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To access the customer portion of iPROMise, log into System 3i and from the Borrower Search 
page click the Applications tab and select iPROMise from the drop down menu.   
 
 

 
 
The iPROMise Borrower Search page will be displayed. 
 
 

 
  
This page can be used to search for a record that has been loaded and the borrower has at least 
registered on the iPROMise site.  After entering search criteria, click the Search button at the 
bottom of the page. 
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The iPROMise Borrower Search screen is displayed listing the borrower you selected.    If the 
borrower is not found, a message will be displayed that states ‘No record found, please change 
your search criteria.’ 
 

 
 
NOTE - N/A values mean that the customer has not selected this portion of iPROMise for their 
borrowers or that the section was not loaded for this borrower (e.g. Borrowers signing a multi-
year note one year should not have an MPN to sign the next year. Therefore, the MPN will show 
as N/A for all years after the original signing of the note). 
 
To perform another borrower search, click the New Search button located at the bottom of this 
screen. 
 
Documents displayed on this screen with underlined statuses (e.g. E-signed, Completed, etc.) can 
be viewed by clicking on the link. Documents will open in a separate window and can be printed. 
Declined documents will not be viewable.   
 
To view the award detail for a borrower, click the borrower name link. An iPROMise Borrower 
Detail page will be displayed with the specific amounts for each award year for the borrower. To 
view the award detail for a particular award year only, click the award year link.   
 
When either link is clicked, the iPROMise Borrower Search-Detail page will be displayed.  
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This page displays award amount(s) for Spring, Summer, Fall and Winter . Documents can also 
be viewed as described above on the iPROMise Borrower Search page. 
 
To update a mailed document to Wet Signed, click ‘Y’ under the Mailed link under the MPN 
column and click the Update button located at the bottom of the page. The TLID will 
automatically be updated to Accepted.   
 
If only the TLID document exists for the award record, then click ‘Y’ under that column heading 
and the Update button to change the status to Accepted. Wet-signed or accepted documents can 
be viewed by clicking either the ‘Wet-signed’ or ‘Accepted’ links.  
 
NOTE:  Updating the status from Mailed to Wet-signed or Accepted will simultaneously update 
the link on the iPROMise site.    
 
The New Search will display a blank iPROMise Borrower Search page and the Previous 
button will display the previous page that the user viewed. The Print  page will print the 
displayed Web page.   
 
 
 
 
 
 
 
 
 
 
 
 

iPROMise Reporting  
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To access available reporting options, click the Reporting tab from the Borrower Search page. 
Click the desired report from the drop down menu. A Report Descriptions menu item is 
available that briefly describes each report. A detailed field description and instructions for 
running for each report is provided below.  
 

 
 
 

Status Report 

This report lists the status of the borrower's progress in the entrance counseling process. In order 
to appear on a status report, the borrower must have at least registered on the site. 

 

 
 
NOTE: Reports must be run either by using a date range or the cumulative award data option. 
Cumulative reports will be run as of today’s date and will include data as of the instant the report 
is run.  
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The Run Report button will create a status report based on selected criteria and sort options and 
will be displayed to the user. The Saved Criteria button will display saved status reports.  
 

 
 
 
 
The New Report button will display the report criteria page and new criteria can be entered to 
create another report. The Print button will print the Web page. The Saved Criteria button will 
display all status reports that have been saved using the Save Report Criteria selection.  
 
Status Reports may be saved as various file types using the Save As button located at the bottom 
of this page.  
 
 
 
 
 
 
 
 
 
 
 
 
 

Unregistered Report 
 
This report lists borrowers that have been loaded to the site but have not registered.  After 
selecting report and sort criteria, click the Run Report button to create the report. 
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The New Report button will display the report criteria page and new criteria can be entered to 
create another report. The Print button will print the Web page. The Saved Criteria button will 
display all Unregistered Reports that have been saved using the Save Report Criteria selection. 
See the Saved Criteria section of this documentation for more information about this report 
feature. 
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Entrance Not Complete Report 
 
This report lists borrowers that have not completed any portion of entrance counseling. It 
includes registered and unregistered borrowers. Reports can be sorted based on the needs of the 
user. 
 

 
 
After selecting report and sort criteria, click the Run Report button to create the report. 
 
The New Report button will display the report criteria page and new criteria can be entered to 
create another report. The Print button will print the Web page. The Saved Criteria button will 
display all Entrance Not Complete Reports that have been saved using the Save Report Criteria 
selection.  
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Saved Criteria 
 
The Saved Criteria feature allows the user to view and easily rerun saved reports. You can save 
any report by checking the Save Report Criteria box from the report criteria and sort options 
screen.  
 

 
 
To view saved reports, click the Saved Criteria button. The Report Log page will be displayed.  
 
 
 

 
 
NOTE:  Reports will be listed based on the report type from which the Saved Criteria button 
was selected. For example, if the Saved Criteria button is clicked from a Status Report screen, 
then the list will display all saved Status Reports.  
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The above example is a report log for saved status reports.  Fields displayed on this screen are: 
 
ID – The report number assigned by the site for the report. An ID will be assigned each time a 
new report is run and the Save Criteria button is selected.  
 
System Number – The system number selected for the report.  If a specific system number is not 
selected as a part of the report criteria, ‘All System Numbers‘ will be displayed. 
 
Program Number – The program number selected for the report. If a specific program number 
is not selected as a part of the report criteria, ‘All Program Numbers‘ will be displayed. 
 
Award Year – The award year selected for the report.  If an award year is not selected as a part 
of the report criteria, ‘All Award Years‘ will be displayed. 
 
Date Rage/Report Style – If a date range was selected for this field for the report criteria then 
the date range will be shown. If a cumulative report was selected, the Cumulative will be 
displayed for this field. 
 
Sort – The sort criteria selected for the report. 
 
To select a saved report, click the number under the ID column. The report criteria and sort 
options screen for that report type will be displayed with the previously selected report criteria. 
Changes can be made to the criteria if desired. If no changes to the report criteria are necessary, 
click the Run Report button. The report will be saved under the existing Report ID.   If changes 
are made and the Save Criteria is checked, the new criteria for the report will be saved and 
replace the previously selected criteria under the same ID. At this time, saved reports will remain 
on the saved criteria lists indefinitely. 
 

Save As 
 
The Save As feature allows the user to save reports in various formats. Available formats include 
PDF (Adobe), Comma Separated, Rich Text, and Excel.  
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PDF and Rich Text can be used to save and print report copies in reader friendly formats as an 
alternative to printing the Web page presented at the time the report is run.  
 
Comma Separated formats can easily be uploaded to financial aid systems to aid in tracking 
status changes in the counseling process. The layout for this file can be found on page 60 of this 
documentation.  
 
NOTE:  The “Comma Separated” file takes the place of the Status Report file that customers 
currently receive. It has been enhanced to include additional fields based on customer requests.   
 
To save a report, select one of the formats from the drop down menu, then click the Save As 
button. A file download prompt will be displayed. 

 
 
Click Open and the file will open in the format as specified in the ‘Type’ field under the ‘File’ 
name.  The Save button will begin the prompts for saving a file to a desktop.    
 

 
 
 
The extension for a Comma Separated file can be changed from .csv to .txt to save a file that will 
be opened in Notepad.  Extensions for other file formats should remain as named to ensure 
readable format when opened.   
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Award Entry 
 
To access the Award File Entry application, click the Award Data Entry tab located on the 
iPROMise Borrower Search page. 

 
 
     
The iPROMise Award Data Entry-Step 1 page will be displayed. 

 
 
 
NOTE: Security for this portion of customer access is connected to the users System III ID at 
the system number level. For internal users, the first page will display a message as shown in the 
screen print above.  An internal user will be required to enter a system number in this field 
before entering award records. An external user will have the appropriate system number already 
displayed. Both internal and external users will have the capability of entering awards for all 
program numbers that use the iPROMise site for a system number entered or pre-populated in the 
Set System Number field.  
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To begin entering award information, enter the system number (if required) and click New 
System Number. The New System Number button will become a Reset Form link as shown 
below.   
 
NOTE: Clicking the Reset Form link at any time during the award entry process will clear the 
page(s) and the information will have to be re-entered. 
 
All data entry fields located on this page must be keyed each time a new record is entered.   
 
*Last Name – Borrower last name. 
*First Name – Borrower first name. 
 MI – Borrower middle initial.  
*SSN – Borrower SSN. Must be numeric 
*Address – Borrower address. Address line 1 and 2 are provided. 
*City – Borrower city.  
*State – Borrower state. 
*Zip Code – Borrower zip. Must be numeric. 
 Phone No. – Borrower telephone number. Must be numeric if entered. 
 Driver’s License Number – Borrower Driver’s License number.  
 Driver’s License State – Borrower Driver’s License state. 
 Email – Borrower email address. (This should be entered if email notifications will be sent to 
the borrower.) 
*Date of Birth – Borrower Date of Birth.  
 
* Indicates a required field 
 
The Cancel button will clear data entered and return a blank page displaying ‘Transaction 
cancelled’ in the message area at the top of the page.   
 
Data can be updated by clicking the Step 1 button. 
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The iPROMise Award Data Entry – Step 2 page will be displayed.  

  
 
All data entry fields on this page are described below.  Field names in italics must be entered for 
each record.   
 
* University Campus Name – Must be entered with the initial award record. If subsequent 
records are entered for the same system number, then this field will be populated. 
*Award Year  
 School Entrance Date – Required if non-Perkins Loan. Select the date from drop down boxes. 
The date must contain MMDDYYYY. 
*Estimated Separation Date – Borrower separation date from school. Select the date from drop 
down boxes. The date must contain MMDDYYYY. 
*System III Program Number – The program number selection will contain all program 
numbers that are using iPROMise for a system number. 
 Fund Number  
*Interest Rate  
*Grace Months – Must be entered for each record. 
*Student Notification Flag – Options are: Email, Letter, Email and letter or no notification. If 
Email or Email and Letter are chosen then an email address must be entered in Step 1.  
*Borrower Flag – Values are: New or Repeat. 
*Loan Type – Values are Perkins, Health Professions, Nursing and Institutional. 
*MPN Type – Values are Single year, Multi-year, or signed. 
*Record Type – The only selection for this field is Newly Reported Award. Additional field 
values may be added at a later time.  
*Note Type – The only selection for this field is ‘D’.  Additional field values may be added at a 
later time.  
 
* Indicates a required field. 
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The Cancel button will clear data entered and return a blank page displaying ‘Transaction 
cancelled’ in the message area at the top of the page.   
 
The Previous button will display Step 1 again.  
 
Data can be updated by clicking the Step 2 button.  The iPROMise Award Data Entry-Step 3 
page will be displayed.  
 

 
 
Not all entry fields on this page are required. However, at least one award amount (and date if 
single year note) must be entered. If no dates or amounts are entered, a message stating  ‘You 
must supply at least one Award Date and corresponding Award Amount.’ will display in the 
Messages area of the screen.     
 
Fall Award Date – Choose date from drop down boxes. The date must contain MMDDYYYY. 
Fall Award Amount – Enter as four (4) numbers or as six (6) with a decimal. For example 
$1000 can be entered as 1000 or 1000.00. 
Winter Award Date – Choose date from drop down boxes. The date must contain 
MMDDYYYY.  
Winter Award Amount – Enter as four (4) numbers or as six (6) with a decimal. For example 
$1000 can be entered as 1000 or 1000.00. 
Spring Award Date – Choose date from drop down boxes. The date must contain 
MMDDYYYY.  
Spring Award Amount – Enter as four (4) numbers or as six (6) with a decimal. For example 
$1000 can be entered as 1000 or 1000.00. 
Summer Award Date – Choose date from drop down boxes. The date must contain 
MMDDYYYY  
Summer Award Amount – Enter as four (4) numbers or as six (6) with a decimal. For example 
$1000 can be entered as 1000 or 1000.00. 
 
The Cancel button will clear data entered and return a blank page displaying ‘Transaction 
cancelled’ in the message area at the top of the page.  
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The Previous button will display Step 2 page.  
 
Data can be updated by clicking the Step 3 button.  At this time, the Step 1 page will be 
displayed with ‘Award Record has been created successfully’ displayed in the Messages 
section of the page. The system number should still be in the Processing System Number field. 
More records can be entered for this same system number, or a new system number can be 
entered by clicking the Reset Form link and entering the new system number.  
 
 
Search Function 
Award information entered using this application can be searched using the Search button 
located on the Step 1 page. A search can be performed by SSN, School Name, Program Number, 
or Status.  
 
NOTE:   Record statuses for awards loaded to iPROMise from ftp or file transfer are not stored 
in the Award Entry portion of iPROMise customer access. 
 

  
 
Search criteria descriptions. 
 

1. SSN – Borrower SSN. 
2. School Name – The school name.  
3. Program Number – The school’s program number. 
4. Status – This award record status. Values are: 

N – Record has been entered but not loaded to iPROMise. 
P – Record has been loaded to iPROMise. 
E – An attempt to load the record to the iPROMise site has been made but the 
record was rejected and placed on an exceptions file.  

 
In the Locate Award Record field, enter the value for the search criteria being used. Then select 
the criteria and click the Search button. For example, if a program number search is being 
performed, the program number (format xxxxx) should be entered in the Locate Award Record 
field and by Program Number selected from the drop down box. Click the Search button to 
perform search. The following Selected Records page would be returned. 
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NOTE:  If a system number is in the Set System Number when search criteria are entered, the 
search will only select records meeting the criteria for that system number. If a search is desired 
to select all awards for a particular criteria (e.g. all N statuses), the system number must be 
cleared from the Set System Number by clicking the Reset Form link. Search criteria can then 
be entered as described above. 
 
Fields on this page include: 
 

 
 
Name – Borrower name. 
System/Program – System number with corresponding program number for the record. 
SSN – Borrower SSN. 
Award Year/Link – The award year entered for the record. Clicking this link will display the 
input pages so that corrections can be made to award entries. See following NOTE.  Once input 
pages are displayed, the user can correct or add information for the record and update using the 
same process as followed for initial entry of the award. 
  
NOTE:  Records with a status of E or P are not updateable using the award entry application. 
Award information for these statuses is ‘view only’. For this reason, schools should continue to 
submit corrections from exception files either by keying them using the award entry application 
or submitting an award file. 
 
Status – The award record status. 
Status Date – The date that the status was created.  
Delete – This box is used to delete ‘N’ status awards if needed. The checkbox should be checked 
for each award record to be deleted and then click the delete button at the bottom of the page. 
Deleted records cannot be recovered. 

 

 

Based on current award entry volumes using this fea ture of iPROMise 
customer access, records will be loaded to the iPROMise  site automatically at 
2:00 pm each business day. 
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iPROMise File Layout  
 
 

1. Borrower Name (30) 
2. Borrower Address Line 1 (25) 
3. Borrower Address Line 2  (25) 
4. Borrower City (15) 
5. Borrower State (2) 
6. Borrower Zip (9) 
7. Borrower Phone (10) 
8. Borrower SSN (9) 
9. Total Award Amount (9) – $1000.00 will be 000100000. 
10.  Award Year (4) – YYYY 
11.  Registered Date (8) – YYYYMMDD or No 
12.  Entrance Counseling Date (8) – YYYYMMDD or No 
13.  Loan Interview Date (8) – YYYYMMDD or No 
14.  MPN Status – Values = ‘Incomplete’, ‘Mailed’, ‘E-signed’, ‘Wet-sign’, ‘Declined’. 
15.  MPN Date (8) – YYYYMMDD or No 
16.  TLID Status – Values = ‘Incomplete’, ‘Mailed’, ‘Accepted’, ‘Declined’ 
17.  TLID Date – YYYYMMDD or No 
18.  Program Number (5) 

  
 
 
 
 
 


