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Disbursement rosters inform schools of all the loan disbursements being issued to them by Sallie Mae®. 

 

 
 
 
 

How to retrieve disbursement rosters: 
 
1. Do one of the following: 

• Hover your cursor over the Inquiry/Reporting option on the Menu Bar of any OpenNet® Web Loan Delivery page, 
and then click on Disbursement Rosters. 

• On the Originations tab of the School Home Page, click the Filter link on the Disbursement Rosters tile. 

SHORTCUT: To bypass the selection step and go directly to a list of rosters dated five days in the past through five days in 
the future, click on the View Results or Export links on the Disbursement Rosters tile instead of the Filter link. 

 

 
 

The Roster Selection page displays. 

 

(Continued on the next page) 

  

Retrieve Disbursement Rosters 

Click on Disbursement Rosters or 
the Filter link to define selection 
criteria before retrieving a roster 
list. 

 

Disbursement Rosters Overview 

Click the View Results link to go 
directly to a roster list for a pre-
defined date range. 
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2. Select the filter criteria appropriate for the disbursement rosters you want to retrieve. 

3. Click the Submit button. The Disbursement Roster List page displays. 
 

 
The following sections cover the three functions that can be performed using the buttons displayed next to each roster in 
the list: 

 

Select your desired 
filter criteria and click 
the Submit button. 

Use these buttons to perform 
the three roster functions. 
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Details View the disbursement roster details 

Summary View the disbursement roster summary 

Export Export the contents of the disbursement roster to a file on your local computer 

 

 

 

 

How to view the disbursement roster details: 
 

1. On the Disbursement Roster List page, click the Details button. 

The Disbursement Roster Report page displays. 

 

 
 

The values displayed under the Disb Indct column header are as follows: 

F Original First Disbursement of Loan 

R Reissued Disbursement 

A Authorized for Reinstatement 

2. To access a printable version of the roster and associated summary, click the Print Roster Report and Summary link. 

A popup dialog box appears with a printer-friendly view of the report. 

 

 

(Continued on the next page) 

  

Click on Print Roster Report 
and Summary to access a 
printer-friendly view of the 
report. 

View the Disbursement Roster Details 
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The Disbursement Roster Report and Summary displays. 

 

 
 

3. Use the print option on your web browser to print the report. 
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How to view the disbursement roster summary: 
 

1. On the Disbursement Roster List page, click the View summary button. 

The Disbursement Roster Report Summary page displays. 

 

 
 

 

  

View the Disbursement Roster Summary 
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1. On the Disbursement Roster List page, click the Export button. 

The Export to File page displays. 

NOTE: The same export functionality is provided by clicking the Export to File link on either the Disbursement Roster 
Report page or Disbursement Roster Report Summary page. Other types of OpenNet inquiries also support this 
functionality. 

 

  
 

2. Add and arrange the data fields (columns) to be exported using the available functionality. 

3. Select the format of the exported file using the Export Format drop-down list. 

4. Click the Export button. 

Your browser displays a series of dialog boxes and prompts to let you view or save the file. 

NOTE: The downloaded disbursement roster will contain only information from the Disbursement Roster Report page. It 
will not contain information from the Disbursement Roster Report Summary page. 

Export a Disbursement Roster 

Select the format of the 
exported file using the Export 
Format drop-down list. 

Add and arrange the data fields 
(columns) to be exported. 

Click the Export button. 


