
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

DocumentDirect  for the Internet 
Version 4.2 
Reference Guide for External Users 
 

DocumentDirect for the Internet is a registered trademark of ASG®  

® 



 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Copyright and Trademark Acknowledgements 
 

Copyright 2008 Sallie Mae, Inc. All rights reserved 

 

Without the express written consent of Sallie Mae, Inc., this material may not ð in whole or in part ð be 

used, copied, photocopied, reproduced, translated, reduced to any electronic medium or machine-readable 

form, or reproduced in any manner whatsoever. 

 

These materials are proprietary to and contain confidential trade secrets of Sallie Mae, Inc. Without the 

express written consent of Sallie Mae, Inc., the information must not ð in whole or in part ð be directly 

or indirectly disclosed in any manner whatsoever. 

 

SLM Corporation and its subsidiaries are not sponsored by or agencies of the United States of America.  

 

Trademark Acknowledgements 

 

 DocumentDirect for the Internet is a registered trademark of ASG 
®
. 

 

 Sallie Mae is a registered trademark of Sallie Mae, Inc. 
 

 All other products mentioned in this guide are the trademarks of their respective companies and 

not the marks of Sallie Mae. 

 



DocumentDirect for the Internet 
Reference Guide Version 4.2 For External Users Table of Contents 

 

Issued:   10/20/2008 Sallie Mae ï Confidential and Proprietary Page: i 
Revises: 06/23/2008 Copyright 2008 Sallie Mae, Inc. ï All Rights Reserved 

Table of Contents 
 

About DocumentDirect
®
 for the Internet .................................................................................................. 1 

Accessing DocumentDirect for the Internet .............................................................................................. 3 
Through the Sallie Mae Home Page ..................................................................................................... 5 

First Time Log-In .............................................................................................................................. 8 
After Your First Log-In................................................................................................................... 12 
Retrieving Your User ID ................................................................................................................. 14 
Resetting Your Password ................................................................................................................ 16 

Through OpenNet ............................................................................................................................... 22 
First Time Log-In ............................................................................................................................ 24 
After Your First Log-In................................................................................................................... 28 
Retrieving Your User ID ................................................................................................................. 30 
Resetting Your Password ................................................................................................................ 32 

Using DocumentDirect for the Internet .................................................................................................. 39 
Signing on to DocumentDirect for the Internet................................................................................... 41 
Setting Viewing Preferences ............................................................................................................... 45 
Locating and Opening a Report .......................................................................................................... 47 

Using the Locate Window............................................................................................................... 47 
Opening a Report from the Screen .................................................................................................. 48 

Recalling a Report ............................................................................................................................... 51 
Navigating Through a Report ............................................................................................................. 53 

Locating a Report Page ................................................................................................................... 53 
Searching for Text within a Report ................................................................................................. 54 

Printing Reports .................................................................................................................................. 57 
Printing Open Reports ..................................................................................................................... 57 
Printing Unopened Reports ............................................................................................................. 58 

Personal Folders .................................................................................................................................. 61 
Creating and Managing Personal Folders ....................................................................................... 61 
Copying Reports into Personal Folders .......................................................................................... 62 
Moving Reports between Personal Folders .................................................................................... 64 

Downloading Reports ......................................................................................................................... 67 
Downloading Open Reports ............................................................................................................ 67 
Downloading Unopened Reports .................................................................................................... 67 

Viewing Immediate Archived Reports ............................................................................................... 71 
Using the Create Table Function ........................................................................................................ 75 

Appendix ................................................................................................................................................. 81 
Icon Definitions (Enterprise View) ..................................................................................................... 81 

Document Tree Icons ...................................................................................................................... 81 
Report Icons .................................................................................................................................... 82 

 



DocumentDirect for the Internet 
Reference Guide Version 4.2 For External Users Table of Contents 

 

Page: ii Sallie Mae ï Confidential and Proprietary Issued: 10/20/2008 
 Copyright 2008 Sallie Mae, Inc. ï All Rights Reserved Revises: 06/23/2008 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

THIS PAGE IS INTENTIONALLY BLANK 
 



DocumentDirect for the Internet 
Reference Guide Version 4.2 For External Users About DocumentDirect for the Internet 

 

Issued:   10/20/2008 Sallie Mae ï Confidential and Proprietary Page:1 
Revises: 06/23/2008 Copyright 2008 Sallie Mae, Inc. ï All Rights Reserved 

About DocumentDirect® for the Internet 
DocumentDirect for the Internet (DDI) is a service offered by Sallie Mae

®
 that allows you to view reports 

online via the World Wide Web. It interfaces with ViewDirect
®
 to make it easier to view reports. If you 

already use ViewDirect and have an ID and password, you are ready to proceed. Please follow the 

instructions in this guide, and you will be on your way to a faster, more efficient way to view, print, and 

download your report information. 

 

The DDI tool is used by Schools, Lenders, Guarantors, Collection Agencies, and Servicers. DDI access 

and use information for all of these customer types is contained in this document. 
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Accessing DocumentDirect for the Internet 
DDI can be accessed in two different ways: 

 Through the Sallie Mae Home Page www.salliemae.com. 

 Through OpenNet www.opennet.salliemae.com. 

 

Note: The supported browsers are Microsoft Internet Explorer 5.5 or higher and Netscape 7.1 or higher, 

running on a Windows operating system. Various functions described in this document may differ slightly 

depending on the browser you are using. For example, if you use Netscape, the Warning - Security 

window may display when you launch DDI, open the reports, and use the search functions. If the Warning 

- Security window displays, click Yes to proceed. 

 

Note: Java Plug-in 1.4.2_11 or greater is required to access DDI. When launching DDI for the first time, 

you may be prompted to install the correct version of the Java Plug-in. You must have Admin istrative 

rights to your PC to install the Java Plug-in. If you do not have Administrative rights, please contact 

your internal technical department to arrange for the Java installation or upgrade. The Administrator will 

also have to print a test page in order for the print driver to successfully install. 

 

If you try to access DDI and do not have the required Java Plug-in, a warning message displays. 

 

 
 

Figure 1: Java Download window 

 

You can either click the Install  button and follow the instructions on the screen to install the Java Plug-in 

or click the Donôt Install button and contact your internal technical department about the Java Plug-in. 

 

Note: If Microsoft Internet Explorer is set to install ActiveX content without displaying a prompt, the 

high-resolution printing will be enabled automatically the first time you print. If Microsoft Internet 

Explorer is set to prompt you before installing ActiveX content, you must enable high-resolution printing. 

To enable high-resolution printing: 

 

1. Display an image document in DDI. 

 

2. Click the Print  button within the report toolbar. 
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3. Click the Yes button on the Security Warning pop-up window. The high-resolution printing 

function is downloaded to your computer and the selected document is printed with high 

resolution. 

 

4. Verify that high resolution printing is enabled by opening the Downloaded Program Files 

subdirectory, usually found in C:\Windows\Downloaded Program Files. If you find 

DDIPRINTCONTROL CLASS or PrintEngine Active X control v4.2 in that subdirectory, high-

resolution printing has been enabled. 

 

Note: Admin access to your computer is required to install this application. 
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Through the Sallie Mae Home Page 

To access DDI from the Sallie Mae home page: 

 

1. Open your Web browser and navigate to www.salliemae.com. 

 

The Sallie Mae home page displays. 

 

 
 

Figure 2: The Sallie Mae home page 

 

2. Click the For Schools tab as indicated by the arrow in Figure 2. 

 

The Sallie Mae For Schools page displays. 
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Figure 3: The Sallie Mae For Schools page 

 

3. Click the DocumentDirect link as indicated by the arrow in Figure 3. 

 

The DDI page displays. 
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Figure 4: The DDI page 

 

Note: You can save the DDI page as a bookmark or favorite in your Web browser. 

 

4. Click the Launch DDI 4.2 link to access DDI as indicated by the arrow in Figure 4. 

 

Note: Depending on your browser configuration, a security information message may be 

displayed. If this message is displayed, click the Yes or Always button to continue. 

 

The Log-In page displays. 
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Figure 5: Log-In page 

 

First Time Log-In 

Please Note: You must first log in to the Sallie Mae Network before you are able to sign on to DDI. The 

User ID and Password you use to log in to the Sallie Mae Network are NOT the same as those you use to 

sign on to DDI. 

 

The first time you log in to DDI you will have to complete the following steps as part of the enhanced 

security feature. After your initial log in, however, you will not have to complete these steps again. 

 

1. Type your User ID  and Password and click the Log In button. 

 

The Web Site Terms of Use page displays. 
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Figure 6: Web Site Terms of Use page 

 

2. Read the Terms and click the I Accept button. 

 

The Reset Account page displays. 

 


