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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. 
  

  

 

 
Step Action 

2.   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. 
 

3.   Click the Maintain Loan Servicer Codes link. 
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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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Step Action 

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

6.   Enter the servicer's OE code.  
 

7.   Click the Add button. 
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Step Action 

8.   Enter a Description and a Short Description. 
 

9.   Use the Edit Address link to enter a postal address.  
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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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Step Action 

11.   The Mailbox ID and Mailbox Type fields are used to enter an electronic address for 
the servicer. Click the Look up Mailbox Type button. 
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Step Action 

12.   Click the Internet link. 
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Step Action 

13.   In the 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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Step Action 

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

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

16.   Leave the Servicer ID set to 0 (a new ID is created when you save the new servicer 
information).  
 
Click the Add button. 
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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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Step Action 

18.   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. 
 
Save your work. 
 

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

20.   As for servicers, you can search for an existing guarantor, and if it is not in the 
Guarantor Load Maintenance table, you can add it using the Add a New Value tab. 
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Step Action 

21.   Enter the guarantor's OE code. 
  

22.   Click the Add button. 
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Step Action 

23.   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. 
 
Click Save when you are done. 
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Step Action 

24.   Use the Define School Grarantors component to identify the guarantors that your 
institution uses for processing loans.  
 
 Click the Define School Guarantors link. 
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Step Action 

25.   To add a new guarantor, leave the Guarantor ID field set to 0 and click the Add 
button. 
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Step Action 

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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Step Action 

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

28.   End of Procedure. 
 
  


