| / Mobius View™ Quick Reference: Download Report

How to download reports into Excel format:

1. The list of available reports will be displayed. Select the report your wish to view and download.

Reports > Content Classes

Browse

L)

P

o
(¥

ac Refresh

O | [ Jumptofolder

Dizplaying 15 of 15

B LFH25 B LFH33 LFH34
SINGLE DEPOSIT DISBURSEMENT REGISTER DAILY SCHOOL AUTO-DEBIT REFGRT DAILY EXCESS DISBURSEMENT REGISTER
B LFH67 B LFHB4 LFHEM
TRANSACTIONS FENDING FUNDING REPORT DISBEURSEMENT REGISTER REPORT RELEASE 4 OUTSTANDING CHECKS REFORT
B LFHCS BB LFHCT LFHCF
LFM DISBURSEMENTS ON HOLD REFPORT ORT SCHOOL AUTO-DEBIT NOTIFICATION REPORT
BB UFLD040201 Select your report from LUPAWCY0401
DISBURSEMENTS AT RISK DUE TO DELINQUENCY the available list. RT SCHOOL PORTFOLIO DETAIL REFORT
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2.

3.

Reports > ContentClasses > UFLD040207

Open the report folder by selecting the date.

Browse

& ~
5]

Refresh

Jump to YYYYMMDDhhmmss

Displaying 200 hems, mare-itams st

BB Apr 14,2022 12:00:00 AM

BB Apr8,2022 12:00:00 AM

BB Apr4,2022 12:00:00 AM

B Mar 29,2022 12:00:00 AM

B Mar 23,2022 12:00:00 AM

B Mar 17,2022 12:00:00 AM

B Mar 11,2022 12:00:00 AM

B Mar8, 2022 12:00:00 AM

B Mar2,2022 12:00:00 AM

BB Feb 24,2022 12:00:00 AM

Select the desired date
and click to open.

BB Apr13,2022 12:00:00 AM

B Apr7,2022 12:00:00 AM

BB Apr1,2022 12:00:00 AM

BB Mar 28,2022 12:00:00 AM

B Mar 22,2022 12:00:00 AM

B Mar 16,2022 12:00:00 AM

B Mar 10,2022 12:00:00 AM

B Mar7,2022 12:00:00 AM

B Mar1,2022 12:00:00 AM

BB Feb 23 2022 12:00:00 AM

Apr 12,2022 12:00:00 AM

Apr 6,2022 12:00:00 AM

Mar 31,2022 12:00:00 AM

Mar 25, 2022 12:00:00 AM

Mar 21,2022 12:00:00 AM

Mar 15, 2022 12:00:00 AM

Mar 9,2022 12:00:00 AM

Mar 4, 2022 12:00:00 AM

Feb 28, 2022 12:00:00 AM

Feb 22,2022 12:00:00 AM

Apr 11,2022 12:00:00 AM

Apr 95,2022 12:00:00 AM

Mar 30, 2022 12:00:00 AM

Mar 24, 2022 12:00:00 AM

Mar 18, 2022 12:00:00 AM

Mar 14, 2022 12:00:00 AM

Mar 8, 2022 12:00:01 AM

Mar 3, 2022 12:00:00 AM

Feb 25, 2022 12:00:00 AM

Feb 21,2022 12:00:00 AM

The contents of the report will display in the right pane for viewing. The folder will be empty if there is no data to
populate the report on that given day.

Reports > Reports > UFLDO40201 > Mar 17,2022 120000 AM
Browse 000000-0000 [P
[}
X ) [ Q, Find in Document
Download  Print ~ Extract
4
"001401-0000 "DISB DATE "FIRST "PROGRAM"PROD CD"LOAN #"DISB AMT  "PENDED"HOLD ]
[m] Jump to document "001401-0000 "03/17/2021"555555555"CLARK "ZARIAH "A "XS "PP 4 — 650.00"Y "N
"001401-0000 "03/17/2021"555555555"CLARK "ZARIAH "A "XS "PR - 425.00"Y "N
Displajing 1 of 1

O [@ o0o0000-0000

(Continued on the next page)
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4. To download the report, hover your curser over the school code in left display panel then select the ellipsis ...

Reports > Reports > UFLD040201 > Mar 17,2022 120000 AM

Browse 000000-0000 e

[}
X ) [ Q, Find in Document

Download ~ Print  Extract

[
"001401-0000 “DISB DATE "SSN "LAST "FIRST "MI"PROGRAM"PROD CD"LOAN #"DISB AMT "PENDED"HOLD
[m] . Jump to document ‘ "001401-0000 "03/17/2021"555555555" CLARK. "ZARIAH "B "XS "PP “ W 650.00"Y "N
"001401-0000 "03/17/2021" 555555555"CLARK "ZARIAH "A "XS "PP ! ut 425.00"Y "N

Displaying 1 of 1

0 B 0000000000 = Q@

5. Select Extract. This will open to display the extract Policy.

Reports > Reports » UFLD040201 » Mar 17,2022 12:00:00 AM

Browse 000000-0000 RPN

[
¥ ) [ Q, Find in Document

Download  Print  Extract

F
"001401-0000 "DISB DATE "SSN "FIRST "PROGRAM"PROD CD"LOAN #"DISE AMT "PENDED"HOLD Ff
(m] ’ | Jump to document ‘ "001401-0000 "03/17/2022"555555555 "ZARTAH &) "PP - ! 650.00"Y "N
"001401-0000 "03/17/2022"555555555 "CLARK "ZARTAH "h "X§ "PP bt ! 425.00"Y "N

Displaying 1 of 1

‘ 0 B 0000000000 @8-

¥ Download

7 bl G Select Extract

(Continued on the next page)
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€) MOBIUS
L3
= Reports > Reports > UFLD040201 » Mar17,2022 1200:00AM > Policies
Browse

001401-0000
® & h 4 =] 4
Create Policy Import Policy
&

Download ~ Print

070X
Extract

[m] [ [ Jumptoitem

Q Find in Document
"001401-0000 "DISB DATE "SSN "LAST "FIRST "MI"PROGRAM"PROD CD"LOAN #"DISB AMT  "PENDED"HOLD f|
"001401-0000 "03/17/2022"555555555. "ZARIRH A "3 "pp o " 650.00"Y "y
"001401-0000 "03/17/2022"555555555"CLARK. "ZARIAH "B "XS "PP i ut
Displaying 1 of 1
B UFLD040201
Shared Polcy

425.00" "N

6. Select the Shared Policy.

Reports > Reports > UFLD040201 > Mar17,2022 12.00:00 AM > Policies > UFLD04020
=]

UFLD040201
2
o
Export e
F

Select Export

Extract from document class UFLD040201 in | Mar 17,2022 12:00:00 AM v | And 001401-0000 v | with | UFLDO40201 v
When or Advanced
Title SCHOOL_ID DISB_DATE SSN LAST_NAME FIRST_NAME
2 000000-0000 - Page 1 000000-0000 03/17/2022 555-55-5555 CLARK ZARIAH
2 000000-0000 - Page 1 000000-0000 03/17/2022 555-55-5555

CLARK ZARIAH

7.

Report detail displays. Select Export to save the report into Excel.

(Continued on the next page)
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Export 0X
Data is extracted from "000000-0000" with policy “UFLD040201"
Download will contain 1 item.

UFLD040201

Page Range: | 1-1

Options IS

Download File Name

Export_20220322132111 J
[ Exclude Column Headers Select the
[ Include Hidden Fields e export
€ DontZzIP Export file 1
a i options
Output Format

csv v

Select Export

v

8. An Export window displays. Unselect the check the box for Exclude Column Headers and select the check box for Don’t
Zip Export File. Select Export.

Reports > Reports > UFLD040201 > Mar17,2022 12:00:00 AM > Policies > UFLD040201

UFLD040201
i)
port
&
Extract from document class UFLD040201 in | Mar 17,2022 12:00:00 AM w ‘ And ‘ 000000-0000 v | With | UFLD040201 v

When Add Basic Condition or Advanced
Run Extraction

Title SCHOOL_ID DISB_DATE SSN LAST_NAME FIRST_NAME

@ 001401-0000 - Page 1 001401-0000 03/17/2022 555-55-5555 CLARK ZARIAH

@ 001401-0000 - Page 1 001401-0000 03/17/2022 555-55-5555 CLARK ZARIAH
Select Open

e

Select Open to automatically open the report in Excel.

B Export 202203251..csv A

1 SCHOOL_ID DISB_DATE SSN LAST_NAME FIRST_NAME MI PROG_CODE PROD_CODE LOAN_NUM DISB_AMT PENDED HOLD_FLAG ENROLL_BEGIN_DT ENROLL END_DT DAYS_DLQT TTL_DLQT_AMT FORB FORB_END_DATE
2 /000000-0000 3/17/2022 555-555-5555 CLARK ZARIAH A XS PP 650 Y N 7/15/2020 6/15/2021 68 7
3 000000-0000 3/17/2022 555-555-5556 CLARK ZARIAH A XS PP 425 Y N 7/15/2020 6/15/2021 68 75

9. Once the report results display in Excel you can save or print the information.
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How to download reports into Text and PDF formats:
1. Once you have the report opened, select the Download from the menu bar.

(’ MOBIUS

Browse 000000-0000

Reports = UFLDO40201 == Nov 27, 2018 12:00:00 AM Reports = Reports == UFLDO40201 == Nov 27,
* a = 4 Select Download
Favorite Collect Print Download

000000-0000 "DISB DETE "SSN "LAST "EIRST "MI"PROGRAM"PROD CDTLOAN $7DISB AMT  "PENDED"HOLD FLAG'ENROLL BEG =
"000000-0000 "02/04/20197000000000"KIM "FOYCE " "XS "EP = = 9362.00" "N "09/06/2018

D Filter documents

2. The Download menu displays. Select More for additional options

Download 0 x

The Downdoad will contain 1 ftem.

1 000000-0000
Page Range:

1-1

Options

Download File Mame
Download_20181129082050

Download Format

Default v

Select More =2

[ —
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W

Download

The Download will contain 1 item.
000000-0000
Page Range:
1-1

Options ~

Download File Mame
Download_20181129082050

Dowrnload Text Document as

TEXT W

Download POF and Text documents as a single file

Den't ZIP Single files

Select the document type (Text or PDF) in the Download Text Document as dropdown box.
Select the check boxes for Download PDF and Text Documents in one file and Don’t Zip Single Files.
Select the Download button.

(’ MOBIUS

Browse 003409-0000
Reports — Reports — UFLD040201 — Nov 27, 2018 12:00:00 AM Reports — Reports — UFLD040201 — Nov 27, 2018 12:00:00 AM

* B a8

Favorite Collect Print  iDownload!

Q Find in Document

"000000-0000 *"DISB DATE "SSN ~1A5T "MI"EROGRAM"PROD CD"LOAN #"DISE AMI  "BENDED"HOLD FLAG"ENROLL BEG -
2 "02/04/20L KIN "M XS 2 = o 9962.00" "N "09/06/2018

D Filter documents

[Z) 000000-0000

What do you want to do with Download_20181127101222.TXT (376
bytes)?
From: reports.salliemae.com

Select Save or Save As from the download dialog box.
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A || ThisPC » Desktop v & | searchELMPCF » Yo ‘ = ¥ A
Organize ~  New folder B v
o WebReview201 ~  Name Date moified Type size
No items match your search.
Bo1 — Nov 27,2018 12:00:00 AM
& Downloads. ¥
b Music o
LAST "EIRST “MI"PROGRAMPROD CD"LOAN #"DISB AMT  "EENDED"HOLD FLAGENROLL BEG
00000 "KM Jo¥CE "M XS EP = e 9g62.00" Bl ~08/06/2018
== Download (56
A [oownioad 20181127101222.11] !
Save as type: | Text Document (~.TXT) v
~ Hide Folders Save Cancel

Name the file and
save it in a system
folder.

What do you want to do with Download_20181127101222.TXT (376 ~
-~ e = EE <
From: reports.salliemae.com

7. Name the file and Save it into a designated system folder.




