miew Direct Loan
Change Fields
— Define Serial
Promissory Notes
— Maintain Loan Action
Codes
— Setup Perkins MPN
Options
[ Pell Grants

- ACG / SMART Grants
L [~

Guarantor Load Maintenance

Worklist

Add to Favorites Sign out

New Window | Help | Customize Page | B

Guarantor OE Code: D Short Description:
704 [

Address Information

Country: USA QU United States

G Edit Address

WaiboxiD: |

Mailbox Type: Q

& save | =] Notity

Bk Add Update/Display

Step

Action

23.

Click Save when you are done.

Enter a Description and a Short Description. Use the Edit Address link to enter a
postal address for the guarantor. Use the Mailbox ID and Mailbox Type fields to
specify an electronic address for the guarantor.
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= CommonLine 4 =]
- Create Loan
Destinations

I

itain Loan

E

— Create | oan Edit
Sels

— Maintain Lender
Codes

— Define School
Lenders

— Maintain Loan
Senicer Codes

- Define School

Guarantors
— Define Loan
Institutions
— Create Loan Types
— Reassign Loan
Agencies
— Maintain Loan
Transfer ID
— Hold and Release
Eguations
— Maintain Loan
Report Packages
— Define Loan Report
Definitions
— CopyLoan Report
Definitions
— Direct Loan Change
Rules =
— View Direct Loan
Change Fields
— Define Serial
Promissory Motes
— Maintain Loan Action
Codes
— Setup Perkins MPMN
Options
[+ Pell Grants
[ ACG | SMART Grants =

Eil

Worklist Add to Favorites Sign out
i
Mew Window | Help | C: Page | &
Guarantor Load Maintenance
Guarantor OE Code: Description: ‘Short Description:
704 |aRrs Guaranty
Address Information
Country: USA O United States
Address: EditAddress
MaiboxD: |
Mailbox Type: aQ

& save | [=] Notify

[Eh Add Update/Display

Step

Action

24.

Define Schaol
Guarantors

Click the Define School Guarantors link.

Use the Define School Grarantors component to identify the guarantors that your
institution uses for processing loans.
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25.

To add a new guarantor, leave the Guarantor ID field set to 0 and click the Add

button.
Add
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26. | Enter or look up the guarantor's OE Code.

If the guarantor is in the Guarantor Load Maintenance table, the look up will include
its OE code. Selecting the OE code will automatically populate the fields on this page.
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27.

Save your work.

Use the Contact Information area of the page to enter contact information used by
your institution. If necessary, add a new row.

28.

End of Procedure.
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