Customer Access to
IPROMiseDocuments
through System 3

System3i

» Forms » Reports » Applications  » Publications  » Help

Borrower Search s

File Transfer »

Search For Borrower. Select Search Type.

|b}..r Barrower Number/RAAN M [Nex‘[]
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To access the customer portionPIROMiseg log into Systemi3and from theBorrower Search
page click theApplications tab and selegPROMisefrom the drop down menu.

System3i

» Forms » Reports » Applications  » Publications  » Help

Borrower Search passdss

Search For Borrower. Select Search Type.

test in test ¥ Log Out

File Transfer »

|by Baorrower Number/RAAN Iil ’Next]

Copyright ©2004 Campus Partners. All rights resarved

TheiPROMiseBorrower Searchpage will be displayed.

iPromise Customer Access

»Borrower Search  »Reporting  » Award Data Entry »Back to System 3i
iPromise Borrower Search ¥ Log Out

Name:

“Last Name:

First Name: Middle Initial:

or

Social Security Number;

Optional

System Number: All System Numbers
Program Number: All Pragram Numbers '

Copyright @2004 Campus Partners. All rights reserved

This page can be used to search for a record that has been loaded and the boredweagtas
registered on thE?PROMisesite. After entering search criteria, click thearchbutton at the
bottom of the page.
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TheiPROMiseBorrower Searchscreen is displayed listing the borrower you selected. If the
borrower is not found, a message will be displayed that stétescord found, please change
your search criteria.’

iPromise Customer Access

»Borrower Search  »Reporting  » Award Data Entry »+Back to System 3i

iPROMise Borrower Search » Log Out

iPROMise Borrower Search

Your search returned the following observations. Click on the Borrower Name or Award Year link to display award(s)
detail or to update the status of a mailed document to Wet Signed. To view a document, click on the link located in the
column of the document vou wish to view. The document will be opened in a separate window and can be printed at that
time. If the document does not apply to the student. the column will display N/A_ If the section has not been completed. the
column will display Tncomplete’.

Borrower Name Award Year Entrance Counseling Loan Interview  MPN TLID

SSN Registered Date Status/Date Status/Date Status/Date Status/Datel
Address Program Number
BORROWER. JOHN 2008 Incomplete Incomplete Incomplete  Incomplete
110-11-1113 05/08/2007
1215 THIRD STREET 03821
WINSTON SALEM , NC27103
2008 Incomplets Incomplete Incomplete  Incomplets
05/08/2007
04530
2007 Completed Completed Mailed Mailed
05/08/2007 06/01/2007 06/01/2007  06/01/2007 06/01/2007
04530

NOTE - N/A values mean that the customer has not selected this portPRO@Misefor their
borrowers or that the section was not loaded for this borrower (e.g. Borrowengsagnulti-
year note one year should not have an MPN to sign the next year. Therefore, the MiPRwvil
as N/A for all years after the original signing of the note).

To perform another borrower search, click New Searchbutton located at the bottom of this
screen.

Documents displayed on this screen with underlined statuses (e.qg. E-Signgaletedetc.) can
be viewed by clicking on the link. Documents will open in a separate window and can bd.print
Declineddocuments will not be viewable.

To view the award detail for a borrower, click the borrower name AnKkPROMiseBorrower
Detail page will be displayed with the specific amounts for each award year for tbevenrio
view the award detail for a particular award yealy, click the_award year link

When either link is clicked, th®ROMiseBorrower Search-Detail page will be displayed.

iIPROMise — Page 45



iPromise Customer Access

*Borrower Search  »Reporting  » Award Data Entry »Back to System 3i

iPROMise Borrower Search » Log Out

iPROMise Borrower Search —— Detail

To view documents for a student, click on the link under the document heading. If the document does not apply to the student
W/A" will be under the document heading name. If the document is incomplete the heading will be labeled Incomplete’. To

update a document to wet signed copy received. click the "Y" under the cohumn Wet Signed and then click the 'Update' button
below. To update the Received status of the mailed TLID click the 'Y" in the 'Received' colunn of the TLID heading. Updating]
the status of an MPN to Wet Signed automaticallv updates the status of the TLID to Accepted if it exists for the record.

Borrower Name Award Year Loan Interview MPN TLID

SSN Total Award Amt Spring Summer  Fall Winter Wet Signed Received
Address Program Number
BORROWER, JOHN 2007 Completed Mailed Mailed
110-11-1113 $3.900.00 $1,400.00  $0.00 §1,230.00 S1,250.00 OY @N OY @N]
1215 THIRD STREET 04530

WINSTON SALEM | NC27103

MNew Search ] l Print ] [ Previous ] [ Update

This page displays award amount(s)$@ring, Summer, Fall andWinter. Documents can also
be viewed as described above oniBlROMiseBorrower Searchpage.

To update a mailed document to Wet Signed, click ‘Y’ undeMéaiged link under the MPN
column and click th&pdate button located at the bottom of the page. The TLID will
automatically be updated Axcepted

If only the TLID document exists for the award record, then click *Y’ under thatmoheading
and theUpdate button to change the statusAocepted Wet-signed or accepted documents can
be viewed by clicking either the ‘Wet-signed’ or ‘Accepted’ links.

NOTE: Updating the status from Mailéd Wet-signedr Acceptedwill simultaneously update
the link on thePROM isesite.

TheNew Searchwill display a blankPROMiseBorrower Searchpage and th@revious
button will display the previous page that the user viewed Pfime page will print the
displayed Web page.

IPROMiseReporting
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To access available reporting options, clickReporting tab from theBorrower Search page.
Click the desired report from the drop down menireport Descriptionsmenu item is
available that briefly describes each report. A detailed field descriptiomsinddtions for
running for each report is provided below.

iPromise Customer Access

*Borrower Search * Reporting » Award Data Entry »Back to System 3i

. . Status Report
¥ Log Out
IPFOmISE BO Unregistered Report
Entrance Mot Complete Report

iPromise Borrower ! Report Descriptions

Status Report

This report lists the status of the borrower's progress in the entrance counsaléss pin order
to appear on a status report, the borrower must daeastregistered on the site.

iPromise Customer Access

»Borrower Search  »Reporting  » Award Data Entry »Back to System 3i
iPROMise Reporting -- Status » Log Out
Report Criteria: Select all that apply.

System Number: All System Numbers

Program Number: All Program Numbers

Award Year: All Award Years

Date Range: To

Or

Cumulative Award Information: O

Sort Criteria: By SSN .

Save Report Criteria: O

[ Run Report ] [ Saved Criteria

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

iPromise Customer Access

»Borrower Search  »Reporting  » Award Data Entry »Back to System 3i
iPROMise Reporting -- Status » Log Out

iPROMise Reporting -- Status

iPROMise Status Report

Cumulative Award Information Asof 05052007

Borrower Name SN Total Award Award Year Entrance Counseling MPN TLID
Address Phone No. Amount Registered Loan Interview Status/Date Status/Date

Demo University (00006-Federal Perkins

Incomplete Incomplete

I New Report I[ Saved Criteria ]

[ Save As HF‘DF(Adohe] [V]

TheNew Reportbutton will display the report criteria page and new criteria can becerie
create another report. TReint button will print the Web page. Tt&aved Criteria button will
display all status reports that have been saved usirptreReport Criteria selection.

Status Reports may be saved as various file types usigatleeAsbutton located at the bottom
of this page.

Unregistered Report

This report lists borrowers that have been loaded to the site but have not registeged. Af
selecting report and sort criteria, click fRen Report button to create the report.
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»Borrower Search  » Reporting  » Award Data Entry

iIPROMise Reporting -- Unregistered

iPROMise Reporting -- Unregistered

»Back to System 3i

¥ Log Out

Report Criteria: Select all that apply.

System Mumber: |AII System Mumbers M

Program Number: |AII Program Numbers M

All Award Years

Award Year:

Sort Criteria: By S5M
Save Report Criteria; O

’ Run Report ” Saved Criteria

iPromise Customer Access

»Borrower Search  »Reporting  » Award Data Entry

iPROMise Reporting -- Unregistered

iPROMise Reporting - Unregistered

»Back to System 3i

¥ Log Out

iPROMise Unregistered Report As 0f06/012007
Borrower Name 88N Total Award  Award Year
Address Phone No. Amount

§1.00000 2006

[ New Report I[ Saved Criteria I

[ save As |[POF(Adobe) [¥]

Copyright @2004 Campus Partners

All rights ressrved

TheNew Reportbutton will display the report criteria page and new criteria can becenie
create another report. TReint button will print the Web page. Ti®aved Criteria button will
display all Unregistered Reports that have been saved usiSgWleeReport Criteria selection.
See theéSaved 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 oarisel
includes registered and unregistered borrowers. Reports can be sorted basedeststbkthe

user.

iPromise Customer Access

» Borrower Search » Award Data Entry

IPROMise Reporting -- Entrance Not Complete

» Reporting

»Back to System 3i

» Log Out

Report Criteria: Select all that apply.

System Number: |AII System Numbers Iil
Program Mumber: |AII Program Numbers M
Award Year: All Award Years
Sort Criteria: By 55N
Save Report Criteria: O
’ Run Report ] [ Saved Criteria ]

After selecting report and sort criteria, click Ren Report button to create the report.

TheNew Reportbutton will display the report criteria page and new criteria can becerie
create another report. TReint button will print the Web page. Tt&aved Criteria button will
display all Entrance Not Complete Reports that have been saved usBaythReport Criteria

selection.

IPROMise — Page 50



Saved Criteria

TheSaved Criteria feature allows the user to view and easily rerun saved reports. You can save

any report by checking tHeave Report Criteriabox from the report criteria and sort options
screen.

iPROMise Reporting -- Status

Report Criteria: Select all that apply.

System Number:; | 0oooe kl
Program Number: | 00006 &]
Award Year: Al Award Years

Date Range: To

Or

Cumulative Award Information:

Sort Criteria:

Save Report Criteria:

[ Run Report ] [ Saved Criteria ]

To view saved reports, click ti@&aved Criteria button. TheReport Log page will be displayed.

iPromise Customer Access

»Borrower Search  * Reporting  » Award Data Entry

»Back to System 3i
iPROMise Report Log -- Status » Log Out

iPROMise Report Log -- Status

D Svstem Number Program Number Award Year Date Range/ Sort
Report Style
Bpt =355 00006 00006 All Award Years Cumulative By Name
Rpt 2350 00006 All Program Numbers All Award Years Cumulative By SSN

NOTE: Reports will be listed based on the report type from whiclstheed Criteria button
was selected. For example, if tBaved Criteriabutton 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 displayedsorednisare:

ID — The report number assigned by the site for the report. An ID will be assgobdime a
new report is run and tHgave Criteria button is selected.

System Number —The system number selected for the report. If a specific system numioeér is
selected as a part of the report criteria, ‘All System Numbers' williggayed.

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 Numbékfe displayed.

Award Year — The award year selected for the report. If an award year is not dedschepart
of the report criteria, ‘All Award Years* will be displayed.

Date Rage/Report Style 4 a date range was selected for this field for the report criteria then
the date range will be shown. If a cumulative report was selecte@uthalative will be
displayed for this field.

Sort — The sort criteria selected for the report.

To select a saved report, click the number undeildhslumn The report criteria and sort
options screen for that report type will be displayed with the previously sklegtert criteria.
Changes can be made to the criteria if desired. If no changes to the riépat &re necessary,
click theRun Report button. The report will be saved under the exiskegort ID. If changes
are made and thieave Criteriais checked, the new criteria for the report will be saved and
replace the previously selected criteria under the $BmaAt this time, saved reports will remain
on the saved criteria lists indefinitely.

Save As

TheSave Asfeature allows the user to save reports in various formats. Available fanoiaide
PDF (Adobe), Comma Separated, Rich Text, and Excel.

iPROMise Status Report

4

Cumulative Award Information Asof 0607200

Borrower Name 88N Total Award Award Year Entrance Counseling MEN TLID
Address Phone No. Amount Registered Loan Interview Status/Date Status/D

5 1.000.00 20046 06/03/2007 Incomplete Incomple

[ New Report ][F‘rint][ Saved Criteria ]

PDF(Adobe)
PDF(Adobe)
Comma Separated
Rich Text

Excel

Copyright 82004 Campus Partners. All rights resaived
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PDF and Rich Text can be used to save and print report copies in reader friendly &aua
alternative to printing the Web page presented at the time the report is run.

Comma Separated formats can easily be uploaded to financial aid systéna toagking
status changes in the counseling process. The layout for this file can be found 6 paties
documentation.

NOTE: The “Comma Separated” file takes the place of the Status Report fileishatners
currently receive. It has been enhanced to include additional fields basedanerugquests.

To save a report, select one of the formats from the drop down menu, then cBek/¢has
button. A file download prompt will be displayed.

File Download l

Do you want to open or save this file?

}xi j Mame: iPROMiseStatusReport.csy
£

Type: Microsoft Office Excel Comma Separated Yalues Fi...
From: 10.171.216.166

Open ] [ Save ] [ Cancel

harm your computer. IF pou do not brust the source, do not open or

~ ; | Wwhile files from the Internet can be uzeful, zome files can potentially
b save this file. What's the risk?

Click Openand the file will open in the format as specified in the ‘Tyiped under the ‘File’
name. The&avebuttonwill begin the prompts for saving a file to a desktop.

Save As @@

Sawvein | ) Saved Reportz | ."") ¥ E'.

)
by Fecent
Documents

Dezktop

<7

My Documents

48
y Computer

“:_!} File name: iF'F!DMis,aS tatusHepor_t.c_sv V_
by Wetwork,

Places Save &s bype: | Microsoft Office Excel Comma Separated Yalug| s

The extension for a Comma Separated file can be changed from .csv to .txtadikatreat 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 Entryptalbeld on the
iIPROMiseBorrower Searchpage.

iPromise Customer Access

»Borrower Search » Reporting » Award Data Entry »Back to System 3i
iPromise Borrower Search » Log Out
Name:

“Last Name:

First Name: Middle Initial:
Or

Social Security Number:

Optional

System Number: All System Numbers
Program Number: All Program Numbers

Copyright ©2004 Campus Partners. Al rights reserved

TheiPROMiseAward Data Entry-Step 1 page will be displayed.

iPromise Customer Access

»Borrower Search  *Reporting  » Award Data Entry »Back to System 3i
iPromise Award Data Entry » Log Out
Messages: Your security settings require an input system number OR search criteria.
Locate Award Record | by SSN [v] [ Search ]

* Set Svstem Number 00000 NewSystemNumber

* Last Name * First Name MI * SSN|

Address

=

= City * State * Zip Code Phone No.

|P\ease Pick a State lv] H ( )

Driver's License Number Driver's License State| Pleaze Pick a State [+l
B * Date of Bith Janvary _[v] 01 [v] [ 2004 [+]
* Indicates Required Field

NOTE: Security for this portion of customer access is connected to the users Sy/$eat |

the system number level. For internal users, the first page will displ@gsage as shown in the
screen print above. An internal user will be required to enter a system nuntbeffield

before entering award records. An external user will have the appragysaden number already
displayed. Both internal and external users will have the capability ofrensavards for all

program numbers that use iIFROMisesite for a system number entered or pre-populated in the
Set System Numbefield.
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To begin entering award information, enter the system number (if requiredjcanNew
System Number.TheNew System Numbeibutton will become &eset Formlink as shown
below.

NOTE: Clicking the Reset Foriiink 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 recoeded.ent

*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 notificationbevient to
the borrower)

*Date of Birth — Borrower Date of Birth.

*Indicates a required field

The Cancelbutton will clear data entered and return a blank page displayiagsaction
cancelled’in the message area at the top of the page.

Data can be updated by clicking theep 1 button.
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TheiPROMiseAward Data Entry — Step 2page will be displayed.

All data entry fields on this page are described below. Field nantetiga must be entered for
each record.

* University Campus Name —Must be entered with the initial award record. If subsequent
records are entered for teamesystem 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 11l Program Number — The program number selection will contain all program
numbers that are usingROMisefor a system number.

Fund Number

*Interest Rate

*Grace Months —Must be enteretbr 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 entetiequl 1

*Borrower Flag—Values areNew 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 Cancelbutton will clear data entered and return a blank page displayiagsaction
cancelled’in the message area at the top of the page.

The Previousbutton will displayStep lagain.

Data can be updated by clicking theep 2button TheiPROMiseAward Data Entry-Step 3
page will be displayed.

Not all entry fields on this page are required. However, at least one award anmoluthat@if
single year note) must be entered. If no dates or amounts are entered, a NEHsQUEE
must supply at least one Award Date and corresponding Award Amountwill 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 Cancelbutton will clear data entered and return a blank page displayiagsaction
cancelled’in the message area at the top of the page.
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ThePreviousbutton will displayStep 2page

Data can be updated by clicking theep 3button. At this time, theStep 1page will be
displayed withAward Record has been created successfulldisplayed in the Messages
section of the page. The system number should still be iArdeessing System Numbefield.
More records can be entered for this same system number, or a new system naibpéer ca
entered by clicking the Reset Folimk and entering the new system number.

Search Function

Award information entered using this application can be searched usi8gahshbutton

located on th&tep 1page. A search can be performed by SSN, School Name, Program Number,
or Status.

NOTE: Record statuses for awards loadedPROMisefrom ftp or file transfeare not stored
in the Award Entry portion aPROMisecustomer access.

Search criteria descriptions.

SSN- Borrower SSN.
School Name- The school name.
Program Number — The school’s program number.
Status— This award record status. Values are:
N — Record has been entered but not load#adR®Mise
P — Record has been loadedR&ROMise
E — An attempt to load the record to iIRROMisesite has been made but the
record was rejected and placed on an exceptions file.

PwpnPE

In theLocate Award Recordfield, enter the value for the search criteria being used. Then select
the criteria and click th8earchbutton. For example, if a program number search is being
performed, the program number (format xxxxx) should be entered irotae Award Record

field andby Program Number selected from the drop down box. Click Bearchbutton to

perform search. The followin§electedRecordspage would be returned.
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NOTE: If a system number is in ti&et System Numbekrvhen search criteria are entered, the
search will only select records meeting the criteria for that systenber. If a search is desired
to select all awards for a particular criteria (e.g. all N sésishe system number must be
cleared from th&et System Numbeby clicking the Reset Fortnk. 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 foN@igg Once input
pages are displayed, the user can correct or add information for the record andisipdatee
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 entryiapplicat
Award information for these statuses is ‘view only’. For this reason, schools slootiloue to
submit corrections from exception files either by keying them using thedaantry 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 gé the pa
Deleted records cannot be recovered

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

iPROMiseFile Layout

Borrower Name (30)

Borrower Address Line 1 (25)

Borrower Address Line 2 (25)

Borrower City (15)

Borrower State (2)

Borrower Zip (9)

Borrower Phone (10)

Borrower SSN (9)

Total Award Amount (9) — $1000.00 will be 000100000.

. Award Year (4) - YYYY

. Registered Date (8) — YYYYMMDD or No

. Entrance Counseling Date (8) — YYYYMMDD or No

. Loan Interview Date (8) — YYYYMMDD or No

. MPN Status — Values = ‘Incomplete’, ‘Mailed’, ‘E-signed’, ‘Wet-sigieclined'.
. MPN Date (8) — YYYYMMDD or No

. TLID Status — Values = ‘Incomplete’, ‘Mailed’, ‘Accepted’, ‘Declined’

. TLID Date — YYYYMMDD or No

. Program Number (5)
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