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In order to access the OpenNet® Web Loan Delivery system, you must first log in. From the Log-In page, you can:
e Perform a login for first time users, which allows you to reset your account.
e Perform a subsequent login, which takes you directly to the OpenNet application.
e  Obtain your user ID, in case you have forgotten it.

e Create a new password, in case you have forgotten it.

How to log in for the first time:

1. Type the following URL into your Web browser’s Address field: https://opennet.salliemae.com.

NOTE: The same URL is used for both school and lender login.
2. Under the School log in section header on the OpenNet entry page, click the OpenNet Web Loan Delivery System link.

sallie

mae

OpenNet® | Sallie Mae's online loan delivery solution

To apply for a new loan, complete an existing application, or log in to your account please go to www.salliemae.com.

School log in Lender log in
OpeniNet Web Loan Delivery Syste OpenNet Web Loan Delivery System
Cownload Reports (Report Server) Cownload Reports (Report Server)

Click the OpenNet Web
The OpenNet Log-In page displays. Loan Delivery System link.

(Continued on the next page)
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LOG-IN

Secure Log-In Forgot user ID and for password?

Pleaze choase the option below and then click an the Continue

Type your user ID. N ) button,

User ID: ‘| ,é. Forgotuser ID

() Forgotpassword

Password:

Type your password.

Click the Log In button.

3. Type your user ID and password, and then click the Log In button.
4. The Web Site Terms of Use page displays. Read the terms and click the | Accept button.

WEE SITETERMS OF USE

Please review and accept the website's new Terms of Service displayed below in order to continue managing your account online.

Tour use of this Web Site and online services contained therein is subject to the following Terms of Service. Please read them
carefully,

1. ACCEPTAMCE OF TERMS OF SERVICE

This online service and any other computer or telephony based services (collectively, the “Service™) are provided by Sallie Mae
Bank and its subsidiaries or affiliates (collactively “we” or “Cormpany™) to the person andfor entity using the Service (“vou™ or
“vour’l under these Terms of Service (the "Terms") and any aperating rules or policies that may be published from timme to time by
Company, Together with any other written contract or written Statermment of Understanding, the Terms comprise the entire
agreerment between vou and Cormpany and supersedes all prior agreerments between the parties regarding the subjec matter
contained herein, ¥oU AGREE T READ THE TERMS CAREFULLY BEFORE USIMG THE SERWICE, Use of the Service signifies that You
have read the Terms and accept them. If You do not agree to the Terrmis, do not use the Service and any such use is unautharized,

2, DESCRIPTION OF SERVICE

The Service provides You with a capability to review, perform andfor complete certain functions related to education loans
[“Loans™).

3. USE OF THE SERWICE e
Print Web Site Terms of Use

Click the | Accept button.

(Continued on the next page)
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The Reset Account page displays.

RESET ACCOUNT

Your account needs
button retums you

ds below and click on the SUBMIT butbon to reset your account. The CANCEL
changes.

Type your new password.

Log-in Information \
all fields are required, \
"
Type your new paSSWOI’d again. Your password must be §-32 characters long and contain at least one letter and
one nurnber You rmay use any alphanurmeric or special character that can be

irectly tuped from a standard keyboard except the following: < = [ 1 {3+ 2.
2ase be aware that passwords are case-sensitive,

Type your phone number.

Re-anter your password to confirm,

?
* Telephone: ) - Ext, )

[ I have a non-U.%. phone number (not requirad)

Challenge Information Provide the answers to

the challenge questions.

The questicns below will be used to reset yo
Please select 5 different questions and praowv

if vou need to call oy

Select five challenge questions.

rmben Your answers

characters,
All fizlds are required,
DuestHon Ansvrer

== Please select challenge question 1 -------------o-omomomommomoomooo v

|ttt eteetaietatetattatet Please select challenge question 2 ------------mmmmmmmomoooooo oo |

[-mmmmmmmm e Please select challenge question 3 ----------------- oo |

[--mmmmmmmm e Please select challenge question 4 -------------ommmmmo oo T
[-mmmmmmmm Please selzct challenge question & -------------- oo |

Click the Submit button.

Use the New Password and Confirm New Password fields to set and confirm a new password.

6. Provide the phone number at which you can be contacted in the Telephone field. You may choose to enter your personal
cell phone or your office phone.

NOTE: In certain security situations, we will use your phone number to send you a Temporary Access Code.
7. Select and answer five challenge questions that are used to verify your identity in certain security situations.
8. Click the Submit button.

(Continued on the next page)
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The Account Reset page displays, confirming that the reset has been successful.

ACCOUNT RESET

Click the Continue button.

Thank wou, Your account has been reset,

Contlnue

9. lick the Continue button.
The OpenNet School Home Page displays.

Home Certifications - Inquiry/Reporting ~ Administration -

Select New Institution/User

XXX-XX-XXXX g

Need Help?
Training modules
User guides

Originations Servicing

Applications awaiting certification Account settings

View results Filter Export

Disbursement rosters

View results Filter Export School Assist®™ Representatives
are available during the
following business hours:
Monday - Friday
Search 9:00 a.m. - 6:00 p.m. ET
Phone: 844-8-ASSIST
(844-827-7478 )
International: 877-456-6221
Direct: 302-451-4912
Email Us

Application/Loan search

(Continued on the next page)
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How to log in:

1. Type the following URL into your Web browser’s Address field: https://opennet.salliemae.com.

NOTE: The same URL is used for both school and lender login.
2. Under the School log in section header on the OpenNet entry page, click the OpenNet Web Loan Delivery System link.

U

mae

OpenNet® | Sallie Mae's online loan delivery solution

To apply for a new loan, complete an existing application, or log in to your account please go to www.salliemae.com.

School log in Lender log in
OpenNet Web Loan Delivery System OpeniNet Web Loan Delivery System
Download Reports (Report Server) Download Reports (Report Server)
Click the OpenNet Web
The OpenNet Log-In page displays. Loan Delivery System link.

(Continued on the next page)
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LOG-IN

Forgot user ID and /or password?
Type your user ID. Flease choose the option below and then click on the Continue
N\ buttan,

User ID: | ‘ @ Forgot user ID

() Forgot password
Password:| ‘
Type your password.

3. Type your user ID and password and then click on the Log In button.

The OpenNet School Home Page displays.

Home Certifications - Inquiry/Reporting ~ Administration -

Select New Institution/User

XXX-XX-XXXX g

Need Help?
Training modules
User guides

Originations Servicing

Applications awaiting certification Account settings

View results Filter Export

Disbursement rosters

View results Filter Export Scheol Assist®™ Representatives
are available during the
. following business hours:
Application/Loan search Monday - Friday
Search 9:00 a.m. - 6:00 p.m. ET

Phone: 844-8-ASSIST
(844-827-7478 )
International: 877-456-6221
Direct: 302-451-4912

Email Us

(Continued on the next page)
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How to obtain your user ID:

1. Click the Forgot user ID option button on the Log-In page.

LOG-IN
Secure Log-In Forgotuser ID and for passuosd?.
Please choose the option Click the Forgot user ID tinue
buttan, .
option button.

User ID: (O] Forgot user ID

" Forgot password
Password:

Click the Continue button.

4

2. Click the Continue button.

The Forgot User ID page displays, with contact information for obtaining your user ID.

FORGOT USER ID

IF you hawe Forgotten your user 1D, please contact your institution's administrator or Sallie Mae Schoal Assisk at $44-3-A3SI5T (344-827-7478),

Click the Finish button.

3. Click the Finish button.
The Log-In page re-displays.

(Continued on the next page)
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How to create a new password:

1. Click the Forgot password option button on the Log-In page.

LOG-IN
Secure Log-In Forgotuser ID and /or password?
Pleaze choosze the aption below and then dick on the Continue
button,
User ID: ‘ ‘ (@ Forgotuser ID Click the Forgot password
() Forgotpassword option button.
Password: ‘ ‘

Click the Continue button.

2. Click the Continue button.
The Forgot Password page displays.

FORGOT PASSWORD

Please enter your user ID and email address, and then click on the SUBMIT button.

Account Informatiol I::f‘
All fields are requiredl Type your user ID. \

User ID: ‘ ‘

Email Address:

/ex: ssmith@university edul

Click the Submit button.

Type your email address.

Submit

(Continued on the next page)
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3. Type your user ID and email Address.
4. Click the Submit button.

The Answer Challenge Questions page displays.

ANSWER CHALLENGE QUESTIONS
b

To protect the security of your account, you will need to answer the questions below before entering this website.

Challenge Information

Question Answer

& Type the answers to the questions.
What was the name of the last school you attended? /

What is the last name of your favorite gradeschool teacher?
| Click the Submit button. |
\
S D

5. Answer the challenge questions.
6. Click the Submit button.

The Forgot Password Information page displays.

FORGOT PASSWORD

Thank you. A temporary password has been sent to the email address on record.

Important: This temporary password will expire in 24 hours.

When you log in with your temporary password, you'll be prompted to change your password. Please wait a few minutes to check your email.
Log in using your temporary password.

Mote: Please note that the message will come from admin@salliemae.com. If you do not receive it, please look in your spam or junk mail folder. Some spam blockers have
to be set to allow incoming messages from admin@salliemae.com to be placed in your inbox. Instructions on how to add us can be found here.

(Continued on the next page)
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m Message Developer Add-Ins

@y 1gnore x g ,2 g aMeet\ng (23 Moveto: 7 it @Rules' @MarkUnread a’tﬁ 34 Find C{
-

a To Manager - L'J ,ﬂl OneMote Categorize ~

= Related ~
&Junk - Delete | Reply R:;Ial\y Forward ?i‘? P |é°|-_j Team E-mail = M:i\re &) Actions - | ¥ Follow Up - Tranvslate L‘L?Seled:' Zoom
Delete Respond Quick Steps r Move Tags (] Editing Zoom
From: admin@salliemae. com sent Wed9/11/2013 12:1
Ta: (¥ Currer, Cathy
Cc
Subject: Your Account Information

Your temporary password is rfpaO4Nm#3

When logging in with your temporary password, you'll be prompted to change your password.
***Important: This temporary password will expire in 24 hours.***

Please do not respond to this automated message. Emails sent to this address are not monitored.

A temporary password that will let you log in and reset your account is emailed to you.
NOTE: The temporary password expires in 24 hours.

7. Return to the Log In page.

LOG-IN
Type your user ID. Forgot user ID and /or password?
Pleaze choose the option below and then click on the Continue
buttan.
User ID: ‘ | @) Forgot user ID
() Forgot password
Password: ‘ 5 |
Type your temporary

password.

Click the Log In button.
- - g

8. Type your user ID and temporary password.

9. Click the Log In button.

(Continued on the next page)

. ___ 1
Need assistance? Contact us: (855) 756-0006

Issued: 06/01/2020
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The Reset Account page displays.

RESET ACCOUNT

Your account needs to be reset. Please complete the fields below and click on the SUBMIT button to reset your account. The CANCEL
button returmn sl i ing any changes.

Type a new password.

Log-in Informaton

All fields are required. \

Type the new password again.

Your password must be 8-32 characters lang and contain at least one letter and
one nurmber You may use any alphanurneric or special character that can be
directly typed from a standard keyboard except the following: < = () {3 &
Please be aware that passwords are case-sensitive,

Confirm New Password:

Re-enter your password toa confirm,

?
# Telephone: [ 1 - Exct, .y

[} 1 have a non-U.5. phone number (not re

Provide the answers to

Select five questions. the questions.
The questions below will B2 us™d to reset your password online or to confirmn your identity if you need Call Uz Tor azziztance,
Please select 5 different question provide answers for each that you can easily remembern vou swers should have from 3 to 25
charackers,

All fields are required,

Queston Answer
. Please select challenge question 1 --------------- - oo - v
————————————————————————————————— Please select challenge question 2 ----------=---ommommmemeee - 7|
————————————————————————————————— Please select challenge question 3 ----------=----mommmmeeeee - 7 |
————————————————————————————————— Please select challenge question 4 ---------------mommmmoeeee - ¥ |

Click the Submit button.

Submlt |( Cancel

10. Type a new password.

11. Confirm the new password by re-typing it.

12. Select five challenge questions and provide answers for them.
13. Click the Submit button.

Need assistance? Contact us: (855) 756-0006 Issued: 06/01/2020
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ACCOUNT RESET

Click the Continue button.

Thank wou, ¥Your account has bean reset, /

I: Cantlnue

An Account Reset confirmation page displays, verifying that your account has been successfully reset.

14. Click the Continue button.

The Log-In page re-displays and you can log in to OpenNet using your new password.

Need assistance? Contact us: (855) 756-0006 Issued: 06/01/2020
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There are several ways you can navigate through the OpenNet® Web Loan Delivery system. Some of the ways to get around are
via the:

e Tabs, tiles, and links of the School Home Page.
e Drop-down menus of the Menu Bar.

e Search box, links, and contact information of the Right Ra

Menu Bar

v

Home Certifications - Inquiry/Reporting ~ Administration -

Select New Institution/User

XXX-XX-XXXX a

Originations Servicing
Need Help?
Training modules
User guides
&| School Home Page U
Applications awaiting certification Account settings
View results Filter Export
Disbursement rosters Right Rail
View results Filter Export School Assist™™ Representatives
are available during the
. following business hours:
Application/Loan search .
PP Monday - Friday
Search S:00 a.m. - 6:00 p.m. ET

Phone: 844-8-ASSIST
(844-827-7478 )
International: 877-456-6221
Direot: 302-451-4912

Email Us

(Continued on the next page)
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Features of the School Home Page:

The OpenNet School Home Page has two main features:

e Tabs for Originations or Servicing based tasks and activities.

e Tiles containing links to the various pages and tasks that can be performed in OpenNet.

NOTE: The Tiles and links that display on the School Home Page depend on the service components that are enabled for
your school and your level of access.

Originations Servicing <—Frl'4 Servicing Tab

yd

Originations Tab

Applications awaiting certification <€ Tile

¥iew results Filter Export

Dishursement rosters

Links to tasks

¥iew results Filter Export

Application/Loan search

Search

How to use the School Home Page:

e  Click the Originations tab to view Originations pages and perform Originations-based tasks.
e C(Click the Servicing tab to view Servicing pages and perform Servicing-based tasks.
e C(Click alink in a Tile to be taken to an OpenNet page and perform the associated activity.

e Toreturn to the School Home Page, click the Home option on the Menu Bar at the top of any page.

(Continued on the next page)

Need assistance? Contact us: (855) 756-0006 Issued: 06/01/2020
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Features of the Menu Bar:

The Menu Bar displays at the top of every page in OpenNet. The Menu Bar contains drop-down menus that you can use to
navigate to pages and tasks in OpenNet.

Certifications Inquiry/Reporting ~ File management ~ Administration

The Menu Bar includes the following options:
e Home — Navigates to the School Home Page.
e Certifications — Navigates to the Applications Awaiting Certification function.

e Inquiry/Reporting — Navigates to pages that allow you to view and/or change loan and disbursement data and to
perform reporting functions.

e File Management —Navigates to the file management system to send and receive files.
e Administration — Navigates to various pages that allow you to set up and customize OpenNet for your school and users.
NOTE: The options that display in the Menu Bar depend on the service components that are enabled for your school and your

level of access.

How to use the Menu Bar:

1. Hover your cursor over an option in the Menu Bar.

A drop-down menu displays.

(Continued on the next page)

Need assistance? Contact us: (855) 756-0006 Issued: 06/01/2020
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From within the OpenNet® Web Loan Delivery system, you can change your account security information:
e  Your password

e Your challenge information

ange Your Password

How to change your password:

1. From any page in OpenNet, click on one of the following links:

e The Change My Password link located at the top of the page.
e The Change My Password link located in the Right Rail under Account Settings.

. S al I Ie Welcome, School User
| m a e. Change my password | Sign out

Certifications A Inquiry/Reporting ~ Administration

Select New Institution/User |

Click the Change My Password link. XXX-XX-XXXX a

Originations Servicing

Applications awaiting certification Acco e g

View results Filter Export

Disbursement rosters

View results Filter Export ool A

Application/Loan search o

Search 9:00 a 6:00 p

The Change Your Password page displays.

(Continued on the next page)

Need assistance? Contact us: (855) 756-0006 Issued: 06/01/2020
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Feedback

CHANGE YOUR PASSWORD

Complete the fields below and click on the SUBMIT button to change your password. The CANCEL button returns you to the previous
page without saving any changes.

Log-in Information Type your current password.

all fields are required. /

Current Password: ) ‘

Type your new password.

K

New Password:

“four password must be 8-32 characters long and contain at least one letter and

i one nurmber. You may use any alphanumeric or special character that can be
Type your new password again. directly typed from a standard keyboard except the following: < = {1 L3 &
Please be aware that passwords are case-sensitive,

Confirm New Password:

Re-anter your passward to confirm,

&

Click the Submit button.

Submit | Cancel

2. Type your current password into the Current Password text box.
Type your new password into both the New Password and Confirm New Password text boxes.
4. Click the Submit button.

The Password Changed page displays, confirming that the change was successful.

PASSWORD CHANGED

Click the Continue button.

Thark you., Your password has been changed. /

|:' Continue

5. Click the Continue button to return to the original OpenNet page.

Need assistance? Contact us: (855) 756-0006 Issued: 06/01/2020
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ange Your Challenge Intormation

How to change your challenge information:

1. From any page in OpenNet, click the Change My Challenge Information link located in the Right Rail under Account

Settings.
‘ Sa I I Ie Welcome, Schoaol User
| m a e Change my password | Sign out

Certifications Inquiry/Reporting ~ Administration

Select New Institution/User |

XXX-XX-XXXX a

Need Help?
Training modules
User guides

Originations Servicing

Applications awaiting certification Account settings

View results Filter Export

Disbursement rosters Click the Change My Challenge

View results Filter Export Information link. Sohool Assist™ Representatives

are available during the

following business hours:

Monday - Friday

Search 9:00 a.m. - 6:00 p.m. ET
Phone: 844-8-ASSIST
(844-827-7478 )
International: 877-456-6221
Direct: 302-451-4912

Application/Loan search

Email Us

The Change Your Challenge Questions page displays.

(Continued on the next page)

Need assistance? Contact us: (855) 756-0006 Issued: 06/01/2020
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CHANGE YOUR CHALLENGE QUESTIONS

The questions below will be used to reset your password online or to confirm your identity if you need to call us for assistance.

Ple brovide answers for each that you can easily remember. Your answers 4

25 s you to the previous page without saving any changes. Type the answers

ChalfERGE BETRSN0 7

All fields are required, \ /
Question Answvrer

== Please select shallenge question 1 -------------oommmmmm oo A3

submit ) Gancel

2. Select five unique questions using the Question drop-down menus and enter the five corresponding answers into the
Answer text boxes.

3. Click the Submit button.

The Challenge Questions Saved page displays, confirming that the updated information has been saved.

CHALLENGE QUESTIONS SAVED

Click the Continue button.

Thank you, Your challenge questions have been saved, /

4

I Contlnue I

4. Click the Continue button to return to the original OpenNet page.

. O]
Need assistance? Contact us: (855) 756-0006 Issued: 06/01/2020
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The Training Modules page provides numerous resources to help you use OpenNet®. On the Training Modules page, you will find:

e Detailed quick reference cards to help you perform various functions.

e Demonstration videos to show you overviews and detailed steps for procedures.

e A reference guide to give you a complete training experience.

How to access the Training Modules:

1. Click the Training Modules link on the Right Rail of any OpenNet page.

Certifications Inquiry/Reporting ~ Administration -

Select New Institution/User

KXX-XX-XXXX m

Need Help?
Training modules
Click the Training Modules link. = Lo

Originations Servicing

Applications awaiting certification Account settings

View results Filter Export

Disbursement rosters

View results Filter Export School Assist™ Representatives
are available during the
following busi g
Monday - Friday
Search S:00 a.m. - 6:00 p.m. ET
Phone: 844-8-ASSIST
(844-827-7478 )
International: 877-456-6221
Direot: 302-451-4912

Application/Loan search

Email Us

2. The OpenNet Training Modules page displays.

(Continued on the next page)

Need assistance? Contact us: (855) 756-0006 Issued: 06/01/2020
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Under the section headings, you will find:

e Alink to each training resource

NOTE: You will need Adobe Reader, available free from Adobe, to view PDF documents.

Need assistance? Contact us: (855) 756-0006 Issued: 06/01/2020
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Here are some quick tips to help you with the general use of the OpenNet® Web Loan Delivery system.

e OpenNet will time out after 20 minutes of inactivity.

e OpenNet User ID’s are deactivated after 180 days of inactivity.

Navigation:
e For easy navigation to the School Home Page, click the Home option in the Menu Bar.

e Never use the browser’s Back button while navigating in OpenNet. Instead, use the navigation buttons
and links that display in OpenNet.

e If you need information about how to perform a specific task in OpenNet, the Need Help? section of
the Right Rail provides links to reference and training materials.

e To protect your account’s security, be sure to always log out when you are done working in OpenNet
or are going to be away from your computer. The Sign Out link at the top of the page logs you out of
OpenNet and directs you to the Log Out page, where you can log in again if needed.

Contact Us:

e If you still need help after checking the reference materials, you can call us at the number provided on
screen or use the Email Us link to send an email. Business hours display for our customer support
team.

. O]
Need assistance? Contact us: (855) 756-0006 Issued: 06/01/2020
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The Certify Applications functionality allows a school user to define the criteria (loan period date range, loan product, etc.) for
retrieving loan applications awaiting certification and then to perform the certification online.

How to retrieve applications awaiting certification:

1. Do one of the following:

e Hover your cursor over the Certifications option on the Menu Bar of any OpenNet Web Loan Delivery page, and
then click on Applications Awaiting Certification.

e Onthe Originations tab of the School Home Page, click the Filter link on the Applications Awaiting Certification
tile.

SHORTCUT: To go directly to a list of all applications awaiting certification, click on the View Results link on the
Applications Awaiting Certification tile. The results will not be filtered on loan period, loan product, or school campus. If
you wish to bypass the results page and instead export the results to a file you can save to your computer, click on the
Export link on the Applications Awaiting Certification tile.

i S a I I |e Welcome, School User
I m a e Change my password | Sign out
Certifications Al Inquiry/Reporting ~  File management Click on Applications Awaiting
Click the View Results Certification or the Filter link to
link to go directly to an %EWQ < define selection criteria before
unfiltered results list. retrieving a results list.
T ervicing File management
Need Help?
Training modules
User guides
pplications awaiting castfitation Account settings
View results Filter Export Change my password

chall
Change my challenge

Disbursement rosters

View results Filter Export School Assist™ Representatives

The Awaiting Certification Selection page displays.

(Continued on the next page)

Need assistance? Contact us: (855) 756-0006 Issued: 06/01/2020
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Run a previously
saved query
using the
Previously Saved
Queries section.

Awaiting certification selection

This query will retrieve all applications awaiting certification. There are three ways to define your query. The PREVIOQUS|

QUERIES section allows you to select and submit a previously saved query, modify a saved query or delete a que

pecific student or borrower, or to retrieve the results from a previously submitted query, go to the QUICK S

ew query, enter your selections below. For additional query options, you can select Custom Report fr
u.

Run a quick search
using the Quick
Search section.

Previously saved queries Quick search

Enter an 55N to search for & specific student or borrower, or &
Query Confirmetion Number to retrieve the results from a
previously submitted query.

Select the name of the ssved query you want to submit, revise,
or delete.

- No selection -

)

Confirmation number:

ceme i corv s

Filter criteria

1 Defined range

Centification requested: [ All -

From date To dats

“Jo| ||

(Ex: 11/22/3333)

Run a new query
using the
remainder of the
page, beginning
with the Filter
Criteria section.

Include loans with blank certification requested dates

Defined range From dste To date

Loan period: [ All - v ]m | | | [ Exact match (Ex: 11/22/3333)

[[] Include loans with blank loan periods

If you elect to include blank loan pericds in your filter criteria, you must use the email confirmstion procsss
detsiled in the QUERY OPTIONS section.

To make multiple selections from the list boxes, hold down control key and click with mause.

(0OCOO0000Y University
School campus:

All Products
Bear Study Loan

Loan products:
Career Training Smart Option Student Loan (930)

Sort results by: | Borrower 58N v

Query options

To save the query criteris, enter & name in the Query name box and select Save or Save and submit. Te be notified when guery results are
ready, select the Send e-mail notification checkbox then select Submit.

Query name: | |

E-mail address: | | [ Send e-mail notification when query is complete

D D B G

2. Use one of three methods to define the query you want to run.

(Continued on the next page)

Need assistance? Contact us: (855) 756-0006

Issued: 06/01/2020
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Method 1: Previously Saved Query:

in the saved query.

Method 2: Quick Search:

1. Locate the Previously Saved Queries section on the Awaiting Certification Selection page.

Previously saved queries

Select the name of the ssved guery you want to submit, revise,
ar delste.

- Mo selection -

ot =

2. Select a previously saved query.
3. Click the Submit Saved Query button
NOTE: You can modify or delete a saved query using the View/Modify or Delete buttons.

The Awaiting Certification Results page displays with record information for applications that meet the criteria defined

1. Locate the Quick Search section on the Awaiting Certification Selection page.

Quick search

Enter an 55N to search for & specific student or borrawer, or &
Query Confirmation Number to retrieve the results from a
previously submitted query.

SSN:

Confirmation number:

Submit quick search

(Continued on the next page)

Need assistance? Contact us: (855) 756-0006

Issued: 06/01/2020
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2. Use the Confirmation Number text box to retrieve results from a specific query that was submitted previously for

offline processing.
3. Click the Submit Quick Search button.

The Awaiting Certification Results page displays with record information for applications awaiting certification for the
specified borrower or from the previously submitted query.

Method 3: New Query:

1. Locate the Filter Criteria section on the Awaiting Certification Selection page. All of the options from there to the
bottom of the page can be used to submit and/or save a new query.

Filter criteria

Defined range From date To date

Certification requested: [ All- N ]nr | | | (Ex: 11/22/3333)

Include loans with blank certification requested dates

Defined range From dste To date

Loan period: [ All- v ]ur | | | (7] Exact match (Ex: 11/22/3333)

[l Include loans with blank loan periods

If you elect to include blank loan periods in your filter criteria, you must use the email confirmstion process
detailad in the QUERY OPTIONS section.

To mske multiple selections from the list boxes, hold down control key and click with mouse.

(OCO00000) University
School campus:

All Products
Loan produects: |Ber Study Laan
Career Training Smart Option Student Loan (930}

Sortresults by: | Borrower SSM v

Query options

To save the query criteris, enter & name in the Query name box and select Save or Save and submit. To be notifisd when query results are
ready, select the Send e-mail notification checkbox then select Submit.

Query name: | |

E-mail address: | | [ Send e-mail notification when query is complete

D G &5 2D

2. (Optional) Select a predefined date range or define your own using the Certification Requested text boxes. The
default range includes all stored records.

(Continued on the next page)

. O]
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3. (Optional) Select a predefined date range or define your own using the Loan Period text boxes. The default range
includes all stored records.

4. (Optional) Use the School Campus and Loan Products filters as needed and sort the results if desired. By default,
results will sort by Borrower SSN.

5. If you plan to save the query, enter a name for it into the Query Name text box (under the Query Options section).
You can also enter your email address to run the query offline and receive an email notification when the query is
complete.

6. Click the Submit, Save (to save for later use but not run at this time), or Save and Submit button.

The Awaiting Certification Results page displays with record information for applications that match the query criteria.

Awaiting certification results ,
Export to files>
To certify an application, [click] on the GERTIFY APP link next to the record you war
Click the Certify App
Report run Friday, April 3, 2020 at 2:53:50 PM ET button to certify the
application.
Records 1-4 (of 4)
Borrower/ Borrower/ Loan product/ Borrower
Student Student Alt loan CommonLine unigue IDf requested Certification
S8N name prgm cd School ID Loan period Lender ID  amount  requested
SMART OPTION
BE6-52- ADAMS, 859984AT100855205
STUDENT LOAN ©0000020 v 900805  $15,000.00 03/30/2020
5210 ALICE (091) 08/15/2020-05/15/2021 m
SMART OPTICN
656-52- ANDERSON, G99934AT100899170
STUDENT LOAN Q0000000 i 900905 $12,000.00 03/30/2020
5212 CATHY 0o Q8/15/2020-05/15/2021 m
SMART OPTICN
6E56-52- ANDERSOM, 289534AT100859198
oo e STUDENT LOAN 00000000 ogrisytng.goyisjzozo 900905 $25,00000 03/20/2020 [ print ]
SALLIE MAE
E65-52- BORROWER, 299824AT100889202 =
MEBA LOAN Q0000000 ~ 800016  $25,000.00 03/30/2020
5220 JOHNJ 926) 08/15/2020-05/15,/2021 m
Return to selection - keep same criteria Return to selection - clear all criteria

On this page, you can:
e  Provide certification information via the Certify App button.
e  Print a copy of the loan documents via the Print button.
e Cancel the application via the Cancel button.

e  Export the search results data to a comma separated values (.CSV) or Excel file via the Export to File link.

Need assistance? Contact us: (855) 756-0006 Issued: 06/01/2020
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How to export the awaiting certification results:

1. On the Awaiting Certification Results page, click the Export to File link.
The Export to File page displays.

NOTE: The export functionality is also available from the Originations tab of the OpenNet Home Page by clicking the
Export link on the Applications Awaiting Certification tile, which initiates an export for all applications needing
certification for all loan periods and all loan products for all school campuses to which you have access. Other types of
OpenNet inquiries also support the export functionality.

Export To File

The Export feature allows you to save data to your computer or open the data within your browser so that the information can be
viewed in Excel or Access. This option allows you to tailo bporting needs. You

will need to select the items you want to export from the H DLUMNS. You may
select all items or multiple items by holding down the col Add a nd arrange the data flelds b change the order

in which the information will appear, click on the column h click on the MOVE
UP or MOVE DOWN buttons. (columns) to be exported.
Available Columns: Export Columns:

Alternative Loen Program Code -
Application 1D

Application Received Date
Borrower Citizenship

Borrower Date of Birth
Borrower First Mame All >> Move to Top
Borrower Lazt Name/Suffix

Borrowesr Middle Initial
Borrower Requested Amount
Borrower 55N

Certificstion Requested Date

Commaonline Lo‘:n Segusnce MNo <Remove
Commaonline Unigque 1D
Cradit Expirstion Date

Ea

Enrollment Status << Remove All Move to Bottom
Full Lender ID - -
To save the query selecticn criteria and export criteria, enter & neme int SeIeCt the fO rmat Of the port. If

the guery already has a name, clicking on Save or Save and Export will =

exported file using the Export
Query Name: / Format drop-down list.

Export Format: [ Comma Separated (C3V) 7 |
Include Header Row: @ Yas () No

Click the Export button.

| T D B €D

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. If you want to save the query criteria for
use again in the future as well as exporting the query results, enter a name for the query in the Query Name field.

4, Click the Export button.

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

Need assistance? Contact us: (855) 756-0006 Issued: 06/01/2020
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page.

program associated with the certification.

For example, the Enter School Certification page for Smart Option Student Loans:

Enter school certification

Smart Option Student Loan (091)

Borrower @ Certification © Disbursement ©

Borrower information

€ Return to top

should be completed unless otherwise noted.

Social Security number:
Date of birth:

Name:

Email address:

Fields marked with en asterisk{®) are required to continue processing. For your convenience, blenk fields are shaded in yellow and

GE6-52-5210
03/01,1997
ALICE ADAMS
adams@test.com

Permanent address

Street address 1:

Street address 2:

City:

State:

Primary phone number:

45 River 5t

Boston
MA Zip code: 02108

5556667777 » Cell: . Home:

Certification information

@ Return to top

Initial values set:

School name:
School code [ branch:
Lender name:

-- Select Initisl Value r

MEWUNI-MAIN CAMPUS
000000-00
Sallie Mas

Academic period for the loan:
Grade level:

Course of study:

Enroliment status:

Anticipated graduation date:
Requested loan amount:

Certified loan amount:

School use only:

Submit certification option:

* From | DQ}1532020‘ To | 05/15/2021 | (e mmyddfyyyy)

Junicr Undergraduste ']

|
S [— ]
1

Full Time ']

-

05/31/2023 | (e mimdd fyyyy)

$15,000.00

]

|.DO

The approved emount will be the lesser of the borrower requested amount, cosigner
reguested smount, and school certified amount.

View submission results online

1. To certify an application, click the Certify App button beside the corresponding entry on the Awaiting Certification Results

The Enter School Certification page displays. The specific fields displayed on the page will vary depending on the loan

(Continued on the next page)

Need assistance? Contact us: (855) 756-0006 Issued: 06/01/2020
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School disbursement information

@ Return to top

Please sllow for the consumer's Right To Canasl periad when setting your disburssment date.

Dish date Disb amount Hold/Release
{ex: mm/ddlfyyyy)  (ex: 2000)
|
Disb 1:+ | s 1,00 " [ Select One v }
Disb 2: ‘ | $: },ao [ Select One v}
Disb 3. | [ oo [-setectone g
Disb 4: | [ o0 [-setecione g

from the school: (] if spalicable, than prior to

knowledge and belief.

As an autharized representative of the schaool identified abave, | hereby certify the fallowing: (i) the borrower is eligible for the loan
identified in this certification: (i) the infermation completed in this school certification is accurate: (jii) the Totel Certified Amcount does
not excesad the student's cost of sttendance minus other financisl aid: (iv) that scheol will notify Sallie Mas if the student withdrews

and gll cther provisions of the Student Lending Accountability, Trensperency end Enforcement Act ("SLATE Act"); (vi) as permitted
under spplicable law, that the scheel will provide informeticn requested by Ssllie Mee relsted to the borrower, including without
limitaticn contact information; and (vii) that the information provided in the application is true, complete and correct to the best of my

certification the school hss complied with the disclosure requiremants in Secticn 5626(1)

Submit certification

For example, the Enter School Certification page for Bar Study Loans:

Enter school certification

Bar Study Loan

Borrower information

Borrower © Certification ©

& Return to top

should be completed unless otherwize noted.

Social Security number:
Date of birth:

Name:

Email address:

Permanent address

Fields marked with an asterisk(*) are required 1o continue processing. For your convenience, blenk fields are shaded in yellow and

888-00-1015
06/09/1988

DANIEL MOBERG
cH8786@salliemas.com

Street address 1:

Street address 2:

City:

State:

Primary phone number:

Certification information

1311 Elsckwslnut Ct

Annspclis
MD Zip code: 21403

9544022748 » Cell: . Home:

€ Return to top

Anticipated graduation date: *

Submit certification option:

School name:  NEWUNIV-MAIN CAMPUS
School code [ branch:  000000-00
Lender name: Ssllie Mas
Enrollment status: * | Full Time v

11/28/2020 | {ex: mm/ddfyyyy)

View submission results online

As an autharized representative of the schoal identified above, | hereby certify the following: (i) the borrower is eligible for the loan
identified in this enrcllment verification reguest: (i) the infermation completed in this schocl enrcllment verificaticn is accurate: (i)
that the school will notify Ssllie Mse if the student withdraws fram the school: and (iv) ss permitted under spplicable law, that the
schoal will provide information requested by Ssllie Mae related 1o the borrower, including without limitstion contact information.

Submit certification

(Continued on the next page)

Need assistance? Contact us: (855) 756-0006
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2. Populate all necessary fields in the Certification Information and School Disbursement Information sections for Smart
Option Student Loans or in the Certification Information section for Bar Study Loans.

NOTE: To pre-populate certain data fields in the certification record using a saved data set, select an initial values set from
the Initial Values Set drop-down list. Using initial values both saves time and ensures consistent data entry across multiple
certifications.

3. Click the Submit Certification button.
The Submission Results page displays.

NOTE: This page may be bypassed by de-selecting the View Submission Results Online check box on the Enter School
Certification page.

4. Review the information displayed on the page and click the Next button.

A series of pages display that allow you to view and print the application documents.
5. Follow the instructions on the pages to view and print the documents.

The Final Instructions page displays.

6. Review the instructions displayed on the page and proceed as necessary.

Need assistance? Contact us: (855) 756-0006 Issued: 06/01/2020
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View Loan Data Overview

The View Loan Data function in OpenNet® displays originations information for a borrower’s loans, including applications that have
been started but have not yet been certified.

How to view loan data:

1. Hover your cursor over the Inquiry/Reporting option on the Menu Bar of any OpenNet Web Loan Delivery page, and then
click on View/Change Loan Data.

I | ( S a I I Ie Welcome, School User

m a e‘ Change my password | Sign out

. . Inquiry/Reporting ~ File management ~ Administration -
Click the View/Change
Loan Data link. =3 \iiew/Change Loan Data Feedback
View Pending Disbursements
Disbursement Rosters KUHHHNHK a
Originations Servicing File manager Returned Funds Report
CustomReport Need Help?
View Sallie Mae Servicing Data Training modules
Download Reports User guides
(ReportServer)
Applications awaiting certification Account settings
. . Change my password
View results Filter Export

Change my challenge
information

Disbursement rosters

The Search Criteria page displays.

(Continued on the next page)

Need assistance? Contact us: (855) 756-0006 Issued: 6/01/2020
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Search criteria

Enter either the SSN or the first and last names of the borrower/student whose information you want to view. You can search on a
partial first name by entering the first two letters followed by an asterisk (*) as a wildcard.

Search criteria

SSN: ‘ ‘
or < Enter a borrower’s SSN or
last name/first name.
Last name: ‘ ‘
First name: ‘ ‘
Middle initial: ‘ ‘

Click the Submit button.

2. Search for a borrower by typing their SSN or last name/first name. The borrower’s middle initial can also be entered to
further filter results, but it is not required.

3. Click the Submit button.

The Application/Loan Summary page displays with the borrower’s loans listed. The most recent loan or application displays
at the top of the list.

(Continued on the next page)

Need assistance? Contact us: (855) 756-0006 Issued: 6/01/2020
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Enter new SSN:

Application/Loan summary | ﬂ

The following summary lists applications/loans on file for the borrower/student that are associated with your institution(s). Please note

KXK-XK-XKXX

Need Help?

that the specific options that are available to you depend on your user access and the status of the application/loan.

Report run Wednesday, May 20, 2020 at 9:41:36 AM ET

Account settings
Borrower/Student Change my password
& my. L]
Name: ALICE ADAMS e
. N View demographics >>
Social Security number:  666-52-5210 View aggregate loan totals > - -
Date of birth:  03/01/1997 View acct servicing summary >> School Assist™™ Representatives

View multi-loan details >> are available during the
following business hours:
Monday - Friday

9:00 a.m. - 6:00 p.m. ET

Records 1-2 (of 2)

‘Loan program CommeonLine unique ID )

Borrower name/SSN School ID Loan period Fah f E t;Q?i:L_%;&SSIST
Student name/SSN  Status information Amount Curr lender ID Application ID 5
Loan: AWAITING SCHOOL CERTIFICATION E:ig?gg’;ﬂgﬂége S22
App start date: 03/30/2020 809984AT100899205 .
SMART OPTION Credit: APPROVED $0.00 000000-00 09/15/2020-05/15/2021 Email Us
STUDENT LOAN (081) What's next: We are awaiting school certification. You -“~ 900905

can certify the loan online by clicking the certify button
and providing the required information.

cetyo o U

Loan: FULLY DISBURSED
SMART OPTION App start date: 03/30/2020
STUDENT LOAN (091) Credit: APPROVED
What's next: Fully disbursed

)

100899205-01

899984AT100899141
000000-00 09/15/2019-05/15/2020
$10,000.00 900905

100899141-01

Click the View/Update button.

Enter new SSN: ‘

4. Click the View/Update button for the record you want view.

The Application/Loan Details page displays.

Other things you can do on the Application Loan Summary page include:
e View Demographics — View borrower demographic information (name, address, etc.).
e View Aggregate Loan Totals — View total dollar amounts for loans serviced by Sallie Mae®.
e View Acct Servicing Summary — View stored loan data for loans serviced by Sallie Mae.

e View Multi-Loan Details — View summarized loan information for all applications/loans associated with your
institution for the corresponding borrower/student.

o Certify App —Certify an application that is in process.
e  Print Prom Note — Print the Promissory Note and/or other loan documentation.
e Cancel — Discontinue the loan application.

e Reinstate — Revalidate a loan application that has previously been cancelled.

(Continued on the next page)
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Home Certifications

Application / Loan details

Smart Option Student Loan (091)

Borrower
Name: ALICE ADAMS
Social Security number: 666-52-5210
Date of birth: 03/01/1997

Cosigner
Name: GIRDLER SHORON
Social Security number:  719-89-1343
Date of birth: ~ 02/01/1982

Status details

Loan status:  FULLY DISBURSED
Credit status:  APPROVED
What's next:  Fully disbursed

Loan details

School name: UNIV-MAIN CAMPUS
Scheol ID: 000000-00

CommonLine unique ID: 899984ATI00863447
Alt loan program code: 091
‘Application ID: 100863447-01

Disbursing agent: SALLIE MAE
Servicer name: SLM

Cost of attendance: $55,175.00
Estimated financial aid: $1,00000
Expctd family contrbtn:

School non-ed branch ID:
School use field:
School cert date: 01/29/2020
Credit expiration: 01/28/2021

Disbursement details.

Disb date Disb status
1 02/10/2020 DISBURSED
2 03/09/2020 DISBURSED
3 03/09/2020 DISBURSED
Totals:

Make changes

Loan peried: 01/15/2020 - 04/15/2020

Administration

status details @  Loan details @  Disbursement details ©

Inquiry/Reporting

Enter new
S5N:

© Return to top

View agaregate loan totals >»
View acct servicing summary >

© Return to top

Signature date:  01/28/2020
Signature type:  E-SIGNED

© Return to top

fees>»

© Return to top

. FRESHMAN
Grade level: UNDERGRADUATE Updats loan data
Enrollment status: FULL TIME Updata disb data

Enroliment efftv date: 01/15/2020

Cancel
Antcptd grad date: 08/31/2020
Major course of study: MARKETING
Lender ID: 800905
Lender name: SALLIE MAE
Loan amt requested: $5000.00
School cert amount: $5000.00
Approved amount: $500000
Application start date: 01/29/2020
Loan terms acceptance
date: 01/29/2020
Borr self cert signature
date: 01/29/2020
Borr signature date: 01/29/2020
Prom note received: 01/29/2020
© Return to top
View disbursement history »»
HIR status Gross amount Disb fees Net amount
RELEASE $2.50000 $0.00 $2,50000
RELEASE $1,00000 $0.00 §1,00000
RELEASE $1.500.00 $0.00 $1,50000
$5,000.00 $0.00 $5,00000
© Return to top

Updtedi doa 3R, Carce efun oan

Return to disbursement rosters

Welcome, School User

Change my password | Sign out

View Printable Page | Feedback

HXHHEXNHN m

Need Help?
Training.
Usor guides

Account settings
Change my password

Change my challenge

information

School Assist™ Representatives

are available during the

following business hours-
Monday - Friday
9:00am.-6:00 pm ET
Phone: 844-8-ASSIST
(844-827-7478)
International: 877-456-6221
Direct: 302-451-4912
Email Us

5. View the record details.

NOTE: The viewing options available on the Application/Loan Details page vary depending on your access level as well as
the type of loan for which you are viewing details.

NOTE: If there are documents that still need to be uploaded, a Secure Document Upload link will display. Follow the
onscreen instructions to upload the required documents.

Need assistance? Contact us: (855) 756-0006

Issued: 6/01/2020




( “sallie Quick Reference: View Loan Data
| mae'

How to view disbursement history:

1. Onthe Application/Loan Details page, click the View Disbursement History link.
The Disbursement History page displays.

Disbursement history

Report run Wednesday, May 20, 2020 at 10:01:44 AM ET Disb hbr 1 Activity@  Disb Nbr 2 Activity

Borrower © Return to top

Name: ALICE ADAMS
Social Security number:  666-52-5210
Date of birth:  03/01/1997

Disbursement number 1 (of 2) activity © Return to top
Date/
Time Activity Details User ID
Field name: DISB DATE
02/25/2020 .
0925 AM ET  DISB DATE CHANGED Old value:  1/3/2020 INTERNAL

New value: 3/15/2020
Field name: DISB STATUS
Old value: CANCELLED(FUNDS RETURMED) INTERNAL

02/25/2020 FUNDS DISBURSED TO VIA
. New value: DISBURSED

09:25 AMET ACH

Field name: DISB REISSUED
8§I§§/§3‘|2ST DISBE REISSUED Old value:  NO INTERNAL
: New value: YES
Field name: DISB STATUS
gg’gg”iﬂfgr DISE REFUNDED Old value:  DISBURSED INTERNAL
) New value: CANCELLED(FUNDS RETURMED)
02/25/2020 DISB REFUND/CANCEL Field name: REFUND/CANCEL
0916 AM ET PENDING, AWAITING FUNDS 0Old value: INTERNAL
} FROM SCHOOL New value: 2500.00
Field name: HOLD/RELEASE STATUS
gglg}’ich)flng DISE RELEASED Old value: HOLD TYLERQA
) New value: RELEASE
Disbursement number 2 (of 2) activity © Return to top
Date/
Time Activity Details User ID
Field name: HOLD/RELEASE STATUS
02/07/2020 .
08-44 AM ET DISB RELEASED Old value: HOLD TYLERQA

New value: RELEASE

Field name: DISB STATUS

Old value: CANCELLED(PRE-DISB) TYLERQA
New value: DISBURSED

Field name: DISB STATUS

02/07/2020  FUNDS DISBURSED TO VIA
08:44 AMET ACH.

2020 DISB CANCELED Old value:  AWAITING DISB SYSTEM
: New value: CANCELLED(PRE-DISE)
Field name: DISB METHOD
01/07/2020  1\op METHOD CHANGED Old value: CHECK E78548-SUPPORT
0157 AM ET
New value: ACH
Field name: HOLD/RELEASE STATUS .
8}’_’?77"23123 DISE PLACED ON HOLD Old value:  RELEASE Click the Return to

New value: HOLD

Return to app/loan details

/ App/Loan Details button.

2. Review the available information.

3. Click the Return to App/Loan Details button to return to the Application/Loan Details page.

Need assistance? Contact us: (855) 756-0006 Issued: 6/01/2020
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OpenNet® Web Loan Delivery allows you to make a variety of loan-level changes, including changes to the following:

e Loan period begin date and end date
e Grade level

e Anticipated completion date

e Enrollment status

e  Gross disbursement amount

How to update loan data:

1. Hover your cursor over the Inquiry/Reporting option on the Menu Bar of any OpenNet Web Loan Delivery page, and then
click on View/Change Loan Data.

(‘ S a I I ie Welcome, School User

mae’ Change my password | Sign out

Click on View/Change Loan Data.

Inquiry/Reporting ~ File management ~ Administration

View/Change Loan Data Feedback

View Pending Disbursements

Disbursement Rosters HRKRKRKKK a
Criginations Servicing File manager Returned Funds Report

Vciusmsm;em—" . Need Help?

iew Sallie Mae Servicing Data Training modules

Download Reports User guides

(ReportServer)
Applications awaiting certification Account settings

View results Filter Export

The Search Criteria page displays.
2. Enter the SSN or last and first name.
3. Click the Submit button.

The Application/Loan Summary page displays.
4. Click the View/Update link.

The Application/Loan Details page displays.

(Continued on the next page)

Need assistance? Contact us: (855) 756-0006 Issued: 6/01/2020
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Quick Reference: Update Loan Data

Loan details

© Return to top

School name:

School ID: 000000-00 Enrollment status: FULL TIME Update disb >3ta
Loan period: 09/15/2019 - 05/15/2020 Enrollment efftv date: 09/15/2019
CommonLine unique ID: 899984AT100899141 Antcptd grad date: 05/31/2024
Alt loan program code: 091 Major course of study: EBS”\‘ESS
Application ID: 100899141-01 1 Click the Update Loan Data button.
Disbursing agent: SALLIE MAE Lender ID: 900905
Servicer name: SLM Lender name: SALLIE MAE

UNIV-MAIN CAMPUS

Grade level:

SOPHOMORE

UNDERGRADUATE bbbk

5.

6.

Cost of attendance: $55,175.00

Expetd family contrbtn:

Estimated financial aid: $20,000.00

Loan amt requested: $20,000.00
School cert amount: $10,000.00
Approved amount: $10,000.00

Click the Update Loan Data button located in the Loan Details section of the page.

The Loan Update page displays.

Loan update

Borrower

Smart Option Student Loan (091)

Enter changes to the loan
information via the New Value text
boxes and drop-down lists.

Loan Details

Name: TERRY THOMAS

Date of birth:

SSN:  666-52-5211
05/01/1999

Current value New value

Certified loan amt:

Loan period begin date:

Loan period end date:

Grade level:

Anticipated completion date:

Enrollment status:

Disbursement details

$15,000.00 $‘ ‘
05/15/2020 ‘ ‘
05/15/2021 ‘ ‘

FRESHMAN
UNDERGRADUATE - Select Grade Level v

09/30/2025 ‘ ‘

Select Enrollment Status v

FULL TIME

Enter changes to the gross
disbursement amount via the
Gross Amount text box.

Disb status

Disb date Gross amount

1 AWAITING DISBURSEMENT 05/15/2020

2 AWAITING DISBURSEMENT 01/15/2021

$750000
$
$750000
3

Click the Review Changes button.

— CEDCD

Enter any necessary changes to the loan information via the New Value text boxes and drop-down lists and to the gross
disbursement amount via the Gross Amount text box.

(Continued on the next page)

Need assistance? Contact us: (855) 756-0006

Issued: 6/01/2020
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7. Click the Review Changes button.
The Review Changes page displays.

Review changes
Smart Option Student Loan (091)

Borrower

Name: TERRY THOMAS
SSN: 666-52-5211
Date of birth:  05/01/1999
Loan details

Loan period:  05/15/2020 to 05/15/2021

Changed field Current value New value
Loan period end date 05/15/2021 06/15/2021

Click the Submit button.

| \m Make cofrections Discontinue

8. Verify your requested changes and click the Submit button.

The Transaction Results page displays, confirming that the requested changes have been submitted.

The Update Loan Data process is complete.

Need assistance? Contact us: (855) 756-0006 Issued: 6/01/2020
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The Cancel/Refund Loan function allows you to perform full loan cancellations or full or partial refunds for individual disbursements
using the net return amount. Additionally, because cancellations and refunds are often the result of a withdrawal or other
enrollment change, you can update the student's enrollment status at the same time the disbursement change is processed.

NOTE: Full or partial refunds of disbursed funds can only be processed in real-time on OpenNet if a school is set up to process
returns electronically. If you are not sure of your school’s funds return method, contact your school administrator.

How to cancel/refund a loan:

1. Hover your cursor over the Inquiry/Reporting option on the Menu Bar of any OpenNet® Web Loan Delivery page, and then
click on View/Change Loan Data.

' S a I I |e Welcome, School User
| mae’ Change my password | Sign out
. . Inquiry/Reporting ~ File management ~ Administration -
Click on View/Change Loan Data. !
View/Change Loan Data Feedback
View Pending Disbursements
Di nt R XXX-XHXXHK a
Originations Servicing File manager Returned Funds Report
mﬂ. port . Need Help?
View Sallie Mae Servicing Data Training modules
Download Reports User guides
(ReportServer)
Applications awaiting certification Account settings
. . Change my password
View results Filter Export

Change my challenge
information

Disbursement rosters

The Search Criteria page displays.
2. Enter the SSN or last and first name.
3. Click the Submit button.

The Application/Loan Summary page displays.
4. Click the View/Update link.

The Application/Loan Details page displays.

(Continued on the next page)

Need assistance? Contact us: (855) 756-0006 Issued: 6/01/2020
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Loan details ) Return to top
) . SOPHOMORE
School name: UNIV-MAIN CAMPUS Grade level: UNDERGRADUATE Update loan data
School ID: 0OD000-00 Enroliment status: FULL TIME Update disb data
Loan period: 09/15/2019 - 05/15/2020 Enrollment efftv date: 09/15/2019
CommonLine unique ID: 899984AT100899141 Antcptd grad date: 05/31/2024
. BUSINESS
Alt loan program code: 091 Major course of study: ADMINISTRATI

Application ID: 100899141-01

Click the Cancel button.

Disbursing agent: SALLIE MAE

Servicer name: SLM Lender name: SALLIE MAE

Cost of attendance: $55,175.00 Loan amt requested: $20,00000
Estimated financial aid: $20,000.00 School cert amount: $10,000.00
Expctd family contrbtn: Approved amount: $10,000.00

5. Click the Cancel button located in the Loan Details section of the page.

The Cancel/Refund Loan page displays.

Cancel/Refund loan XXKKKKXKX a

Smart Option Student Loan (091) Need Help?

Borrower

Name: ALICE ADAMS

8SN: 666-52-5210
Date of birth: ~ 03/01/1997 Enter changes to the enrollment
_ status using the New Value fields e
Loan details . . . e
comentvaloe wewwme | i the Loan Details section.
Approved amount:  $10,000.00 - n-ET
Phone: 844-8-ASSIST
Loan status:  FULLY DISBURSED (844-827-7478)
Loan period begin date:  09/15/2019 Internationsl 874406:622)

Loan period end date:  05/15/2020

Enter changes to the disbursements

Enralmentsiatus: - FULLTINE (7) using the fields in the

Lost date ofatencnce:  N/A \ \ Disbursement Details section.

Disbursement details

Disb status Disb date Gross amt Net disb amt Net refund amt
1 DISBURSED 04/06/2020 $5,000.00 $5,000.00

- Select Status v s ‘

[ Consummated
2 DISBURSED 04/06/2020 $5,000.00 $5,000.00

[
- Select Status v s ‘

() Consummated

Click the Review Changes button. =2

NOTE: The specific transactions that can be performed on this page depend upon the loan program and the status of the
loan and its disbursements.

6. Enter changes to the enrollment status using the New Value fields in the Loan Details section of the page.

(Continued on the next page)

Need assistance? Contact us: (855) 756-0006 Issued: 6/01/2020



| ’ ( Sa ”,]'g o Quick Reference: Cancel/Refund Loan

7. Enter changes to the disbursements using the fields in the Disbursement Details section of the page. If a disbursement has
already been disbursed and you are making a partial refund, you must also enter the net refund amount in the Net Refund
Amt text box.

NOTE: If you cancel or return a first disbursement, the second disbursement does not automatically cancel. If the second
disbursement also needs to be cancelled, you will need to choose that option from the appropriate drop-down list. If the
disbursed funds have been consummated, select the Consummated check box.

8. Click the Review Changes button.
The Review Changes page displays.

Review changes

Smart Option Student Loan (091)

Borrower
Name: ALICE ADAMS
SSN: 666-52-5210
Date of birth:  03/01/1997
Loan details

Loan period: 09/15/2019 to 05/15/2020

Changed Field Current Value New Value
Enrollment Status FULL TIME (F) WITHDRAWMN
Last Date of Attendance N/A 05/15/2020

Disbursement details

Disb date Changed field Current value New value
1 04/06/2020 Disb status DISBURSED CANCELLED
Consummated N/A CONSUMMATED

2 04/06/2020 No change

9. Verify your requested changes and click the Submit button.
A confirmation page displays indicating whether the change passed, failed, or is pending:

e If pending, the school is not signed up for auto-debit and the entry will remain in a pending status until the school
sends a check or initiates an ACH to return the funds.

e If failed, there will be a link to click to find the reason why the change failed.

The Cancel/Refund Loan process is complete.

Need assistance? Contact us: (855) 756-0006 Issued: 6/01/2020



| ‘ ( 'sa Ir,lnlg - Quick Reference: Update Disbursement Data

OpenNet® Web Loan Delivery (WLD) allows you to make a variety of disbursement-level changes, including the following:

e Change disbursement status e Reinstate a disbursement

e Change to hold or release e Reinstate a loan

e Change disbursement date e Request a reissue

e Change gross amount e  Fully or partially return funds using the Gross

Amount field
NOTE: This option must include at least one
disbursement that has not yet been disbursed.

e Change disbursement method

e Add a disbursement

How to update disbursement data:

1. Hover your cursor over the Inquiry/Reporting option on the Menu Bar of any OpenNet WLD page, and then click on
View/Change Loan Data.

S a I I Ie Welcome, School User
I mae’ Change my password | Sign out
Click on View/Change Loan Data. Inquiry/Reporting = File management ~ Administration

View/Change Loan Data Feedback

View Pending Disbursements

Disbursement Rosters KXK-KAKKKXK g
Criginations Servicing File manager Returned Funds Report

v‘ciustoml:?em ; Need Help?

iew Sallie Mae Servicing Data Training modules

Download Reports User guides

(ReportServer)
Applications awaiting certification Account settings

View results Filter Export

Dishursement rosters

The Search Criteria page displays.
2. Enter the SSN or last and first name.
3. Click the Submit button.

The Application/Loan Summary page displays.
4. Click the View/Update link.

The Application/Loan Details page displays.

(Continued on the next page)

Need assistance? Contact us: (855) 756-0006 Issued: 6/01/2020
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Loan details @ Return to top
School name: UNIV-MAIN CAMPUS Grade level: EE.IEDSEHREEQDUATE
School ID: QO0C00-00 Enroliment status: FULL TIME Update disb data
Loan period: 05/15/2020 - 05/15/2021 Enrollment efftv date: 05/15/2020
Commonline unique [D: 899984AT100899146 Antcptd grad date: 09/30/2025
Alt loan program code: 091 Major course of study: CHEMISTRY

Expetd family contrbtn:

Application ID: 100899146-01
Click the Update Disb Data button.
Disbursing agent: SALLIE MAE CERger o Souous
Servicer name: SLM Lender name: SALLIE MAE
Cost of attendance: $55,175.00 Loan amt requested: $15,000.00
Estimated financial aid: $10,000.00 School cert amount: $15,000.00

Approved amount: $15,000.00

Click the Update Disb Data button located in the Loan Details section of the page.

If one or more disbursements have not yet been made, the Disbursement Change Transactions page displays with available

fields as shown below.

Disbursement change transactions

/

Smart Option Student Loan (091)
Borrower Enter changes to the disbursement
Name:  ALICE ADAMS information using the fields in the
SSN:  666-52-5210 Disbursement Details section.
Date of birth:  03/01/1997
Loan details /
Loan period:  05/15/2020 to 05/15/2021

Disbursement details

"/

Net disb

Disb status Hold/Release Disb date Gross amount amount Disb method
1 AWAITING DISBURSEMENT RELEASE 05/20/2020 $7,500.00 $7,500.00 EFT - ACH
[-- Select Status v] () Hold [ ‘ $}
2 AWAITING DISBURSEMENT RELEASE 01/15/2021 $7,500.00 $7500.00 EFT - ACH
[—— Select Status v] O Hold [ ‘ ${
Add disb: [f— Select One v] ‘ $}

Click the Review Changes button.

— DD

If the disbursements have already been made, the Disbursement Change Transactions page will display as shown below.

(Continued on the next page)

Need assistance? Contact us: (855) 756-0006

Issued: 6/01/2020
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‘Smart Option Student Loan (091)

Disbursement change transactions

ALICE

ADAMS

666-52-5210
03/01/1997

Enter changes to the disbursement
information using the fields in the
Disbursement Details section.

/

Disbursement details

Borrower
Name:
88N:
Date of birth:
Loan details
Loan period:

09/15/2019 to 05/15/2020

‘P Net disb
Disb status Hold/Release Disb date Gross amount amount Disb method
1 DISBURSED RELEASE 04/06/2020 $5,000.00 $5,000.00 EFT - ACH
- [
1
() Consummated
2 DISBURSED RELEASE 04/06/2020 $5,000.00 $5,000.00 EFT - ACH
O e
oo |
Click the Review Changes button. — [__Selmo”e ] | s ‘

section of the page.
7. Click the Review Changes button.
The Review Changes page displays.

Review changes

‘Smart Option Student Loan (091)

ALICE ADAMS
668-52-5210
03/01/1997

Borrower
Name:
SSN:
Date of birth:
Loan details
Loan period:

05/15/2020 to 05/15/2021

Disbursement details

Disb date Changed field Current value New value
1 05/20/2020 Hold/Release RELEASE HOLD
Disb date 05/20/2020 05/31/2020
2 01/15/2021  No change

Click the Submit button.

— D D D

(Continued on the next page)

6. Enter any necessary changes to the disbursement information using the available fields in the Disbursement Details

Need assistance? Contact us: (855) 756-0006

Issued: 6/01/2020
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8. Verify your requested changes and click the Submit button.
The Transaction Results page displays, indicating whether the change passed, failed, or is pending:

e If pending, the school is not signed up for auto-debit and the entry will remain in a pending status until the school
sends a check or initiates an ACH to return the funds.
e |If failed, there will be a link to click to find the reason why the change failed.

The Update Disbursement Data process is complete.

Need assistance? Contact us: (855) 756-0006 Issued: 6/01/2020
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Quick Reference: Cancel Disbursements

When you want to cancel an individual disbursement for a loan and the cancellation is not driven by an accompanying enrollment
change, the most efficient method to use begins with viewing pending disbursements.

How to cancel individual disbursements:

click on View Pending Disbursements.

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

||('sa||ica

mae’

ViewfChange Loan Data

Disbursemant Rosters
Returned Funds Repart
LCustom Repart

Originations Servicing File managen

Download Reports

{ReportServer)
Applications awaiting certification

view results Filter Export

Home Certifications - Inquiry/Reporting ~ File management ~ Administration -

View Pending Disbursemants

View Sallie Mae Servicing Data

Welcome, School User

FOOCHOCEK g

Mead Haelp?
Training modules
User guides

Click on View Pending Disbursements.

Llldlye Iy Lidie iy

The Pre-Disbursement Selection page displays.

2. Enter the appropriate query options.

borrower’s SSN.

3. Click the Submit button.

criteria.

NOTE: If you want to access disbursements for a single borrower, use the Quick Search method to run a query using the

The Pre-Disbursement Results page displays with record information for pending disbursements that match the query

(Continued on the next page)

Need assistance? Contact us: (855) 756-0006

Issued: 06/01/2020
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Pre-disbursement results Update Al (Individual Changes) >>

View summary totals >»
Export to file >>
Report run Tuesday, June 2, 2020 at 2:11:51 PM EST

Records 1-2 (of 2) Click the Cancel Disb button.
School ID/ Grade method/
Borrower SSN/ Borrower name/ Lender ID/ Loan Disb level/ Disb Gross ynt/
Disb date Student 88N Student name  Loan product  period nbr H/R destination Net a2t
00000000
Update Disb
FINNEGAN SMART 01152020 1 ACH $100.00
(09/25/2020 666-52-5261 MICHAEL OPTION to 3 R g $100.00 Cancel Disb
STUDENT 12/15/2020
LOAN View { Update
00000000
900905 Update Disb
FINNEGAN SMART 01/15/2020 ACH $10,000.00
09/20/2020 666-52-5261 MICHAEL OPTION to 2 1 5 $10,000.00 Cancel Disb
STUDENT 12/15/2020

LOAN View [ Update
Return to selection - keep same criteria Return to selection - clear all criteria

4. Click the Cancel Disb button located next to the disbursement you want to cancel.

The Review Changes page displays.

Review changes

Smart Option Student Loan (091)

Borrower
Name: MICHAEL FINNEGAN
SSN: 666-52-5261
Date of birth:  05/01/1999
Loan details

Loan period:  01/15/2020 to 12/15/2020

Disbursement details

Disb date Changed field Current value New value
. AWAITING
2 (09/25/2020 Disb status DISBURSEMENT CANCELLED

Click the Submit button.

e

5. Click the Submit button to confirm the cancellation.

The Cancel Disbursement process is complete.

Need assistance? Contact us: (855) 756-0006 Issued: 06/01/2020
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The Account Servicing Summary page is used to view the details of a loan on Sallie Mae®'s servicing system. This functionality

retrieves borrower account information for Sallie Mae loans. This quick reference provides instructions and illustrations specific to
viewing information for your Sallie Mae servicing volume.

How to access the Account Servicing Summary page:

1. Do one of the following:

e Hover your cursor over the Inquiry/Reporting option on the Menu Bar of any OpenNet® Web Loan Delivery page,

and then click on View Sallie Mae Servicing Data.

e On the Servicing tab of the School Home Page, click on the Search link on the Sallie Mae Servicing Data tile.

Welcome. School User

||( sallie

m a e’ Change niy password | Sign out
Home Certifications - Inquiry/Reporting = File managem: . . .
_ Click on View Sallie
View/Changa Loan Data Mae Servicing Data. Feedhack
View Panding Disburgements
Disbursement Rosters RXEMEHEER a
Originations | Servicing File manage Returnad Funds Repart
Lustom Rapart Nead Heln?
View Sallie Mae Servicing Data ac Hap:
Training modules
Download Reports it
{ReportSarver) L AN

Applications awaiting certification Account sattings

view results Filter Export Change my password
Change my challenge
i information
Disbursement rosters

¥View results Filter Export

Or click the Search link on the
Sallie Mae Servicing Data tile.

ApplicationiLoan search

Search ei

The Search Criteria page displays.

(Continued on the next page)

Need assistance? Contact us: (855) 756-0006 Issued: 06/01/2020
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Search criteria

Enter either the SN or the first and last names of the borrower whose information you want to view. You can search on a partial first
name by entering the first two letters followed by an asterisk () as a wildcard.

Search criteria Type a borrower SSN.
- |
o / Or type a borrower name.
Last name: | |
First name: | |
Middle initial: | - ‘

Click the Submit button.

)
&

2. Type a borrower’s Social Security Number in the SSN field or type a borrower’s name in the Last Name, First Name, and

Middle Initial fields. You can search on a partial first name by entering the first two letters followed by an asterisk (*).Click
the Submit button.

3. The Account Servicing Summary page displays.

Account servicing summary View app/loan summanyss

This page displays borrower loan data that resides on Sallie Mae’s servicing system. The information displayed represents loans
associated with your institution(s) only. The borrower may have Sallie Mae serviced loans not shown here if they are associated to
other institutions.

Report run 07/06/2020 at 8:46:19 AM ET Servicing messaggo Account info® Loan info@

Borrower

Name: DEBRA R STAFFORD
Social Security number:  719-89-0949
Date of birth: ~ 01/01/1982

View demographic data >>

Servicing messages @ Return to top

Our records indicate a payment is past due. A past due payment will cause future disbursements on any private
Message 1:  student loans that have not fully disbursed to suspend. Borrowers can make a payment online by visiting
SallieMae.com to log into their account or by calling us at 800-472-5543.

Account information @ Return to top

The account information on this page details borrower [oan servicing data associated with your institution. A borrower can access all
Sallie Mae loan servicing data associated with their account by logging in at salliemae.com.

Original balance: $3,500.00 10-day payoff amount:  $1,556.33 View balance details >>
Principal balance: $1,500.00 10-day payoff date: 07/16/2020 View acct payment history >>
Accrued interest: $52.68 Interest paid year-to-date:  $0.00

Current balance: $1,50012 Prior year interest:  $0.00

(Continued on the next page)

Need assistance? Contact us: (855) 756-0006 Issued: 06/01/2020
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Monthly payment:  $1.23 Next payment due: View payment instructions >>
Total amount delinquent:  $2 46 Last payment received:
Other fee(s): $0.12 Last payment amount:  $0.00

Present amount due: $3.69

Number of days past due
on most delinguent loan: 59

Loan information © Return to top
First Status / Orig bal /

Loan program disbdate  Daysdelg School amt delg

Smart Option og/27/2019  SCHL L BTN $3,500.00 Vi ils

Student Loan 59 (000000-00) $2.46 View status history

Enter new SSN:

4. Review the information

Need assistance? Contact us: (855) 756-0006 Issued: 06/01/2020
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The following are summaries of the various sections of the page and the links that are available to additional details.

Borrower information:

The Account Servicing Summary page displays basic borrower demographic information under the Borrower section

header, including name, Social Security number, and date of birth. The Borrower section also includes a link to detailed
borrower information.

e View Demographic Data - To view detailed demographic information associated with the borrower.

Account servicing summary View anp/losn summaryss

This page displays borrower loan data that resides on Sallie Mae's servicing system. The information displayed represents loans
associated with your institution(s) only. The borrower may have Sallie Mae serviced loans not shown here if they are associated to
other institutions.

Report run 07/06/2020 at 8:46:19 AM ET Servicing messagge Account info® Loan info@

Borrower

Name: DEBRA R STAFFORD
Social Security number:  719-89-0949
Date of birth:  01/01/1982

View demographic data >>

Servicing messages:

The Account Servicing Summary page displays servicing messages associated with the borrower account under the

Servicing Messages section header. Servicing messages indicate problems with an account as well as the recommended
means of correction.

Servicing messages @ Return to top

Our records indicate a payment is past due. A past due payment will cause future dishursements on any private
Message 1: student loans that have not fully disbursed to suspend. Borrowers can make a payment online by visiting
SallieMae.com to log into their account or by calling us at 800-472-5543.

(Continued on the next page)

Need assistance? Contact us: (855) 756-0006 Issued: 06/01/2020
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Account Information:

The Account Servicing Summary page displays general borrower account information under the Account Information
section header.

Account information © Return to top

The account information on this page details borrower loan servicing data associated with your institution. A borrower can access all
Sallie Mae loan servicing data associated with their account by logging in at salliemae.com.

Original balance: $3,500.00 10-day payoff amount:  $1,556.33 View balance details >>
Principal balance: $1,500.00 10-day payoff date: 07/16/2020 View acct payment history >>
Accrued interest: $52.68 Interest paid year-to-date: $0.00
Current balance: $1,500.12 Prior year interest: $0.00
Monthly payment:  $1.23 Next payment due: View payment instructions >>
Total amount delinquent:  $2.46 Last payment received:
Other fee(s): $0.12 Last payment amount:  $0.00

Present amount due: $3.69

Number of days past due
on most delinquent loan: 59

The Account Information section also includes multiple links to detailed account information associated with the
borrower.

e View Balance Details - Loan balances associated with the borrower account, including sub-totals for each loan
program.

e View Acct Payment History - Payment history associated with the borrower account, including all payments and
financial transactions for all loans.

e View Payment Instructions - The instructions for the borrower explaining how to handle loan payments.

(Continued on the next page)

Need assistance? Contact us: (855) 756-0006 Issued: 06/01/2020



| ’ ( 'sa mge Quick Reference: View Sallie Mae Loan Servicing Data

Loan Information:

The Account Servicing Summary page displays general information for individual loans associated with the borrower
account under the Loan Information section header:

Loan information © Return to top

First Status / Orig bal /
Loan program disb date Days delq School amt delg

SCHL RaASMAINCAMBUS $3,500.00 View details

08/27/2019 . y
59 (000000-00) 3246 View status history

Enter new SSN: ‘

The Loan Information section also includes links to detailed loan and status history information for each displayed loan:

Smart Option
Student Loan

e View Details - Servicing details for a loan, including payment information, interest and status details, loan details,
disbursement details, and more.

e View Status History - The history of a loan's origination, disbursement, and repayment processing.

Once you have reviewed the borrower’s information, you can:
e Begin a new search by typing a borrower SSN in the Enter a New SSN field and clicking the Search button.

e  Return to the Search Criteria page by clicking the Return to Search Criteria button.

Need assistance? Contact us: (855) 756-0006 Issued: 06/01/2020
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The OpenNet® Web Loan Delivery (WLD) system allows you to view pending disbursements in three ways:

e Viaa previously saved query.
e Viaa quick search.

e Viaanew query.

Once you have retrieved a list of pending disbursements, you can update the entire group of disbursements using the Update All
(Mass Changes) or Update All (Individual Changes) functions.

RUNNINE a Pending bisbursements Query

How to run a pending-disbursements query:

Hover your cursor over the Inquiry/Reporting option on the Menu Bar of any OpenNet WLD page, and then click on View
Pending Disbursements.

Home Certifications - Inquiry/Reporting ~ File management ~ Administration

View/Change Loan Data

Click on View Pending 3»  View Pending Disbursements
. i XXX-XX-XXXX
Disbursements. Disbursement Rosters
. . Returned Funds Report
icing File manager
Custom Report
— o Need Help?
View Sallie Mae Servicing Data _
D load R = Training modules
ownload Reports 0 5
= ser guides
(ReportServer)

Applications awaiting certification Account settings

. _ Change my password
View results Filter Export Change my challenge
Lhange my challenge
information
Disbursement rosters

View results Filter Export

School Assist®™ Representatives
are available during the

s following business hours:
Application/Loan search Monday - Friday

9:00 a.m. - 6:00 p.m. ET
Phone: 844-8-ASSIST

Search

The Pre-Disbursement Selection page displays.

(Continued on the next page)
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Run a previously
saved query using
the Previously Save
Queries section..

Pre-disbursement selection

hare are three ways to define your query. The PREVIOUSLY SAVED QUERIES section allows you to select and submit a previously
aved query, modify a saved query or delete a query. To quickly locate a specific student or borrower, or to retrieve the results froma
breviously submitted query, go to the QUICK SEARCH section. To define 2 new query, enter your inning with the
REQUIRED CRITERIA section.

PRyviously savad queries Quick saarch Change

Enter an SN to search for a specific student or borrower, or a

he name of the saved guery you want to aubrmit, revise,

or delete query confirmation number to retrieve the reaults from a

previously submitted query.

+ Ho selection = sh: ‘ |

Confirmation number: | |

Submitsaved quary ] Viewmory

Required criteria

Submit quick search

At leaat one field must be completed.

Fromdate To date
Disbursement: [,smem Range - v]or\ [ | fox: 1i22/3333)
Loan parfo - soloct Range “or I | DBt msten
Additional eriteria
To make multiple selections from the list boxes hold down control key and dlick with mouse
Al Products a
Loan product:
(COOI0000) Univeraity 5
School campus:
Lender Ibs:
Disbursement method:
il Grade Levels
Grade levels |41l Undergraduate Grade Levels
All Graduate Grade Levels
Sohooluse fields | |
Holdjrelease status: | Al .
Defined range From date To date
Credit expiration date: |- Select Range - - orl ‘ ‘ (ex: 11/22/3333)

* Credit expiration date applies to the first disbursement only and has no relevance to subsequent
disburaementa

Borrower SN v

To save the query criteria, enter a name in the query name box and select save or save and submit. To be netified when query results
are ready, select the send e-mail notification checkbox then select submit.

Sort results by:

Query options

Query name: | ‘

E-mall address: | ‘ [ Send e-mall notification when query is conplete

Save and sutmt —

Search section.

Change my password

information

Run a quick search
using the Quick

Run a new query
using the
remainder of the
page, beginning
with the Required
Criteria section.

2. Use one of the three methods to define the query you want to run.

Need assistance? Contact us: (855) 756-0006
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Method 1: Previously Saved Query:

1. Locate the Previously Saved Queries section on the Pre-Disbursement Selection page.

Previously saved queries

Select the name of the saved query you

or delete. / Select a saved query.

- No selection -

Click Submit Saved Query

2. Select a previously saved query.

3. Click the Submit Saved Query button

NOTE: You can modify or delete a saved query using the View/Modify or Delete buttons.

The Pre-disbursement Results page displays with record information for pending disbursements that meet the criteria
defined in the saved query..

Method 2: Quick Search:

1. Locate the Quick Search section on the Pre-Disbursement Selection page.

Quick search

Enter an SSN to search for a specific student or borrower, or,
query confirmation number to retrieve the results from a

previously submitted query. / Enter a Borrower SSN.
Or enter a

SSN:

Confirmation Number.

L

Confirmation number:

f Submit quick search /

2. Use the Borrower SSN text box to search for a specific borrower or use the Confirmation number text box to retrieve
results from a specific query that was submitted previously for offline processing.

Click Submit Quick Search.

(Continued on the next page)
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3. Click the Submit Quick Search button.
The Pre-Disbursement Results page displays with record information for pending disbursements for the specified
borrower or from the previously submitted query.

Method 3: New Query:

1. Locate the Additional Criteria section on the Pre-Disbursement Selection page. All the options from there to the
bottom of the page can be used to submit and/or save a new query.

Required criteria

At least one field must be completed.

Defined range

From date

Set a date range.

—

To date

Disbursement: [— Select Range -

(ex: 11/22/3333)

Loan period: [— Select Range -

H ‘ [[] Exact match

Additional criteria

/

To make multiple selections from the list boxes hold down control key and click with mouse.

Loan product:

School campus:

Lender IDs:

Disbursement method:

Grade level:
School use field:

Hold/release status:

Credit expiration date: [ Select Range - v] ol

Enter any additional
criteria for the search.

All Products
Bar Study Loan

Career Training Smart Option Student Loan (930)
Clear Advantage Student Loan made by Sallie Mae (W06)

(00000000} University

(Separate IDs with a comma)

AllMethods
Individual Check
EFT-ACH

Master Check

All Grade Levels
All Undergraduate Grade Levels
All Gracuate Grade Levels

| |
g ]

Defined range

From date To date

* Credit expiration date applies to the|

disbursements.

Sort results by: [Bormwer SSN v]

Query options

If you plan to save the query to use again in the

future, enter a name for the query.

To save the query criteria, enter a name in the query name box and select save ve and submit. To be notified whi
are ready, select the send e-mail notification checkbox then select submit

Query name: |

Submit and/or save the qu

ery.

E-mail address: |

‘DSen

-mail notification when query is compl Ste

If you want to run the query
offline, enter your email
address and select the check
box to be notified when the
results are ready.

(Continued on the next page)
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2. Select a predefined date range or define your own using the Disbursements and/or Loan Period text boxes. The
default range includes all stored records.

3. Use the options under the Additional Criteria section header to further filter and sort the results as desired.

4. If you plan to save the query, enter a name for it into the Query Name text box (under the Query Options section).
You can also enter your email address to run the query offline and receive an email notification when the query is
complete.

5. Click the Submit/Save (to save for later use but not run at this time) or Save and Submit button.

The Pre-Disbursement Results page displays with record information for pending disbursements that match the query
criteria.

Update All (Mass Changes) >>
Update All (Individual Changes) >>

View summary totals >>

Pre-disbursement results

Use the Update All (Mass Changes) Export to file >>
and Update All (Individual
Changes) links to update the entire

group of disbursements.

Report run Thursday, May 21, 2020 at 6:5.

Records 1-2 (of 2)

Borrower SCTIOOTTUY Graae. et ‘Dd/
Borrower SSN/ name/ Lender ID/ Loan Disb level/ Disb Gross amt/f
Disb date Student SSN Student name Loan product  period nbr H/R destination Net amt
%%?90(?50 Update Disb
01/15/2020
09/25/2020 666525261 loahN: %“F’,'%%TN to 3 ; QCH %}88'88 Cancel Disb
STUDENT 12/15/2020 :
LOAN View [ Update
g%%%%%o Update Disb
01/15/2020
FINNEGAN, SMART 1 ACH $10,000.00 .
09/20/2020 666-52-5261 MICHAEL OPTION 1 151:(:5020 2 R S $10.000.00 Cancel Disb
STUDENT 15/ -
LOAN View [/ Update

Return to selection - keep same criteria Return to selection - clear all criteria

NOTE: The threshold for a pending disbursement query is 10,000 records. If your query exceeds this threshold, try narrowing
your search or running the report offline.

On this page you can:

e Make the same changes in hold/release status, disbursement date, or disbursement method for all disbursement
records that were returned in the query at the same time via the Update All (Mass Changes) link.

e  Make different changes in hold/release status, disbursement date, or disbursement method values for all
disbursement records that were returned in the query at the same time via the Update All (Individual Changes) link.

e View summary information about future disbursements that matched the search criteria via the View Summary Totals
link.

e  Export the search results data to a comma separated values (.CSV) or Excel file via the Export to File link.

e View loan data and make individual loan-level and disbursement-level changes via the Update Dish, Cancel Disb, and
View/Update links.

Issued: 06/01/2020
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How to export the pending disbursement results:

1. On the Pre-Disbursement Results page, click the Export to File link.
The Export to File page displays.
NOTE: Other types of OpenNet inquiries also support this functionality

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

The Export feature allows you to save
viewed in Excel or Access. This optio) 7 7 pi
needs. You will need to select the itghns you want to export from the AVAILABLE COLUMNS and move them to the EXPORT
COLUMNS. You may select all item# or multiple items by holding down the control key and selecting the item(s) you want to
export. To change the order in wjfich the information will appear, click on the column you want to move in the EXPORT
COLUMNS list and then click onghe MOVE UP or MOVE DOWN buttons.

wser so that the information can be
rocessing and/or reporting

Available Columns: Export Columns:

Alternative Loan Program Code
Anticipated Graduation Date A,
Application ID Add >
Borrower First Name
Borrower Last Name
Borrower Ml
Borrower SSN Add All >>
Borrower Suffix
CommonLine Unique 1D
Credit Expiration Date
Disbursement Destination
Disbursement Method
Disbursement Number

Move Up

Move to Top

<
Full School Campus ID Remove Move Down
Grade Level
Gross Amount
Hold/Release v << Remove All Move to Bottom |

Lender ID/Branch

To save the query selection criteria and export criteria, enter a name in the Query Name box and click on Save or Save and
Export. If the query already has a name, clicking on Save or Save and Export ﬂ add the export criterig to the existing saved query.

Query Name: &—| Entera file name and
Export Format: |Comma Separated (CSV) set the flle Optlons'

Include Header Row: @ Yes (O No

Click the Export button.

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.

(Continued on the next page)
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How to update all pending disbursements via mass changes:

Use the Update All (Mass Changes) functionality to make the same changes in hold/release status, disbursement date, or
disbursement method for all disbursement records that were returned in the query at the same time.

1. Onthe Pre-Disbursement Results page, click the Update All (Mass Changes) link.
/ Update All (Mass Changes) >>

Pre-disbursement results

Update All (Individual Changes) >>
Click the Update All View summary totals >>
(Mass Changes) link. Export to file >>
Report run Thursday, May 21, 2020 at 6:53:43 AM
Records 1-2 (of 2)
Disb
Borrower School IDf Grade method/
Borrower SSN/ name/ Lender ID/ Loan Disb level/ Disb Gross amt/
Disb date Student SSN  Student name Loan product  period nbr H/R destination Net amt
%%%%0[?50 Update Disb )
01/15/2020 >
FINNEGAN, SMART 1 ACH $100.00 .
09/25/2020 666-52-5261 MICHAEL OPTION to 3 R 5 $100.00 | Cancel Disb
STUDENT 12/15/2020 . ;

LOAN [ View[Update ]
Q000000 [ Update Disb ]
FINNEGAN SUART 01/15/2020 1 ACH $10,000.00 g :
09/20/2020 666525261 \ctiabt © OPTION to 2 L oh 2000000 D
12/15/2020 -000.

STUDENT e )
LOAN View / Update
| Return to selection - keep same criteria Return to selection - clear all criteria

The Update All Criteria page displays.

(Continued on the next page)
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2.
3.

Update all criteria
School Assist at 844-827-7478 * if you need more information.

Current value New value

Note: Some changes cannot be made for records that are disbursed by a third party. Contact your disbursing agent or Sallie Mae

e

Enter the changes you
want to make.

Click Review Changes.

Return to query results

Disb date: | 09/05/2020 09/10/2020 | (Ex: MM/DD/YYYY)
Hold/Release: |Release Hold
Disb method: | Check [

Make the changes using the available text fields and drop-down lists.
Click the Review Changes button.
The Review Changes page displays.

NOTE: Disbursements for which a change is not applicable will be filtered from the Review Changes page once the desired

changes are indicated and Review Changes button is clicked.

Review changes

Select check box to exclude a borrower
record from the mass update.

Records
m namef Borr SSN/ Disb
Exclude/Student name Student SSN Loan product nbr
FINNEGAN, SMART OPTION STUDENT
L wicHaeL Dt LOAN 3
FINNEGAN, SMART OPTION STUDENT
L] MICHAEL 666-52-5261 LOAN 2
Click Submit. > Submit 1-2 Edit update all criteria Return to query selection

Gross amt/
Net amt Current value  New value
g]gg‘gg RELEASE HOLD
%18’388'88 RELEASE HOLD

4. To exclude a borrower record from the mass-update process, select the corresponding Exclude check box.

5.

Click the page specific Submit button (i.e. Submit 1-2, Submit 1-9, Submit 1-50,

(Continued on the next page)

Submit 51-100, etc.).

Need assistance? Contact us: (855) 756-0006
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Transaction results

Results

MNumber of requested changes:
Number of successful changes:

Number of unsuccessful changes:

Return to query selection

6. The Transaction Results page displays.
Click the Return to Query Selection button to return to the Pre-Disbursement Selection page.

7.

How to update all pending disbursements via individual changes:
Use the Update All (Individual Changes) functionality to make different changes in hold/release status, disbursement date, or

disbursement method values for all disbursement records that were returned in the query at the same time.
1.

On the Pre-Disbursement Results Page, click the Update All (Individual Changes link.

Disb date

Pre-disbursement results

Report run Thursday, May 21, 2020

Records 1-2 (of 2)

Click the Update All
(Individual Changes) link.

Disb
Borrower School IDf Grade method/
Borrower SSN/ name/ Lender ID/ Loan Disb level/ Disb
Student SSN  Student name Loan product  period nbr H/R destination
Q000000
900905
01/15/2020
09/25/2020 666-52-5261 FINNEGAN, SMART to 3 ! ACH
MICHAEL OFTION 12/15/2020 RS
STUDENT N5/
LOAN
0000000
900905
01/15/2020
09/20/2020 666-52-5261 :,‘lll\(J:r\il_lE‘sE’?_N' gnél‘ﬁ%TN to 2 ; QCH
STUDENT 12/15/2020
LOAN

Update All (Mass Changes) >>

Update All (Individual Changes) >>

View summary totals >>
Export to file >>

Gross amt/
Net amt

pooco
fiocooco

Return to selection - keep same criteria Return to selection - clear all criteria

(Continued on the next page)
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Update all individual changes list

Report run Thursday, May 21, 2020 at 8:42:07 AM ET

Disb method ACH ACH

Click Review Changes. \

| Review changes Discontinue

Records 1-2 (of 2)
Dish Make your updates.
School IDf nbr/
Borrower/  Borrower/ Lender IDf Grade Loan Gross amt/ Field Current New
Student SSN  Student name Loan product level period Net amt name value value
00000000 o115/200 Disb date 09/25/2020
666-52-5261 FINNEGAN, 900905 3 to 2100.00
MICHAEL SMART OPTION 1 100.00 -
STUDENT LOAN 12/15/2020 Hold/Release Hold | Select one
Disb method ACH ACH
0oo0o0on o115/2020 Disb date 09/20/2020
665525261 FINNEGAN, 900905 2 OV $10,000.00
MICHAEL SMART OPTION 1 12/15/2020 $10,000.00 pod/Release Hold ..Select one
STUDENT LOAN

be updated individually. These values include:
e Disbursement Date
e Hold/Release Status
e Disbursement Method
3. Click the Review Changes button.
The Review Individual Changes page displays.
4. Review the changes and then click the Submit Current Page Changes button.

The Transaction Results page displays.

2. Make updates to fields under the New Value column header. The New Value column header displays value types that can

Review individual changes

Report run Thursday, May 21, 2020 at 8:42:07 AM ET

Disbursement records 1-2

(of 2)
Borrower/ Borrower/ Disb nbr/ Gross amt/
Student SSN Student name Loan product Net amt Field name Current value
& $100.00 Disb date 09/25/2020
666-52-5261 FINNEGAN, MICHAEL SMART OPTION $100.00 Hold/Release Hold
STUDENT LOAN : Disb method ACH
2 $10,000.00 Disb date 09/20/2020
666-52-5261 FINNEGAN, MICHAEL SMART OPTION $‘IO'OO0.00 Hold/Release Hold
STUDENT LOAN ' =+ Disb method ACH

Click Submit Current - .

New value

No change
RELEASE

No change
No change

No change

(Continued on the next page)
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Transaction results

Results

Number of requested changes: 2
Number of successful changes: 2

Number of unsuccessful changes: 0

| Return to query selection |

5. Click the Return to Query Selection button to return to the Pre-Disbursement Selection page.

Need assistance? Contact us: (855) 756-0006 Issued: 06/01/2020
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The Returned Funds reporting process allows you to generate and view reports on returned funds activities tied to transactions and
batches that meet specified criteria. You can run a returned funds report three ways:

e  Find transactions in a specific returned funds batch
e Select a saved report to run or modify

e Create a new report

How to initiate a Returned Funds report:

1. Hover your cursor over the Inquiry/Reporting option on the Menu Bar of any OpenNet® Web Loan Delivery page, and then
click on Return Funds Report.

S a I I Ie Welcome, School User
I m a e. Change my password | Sign out
o) Ao bce ¥ it
View/Change Loan Data Click on Returned Funds Report.  feedback
View Pending Disbursements
Disbursement Rosters / KXKKH-KKRX g
Originations Servicing File manager Returned Funds Report
Custom I?em i Need Help?
View Sallie Mae Servicing Data Training modules
Download Reports User guides
(ReportServer)
Applications awaiting certification Account settings

View results Filter Export

The Returned Funds Management Report page displays.

(Continued on the next page)
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Returned funds report management

Reports can be run to find transactions that match specified sel
batch. There are three ways to define your report. To use a prey] H H H

REPORT MANAGEMENT section, select either Batches or 1 submitted previously for offline
then click on either Run or Modify. To quickly retri
previously submitted report, go to the QU
select either Batches or Transacti n click on Create.

returned funds batch.

Use the Quick Search section of the page
to retrieve results from a report that was

cHsection. | processing or to search for a specific

Quick search

Run a saved report Enter the confirmation number for the results of a report that you ran offline and then click on view results to view the results.

rcr new -
or create a ne Confirmation number:

report using the
remainder of the only, the Batch ID can be found on the Daily School Auto-Debit Summary Report and also in the Payee ID field on your bank

page.

Enter a batch ID number and click on view results to view details of a specific returned funds batch. Note: For Auto-Debit customers

statement.

Report management

Reporton: @ Batches (O Transactions

Saved report list
Report

Report options

To run your previously saved report offline, enter your email address and select the send e-mail notification check box. You will
receive an email confirmation when the report is finished.

Email address: [J send e-mail notification when report is complete

D C D CD €D

NOTE: If the Returned Funds Report feature is not available, you need to enable the Return Funds Report service
component via the Service Components page. If you do not have administrative rights, contact your school administrator

to have the service component enabled.

1. Use one of three methods to run a report.
Method 1: Quick Search:
1.

Locate the Quick Search section of the Returned Funds Report Management page.

Quick search

Search by confirmation number.

Enter the confirmation number for the results of a report thatw

Confirmation number:

Enter a batch ID number and click on view results to view details of a

Search by batch ID. For Auto-Debit customers

only, the Batch ID can be found on the Daily School Auto-Debit

statement.

rermrseerrrrre—rmryee=reereld on your bank

sults.

(Continued on the next page)
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2. To perform a search for a report that was previously run offline, enter the confirmation number in the Confirmation
Number text box and click the View Results button.

The report results display in the Returned Funds Batch List page or the Returned Funds Transaction List page.

3. To perform a search using a specific batch ID, enter the batch ID in the Batch ID text box and click the View Results
button.

NOTE: The batch ID can be retrieved from the Disbursement Summary emails. To subscribe to these email
notifications, please contact School Assist.

The Returned Funds Batch List page displays.

Method 2: Saved Returned Funds Report:

1. Locate the Report Management section of the Returned Funds Report Management page.
1. Select Batches for returned funds batch reports or Transactions for returned funds transaction reports
The associated saved reports display in the Saved Report List.
2. Select the report you want to view.
3. Click the Run button.

~_~ Select Batches or Transactions.
Report management &

Reporton: (@) Batches (0 Transactions
Saved report list
Report description

Weekly Refund Report

Monthly Refund Report \

Select a report.

Report options

To run your previously saved repol ] 1 s and select the send e-mail notification check box. You will
receive an email confirmation whe .
Click the Run button.

Email address: [] Send e-mail notification when report is complete

The report results display in the Returned Funds Batch List page or the Returned Funds Transaction List page.

NOTE: You can modify the report criteria before running it by clicking the Modify button instead of the Run button.

(Continued on the next page)
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Method 3: New Return Funds Report:

1. Locate the Report Management section of the Returned Funds Report Management page.

Report management

Reporton: (@ Batches () Transactions €= Select Batches or Transactions.
Saved report list

Report description

Report options

To run your previously saved report offline, enter your email address and select the send e-mail notification check box. You will
receive an email confirmation when the report is finished.

Click Create.

Email address: [] Send hen report is complete

Select Batches to run a report on batch information or Transactions to run a report on transaction details.
3. Click the Create button.

If you are creating a returned funds batch report, the Returned Funds Batch Selection Criteria page displays. If you are
creating a returned funds transaction report, the Returned Funds Transaction Selection Criteria page displays.

(Continued on the next page)
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1. Onthe Returned Funds Batch Selection Criteria page, set the criteria for the report by using the fields in the Selection
Criteria section.

Returned funds batch selection criteria

To define a new report, enter your criteria beginning with the SELECTION CRITERIA section. To save the selection criteria, enter a
name in the Report Name box and select SAVE or SAVE AND SUBMIT.

Selection criteria

(00000000) University
School campus / branch:

Set the report criteria.

Returned funds method: [AII

Date type: [Batch Creation v}
Defined range From date To date
Entera report name and Date range: {Use Custom Dates v]ur (ex. mm/dd/yyyy)
description when saving
the report.
ection criteria and run report
Report name: Report description:
)
Report options Enter your email address when

running a report offline.

tification

To run your report offline, enter your email address and select the Send emgj
confirmation when the report is finished

Email address: ) Send email notification when query is complete

N

Click Submit.

O EDEI D

2. If you are saving the report for future use, enter a name for the report in the Report Name text box and a description of
the report in the Report Description text box.

3. If you would like to run the report offline and be notified when it is ready, enter your email address and select the Send
Email Notification When Query is Complete check box. This feature allows you to run large reports offline and return to
OpenNet to retrieve the results at a later time.

4. Click the Submit button.
The Returned Funds Batch Summary Results page displays.

(Continued on the next page)
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Returned funds batch summary results

Modify returned funds selection >>
Export to file >>

Report run Wednesday, June 3, 2020 at 10:44:59 AM ET Click the View List button to

view the transactions in a batch.
Records 1-1 (of 1)

Returned
Batch creation funds Total batch
Batch ID date method amount School ID School name Batch status
UNIV-MAIN
6713 03/05/2020 AUTO-DEBIT $2,500.00 002020-00 COMPLETE View list

Return to report management

5. To view the transactions included in a batch, click the View List button corresponding to that batch.

The Returned Funds Batch List page displays:

Returned funds batch list

Modify returned funds selection >>
Export to file >>

Report run Wednesday, June 3, 2020 at 10:49:46 AM ET

Records 1-2 (of 2)

Return to batch results

Batch ID: 6713 Total batch amount: $2,500.00
Batch creation date: 03/05/2020 Processed amount: $2,500.00
Returned funds method: AUTO-DEBIT Work in process amount:  $0.00
ACH initiation date: Check number: N/A
Settlement date: 03/17/2020 SchaoallD. 00000000
School { Click the View Details button to view
details of a specific transaction.

Borrower/ Excess
Borrower/ Student  Loan Inst IDf funds Transaction Transaction
Student SSN name prgm Loan period Insttype reglD Transaction type amount date \

THURMAN 01/15/2020 50p00000 CANGCEL - »
719-89-1325 | HIRNANY pRIvATE o odhooL. NA AN ATED $1.000.00 03/05/2020

04/15/2020

The Returned Funds Transaction Detail page displays:

(Continued on the next page)

6. To view details of a specific transaction, click the View Details button for that transaction.
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RETURNED FUNDS TRANSACTION DETAIL

Modify Returned Funds Selection >>
Report run Wednesday, June 3, 2020 at 10:54:03 AM ET
Borrower

Borrower Name: MEGAN C. THURMAN
Borrower SSN:  719-89-1325

Student Name:
Student SSN:

Transaction Detail

Disbursement Detail

The disbursement details provided below reflect the most recent disbursement roster information for this disbursement number. It
does not reflect any other adjustment transactions processed since the disbursement date provided.

Return Transaction Detail

Disbursement Date: 03/05/2020 Transaction Type: CANCEL - UNCONSUMMATED
Disbursement Roster ID:  S00005745 Transaction Date: 03/05/2020
Disbursement Number: 2 Batch ID: 6713
Disbursement ID: 100863447-01 Net Transaction Amount:  $1,000.00

CommonlLine Unique ID:  899984AT100863447 Return Method: AUTO
Origination Fee Amount: $0.00 Initiating Source Type: SCHOOL

Gross Disbursement Amount:  $1,000.00 Source Code: 00000000

Net Disbursement Amount: $1,000.00

Return to Batch List

7. Review the displayed information.

8. Click the Return to Batch List button to return to the previous page.

During the Return Funds Batch reporting process, you can also:
e Save the batch information to a file by clicking the Export to File link.

NOTE: The Export to a File link will be unavailable if your query results have exceeded the maximum number of records
that can be exported. If you need to export the results as an Excel or comma separated values (CSV) file, refine your
search criteria to return fewer records.

e Change your report criteria and retrieve a new report by clicking the Modify Returned Funds Selection link.

e End the reporting process by clicking the Return to Report Management button.

Need assistance? Contact us: (855) 756-0006 Issued: 06/01/2020
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1. Onthe Returned Funds Transaction Selection Criteria page, set the criteria for the report by using the fields under the
Selection Criteria section header.

Returned funds transaction selection criteria

To define a new report, enter your criteria beginning with the SELECTION CRITERIA section. To save the selection criteria, enter a
name in the Report Name box and select SAVE or SAVE AND SUBMIT.

Selection criteria

Set the report criteria.

{00000000) University
School campus / branch:

Returned funds method: | All v}

All Transaction Types m

" Cancel - Consummated
Transaction type: Cancel - Unconsummated \_
Reissue
School Refund b

All' Source Codes
WEB

CTSF

MAMNUAL

Source code:

Defined range From date To date

Date range: {Use Custom Dates v

or‘ ‘ ‘ ‘ (ex. MM/DD/YYYY)

School use:
Enter a report name ‘ |

and description when
SaVing the report' Save selection criteria and run report

\ Report name: Report description:
1

Report options -

To run your report offline, enter your email address and select the Send otification check box. You will receive an email
confirmation when the report is finished.

Email address: ‘ ‘ [[)send email notification when query is complete

Enter your email address when
running a report offline.

Click Submit.

(Continued on the next page)
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2. If you are saving the report for future use, enter a name for the report in the Report Name text box and a description of
the report in the Report Description text box.

3. If you would like to run the report offline and be notified when it is ready, enter your email address and select the Send
Email Notification When Query is Complete check box.

4. Click the Submit button.

The Returned Funds Transaction List page displays:

Returned funds transaction list Modify returned funds selection >»
Export to file >>

Report run Wednesday, June 3, 2020 at 11:02:15 AM ET

Records 1-1 (of 1)

School campus/branch: 00000000 Returned funds method: ALL
Loan program type: Transaction type: ALL TRANSACTION TYPES
Date range: 5/1/2020 TO 5/31/2020 . i i .
Click the View Details button to view
School use: . . .
details of a specific transaction.
Borrower/ Exces
Borrower/ Student  Loan InstID/  funds reg Transaction Transaction Transaction
Student SSN name prgm Loan period  Inst type D type amount date
09/15/2019
PETERSEN, 00D0DODO SCHOOL .
719-89-0477 DOROTHY PRIVATE to SCHOOL N/A REFUND $500.00 05/12/2020

02/15/2020

Return to transaction selection

5. To view details of a specific transaction, click the View Details button for that transaction.

The Returned Funds Transaction Detail page displays:

(Continued on the next page)
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RETURNED FUNDS TRANSACTION DETAIL

Modify Returned Funds Selection >>
Report run Wednesday, June 3, 2020 at 11:07:24 AM ET
Borrower

DOROTHY PETERSEN
Borrower SSN:  719-89-0477

Borrower Name: Student Name:

Student SSN:

Transaction Detail

The disbursement details provided below reflect the most recent disbursement roster information for this disbursement number. It
does not reflect any other adjustment transactions processed since the disbursement date provided.

Disbursement Detail Return Transaction Detail

Disbursement Date: 12/26/2019 Transaction Type: SCHOOL REFUND
Disbursement Roster ID:  SO0005585 Transaction Date: 05/12/2020
Disbursement Number: 2 Batch ID: 6963
Disbursement ID: 100826224-01 Net Transaction Amount: $500.00
CommonLine Unique ID: 899984AT100826224 Return Method: AUTO
Origination Fee Amount: $0.00 Initiating Source Type: SCHOOL
Gross Disbursement Amount:  $2,000.00 Source Code: 00000000
Net Disbursement Amount: $2,000.00

Return to Transaction List

6. Review the displayed information.

7. Click the Return to Transaction List button to return to the previous page.

During the Return Funds Transaction reporting process, you can also:
e Save the information from the page to a file by clicking the Export to File link.

NOTE: The Export to a File link will be unavailable if your query results have exceeded the maximum number of records
that can be exported. If you need to export the results as an Excel or comma separated values (CSV) file, refine your
search criteria to return fewer records.

e Change your report criteria and retrieve a new report by clicking the Modify Returned Funds Selection link.

e End the reporting process by clicking the Return to Report Management button.

Need assistance? Contact us: (855) 756-0006 Issued: 06/01/2020
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How to export the returned funds report results:

1. Click the Export to File link on the Returned Funds Batch List or Returned Funds Transaction List page.
The Export to File page displays.

Export To File

The Export feature allows you to save data to your computer or open the data within your browser so that the information can be
viewed in Excel or Access. This option allows you to tailor the information to fit your internal processing and/or reporting needs. You
will need to select the items you want to export from the AVAILABLE COLUMNS and move them to the EXPORT COLUMNS. You may

select all items or multiple items by holding down the control k nge the order in
which the information will appear, click on the column you wan . n the MOVE UP
or MOVE DOWN buttons. Add and arrange the data fields

(columns) to be exported.

Available Columns: Export Columns:

Batch ID

Borrower First Name

Borrower Last Name Add >
Borrower Middle Initial

Borrower SSN
Borrower Suffix Add All >>
Commonline 1D

Disb Reg ID
Disbursement Date
Disbursement Number
Excess Funds DR ID

Gross Dishursement Amount (Or <Remove
Institution 1D
Institution Type
Loan Period Begin Date << Remove All
Loan Period End Date

- -

To save the query selection criteria and expeort criteria, enter a name in the Query Namgebasand click ap Save or Save apd Fxport. If
the query already has a name, clicking on Save or Save and Export will add the expor

Query Name: | é—_—-

Export Format:  Microsoft Excel Format v

Include Header Row: @ Yes () No

Enter a file name and
set the file options.

Click the Export

Add and arrange the data fields (columns) to be exported using the available functionality.
Enter a name for the file in the Export Name field.
Select the format of the exported file in the Export Format field.

Select whether you want header information to display on the exported file in the Include Header Row option.

o v A~ N

Click the Export button.

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

Need assistance? Contact us: (855) 756-0006 Issued: 06/01/2020
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Disbursement Rosters Overview

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:

e 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.

e 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.

] S al I ie Welcome, School User
l mae- Change my password | Sign out
Home Certifications - Inquiry/Reporting ~ File management ~ Administration -
View/Change Loan Data ack
View Pending Disbursegen Click on Disbursement Rosters or ,

. . . Di n . . . . \
Click the View Results link to go Fllemanager  Returned Funds Report thfa Fl‘lter link to de.fln.e selection
directly to a roster list for a pre- Custom Report criteria before retrieving a roster
defined date range. B list.

& Download Reports -

Applications awaiting certification Account settings

View results Filter Export
Disbursement roster.

Export

\ (ReportServer)

School Assist™ Representatives

are available during the

following business hours:
Monday - Friday

Search 9:00 a.m. - 6:00 p.m. ET

Phone:- 844-8-ASSIST

(844-827-7478)

International: 877-456-6221

Direct: 302-451-4912

Email Us

View results Filter

Application/Loan search

The Roster Selection page displays.

(Continued on the next page)
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2.
3.

List filter
[AII schools
School ]
campus/branch:
All Loan Programs
Private
Loan program type: Career Training/ K12/ Tutorial
Disbursement method: |All Disbursement Methods
Defined range Begin date End date
Disbursement date: |Use Custom Dates 01/01/2020 01/31/2020 | (ex: 11/22/3333)
School use:
Detail sort
Primary sort order: |Lender
Secondary sort order:  |Borrower SSN
Select your desired
filter criteria and click \
Select the filter criteria appropriate for the disbursement rosters you want to retrieve.
Click the Submit button. The Disbursement Roster List page displays.
Disbursement roster list Use these buttons to perform Madify roster selections>

Disb date
02/05/2020 Private

03/30/2020 Private

04/06/2020 Private

the three roster functions.

Records 1- 11 (of 11)

Loan School

program  Roster ID campus/branch  Disb method Met amount
S00005677 00000000 ICHK
S00005922 (Q0000D-00 ACH

500005996 00000000 ACH

("ooon )

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

the list:

Need assistance? Contact us: (855) 756-0006

Issued: 6/01/2020
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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. Onthe Disbursement Roster List page, click the Details button.

The Disbursement Roster Report page displays.

Display roster list >>

Disbursement roster report | click on Print Roster Report Modity roster :3:::*; =
and Summary to access a Print roster report and summaryz
printer-friendly view of the —7 Export to file >>
report.

002589-00 UNIVMAIN CAMPUS - Roster ID SO

Disbursement date: 04/06/2020

Records 1-2 (of 2)

Disb  Check
Borrower/ Gntr/ nbr/  nbr/

Borrower/  Student Grade loan Disb  EFT Orig  Gross amt/ Disb
Loan period Student SSN name level Lender prgm mthd auth fee Net amt indct
09/15/2019 to ;qr 1 ADAMS 900905- 924 2/ o/ $5,000.00
05/15/2020 066525210 1 \p - SALLIEMAE XS ACH Y $0.00  &5000.00 View / Update
09/15/2019 10 ;pr o0 ADAMS, 900905- 924 1/ of $5,000.00
05/15/2020 ©06925210 piiee™ 2 SALLEMAE XS ACH Y $000 5500000 it it

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)
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The Disbursement Roster Report and Summary displays.

Disbursement Roster Report

002589-00 UNIV -MAIN CAMPUS - Roster ID S00005996
Disbursement Date: 04/06/2020

Records 1-2 (of 2)

Disb
Borrower/ Gntr/ Nbr/ Check Gross
Borrower/  Student Grd Loan Disb Nbr/ Crig Amt/ Disb
Loan Period ~ Student SSN Name Lvl Lender Prgm Mthd EFTAuth Fee NetAmt Indct
ADAMS,
09/15/2019 to #0623210 piice ™ 000005-SALLIE 924 2/ of $0.00 $3000.00
05/15/2020 ) MAE XS ACH Y 00 45:000.00
ADAMS,
09/15/2019 to 908929210 plice " o00o0SSALLE 924 ¥/ of 50,00 $500000 ¢
05/15/2020 ) MAE XS ACH Y 00 45:000.00

Disbursement Roster Report Summary

Roster ID 500005996
Dishursement Date: 04/06/2020
Report run on May 20, 2020 at 12:47 PM ET

3. Use the print option on your web browser to print the report.

Need assistance? Contact us: (855) 756-0006 Issued: 6/01/2020
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View the Disbursement Roster Summary

How to view the disbursement roster summary:

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

The Disbursement Roster Report Summary page displays.

Display roster list >>

Disbursement roster report summary Modify roster selection >>
View details >>

Export to file >>

Roster ID SO0005996
Disbursement date: 04/06/2020
Report run on May 20, 2020 at 12:52 PM ET

Totals

Number of disbursements: 2
Total orig fees: $0.00

Total gross amount: $10,000.00
Total net amount: $10,000.00
Lender summary
Number Total gross amount/
Lender of disb Total orig fees Total net amount
$10,000.00
SALLIE MAE (900905) 2 $0.00 $10,000.00

Need assistance? Contact us: (855) 756-0006 Issued: 6/01/2020
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1. Onthe 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.

Export to file

The Export feature allows you to save data to your computer or open the data within your browser so that the information can be
viewed in Excel or Access. This option allows you to tailor the information to fit your internal processing and/or reporting needs. You
will need to select the items you want to export from the AVAILABLE COLUMNS and move them to the EXPORT COLUMNS. You may
select all items or multiple items by holding down the control key and selecting the item(s) you want to export. To change the order
in which the information will appear, click on the column you want to move in the EXPORT COLUMNS list and then click on the MOVE
UP or MOVE DOWN buttons.

Roster information: /

Available columns: Export columns:

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

--- Institution Information --- = Add > Borrower First Name Move to top
School Code Borrower Last Name

Guarantor 1D Borrower Middle Initial

Guarantor Name Add all >> Borrower SSN

Lender ID Disbursement Date

Lender Name Net Amount

--- Disbursement Information ---
Disbursement Number
Disbursement Method Code

EFT Authorization Code

Qrinination Fee Amount T

Move down

<< Remove all Move to bottom

g

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

Export format: ‘ Microsoft Excel Format v

Include header row: @ Yes () No

Bl — [~

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

Click the Export button.

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.

Need assistance? Contact us: (855) 756-0006 Issued: 6/01/2020
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ustom Reports Overview

The Custom Reporting process allows you to run reports on loan and disbursement data using a wide variety of selection criteria.

How to run a custom report:

1. Hover your cursor over the Inquiry/Reporting option on the menu bar of any OpenNet® Web Loan Delivery page, and then
click on Custom Report.

(. Sa”ie Welcome, School User
| mae’

£hange ny password | Sign out

Home Certifications v Inquiry/Reporting ~ File management ~ Administration -

View/Change Loan Data . Feedback
View Pending bDisbursements Click on Custom Report-
. Disbursamant Rosters a
Originations Servicing File managen ~ Returned Funds Re RM
Lustom Report
ey 7
View Sallie Mae Servicing Data N‘i‘:gﬂ';‘;";odules
Download Reports e ve——

g L id
(R_epnr rver)_ serquides
Applications awaiting certification

Account settings
¥Yiew results Filter Export e L AU
Change n1y challenge

The Custom Report Management page displays.

(Continued on the next page)
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2. Use one of two methods to run a report. Use the Quick Search section of the page to

L retrieve results from a report that was submitted
/ previously for offline processing.

Quick search

Enter a report confirmation number to retrieve the results from a previous submission.
Confirmation number: Retrieve saved report

Report management

Reporton: @ Loans ) Disbursements

Saved report list: Reporj=
Run a saved report or create a new
---------- PREDEFINED REPORTS —---revev : :
ALL LNS CERTIFIED WITHIN THIS CALENDAR YEAR e report using the remainder of the
APPROVED APPS AWAITING BORROWER OR C page.
SMART OPTION LOANS ELIGIBLE WITH COSIG
7777777777 SCHOOL REPORTS -
7777777777 MY REPORTS -
Report options

To be notified when report results are ready, select the send e-mail notification checkbox then select run.

[]Send e-mail notification when report is comp,

E-mail address:

Need assistance? Contact us: (855) 756-0006 Issued: 06/01/2020
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Method 1: Saved Custom Report:

1. Locate the Report Management section of the Custom Report Management page.

Quick search

Enter a report confirmation number to retrieve the results from a previous submission.

Confirmation number: Retrieve saved report

Select Loans or Disbursements.

Report management

Report on: (@ Loans () Disbursements

Saved report list: Report description:

---------- PREDEFINED REPORTS ---ccvexx

ALL LNS CERTIFIED WITHIN THIS CALENDAR YEAR / Selecta report'
APPROVED APPS AWAITING BORROWER OR COSIGN

SMART OPTION LOANS ELIGIBLE WITH COSIGNER
7777777777 SCHOOL REPORTS -
---------- MY REPORTS —--------

View advanced options

Report options

To be notified when report results are ready, select the send e-mail notification checkbox then select run.

E-mail address: Click Run [[] Send e-mail notification when report is comp|

2. Select Loans or Disbursements.
The associated saved reports display in the Saved Report List.

3. Select the report you want to view. Options include:
Predefined Reports — Reports created by Sallie Mae® and available to all users with access to Custom Reporting.

School Reports — Reports created by a school administrator or user and elevated by a school administrator to be
accessible by all users at the school.

My Reports - Reports created by individual users. These reports are accessible only by the user who created the report
and the school administrator.

4. Click the Run button.
The report results display in the Custom Loan Report or Custom Disbursement Report page.

NOTE: You can modify the report criteria before running it by clicking the Modify button instead of the Run button.

(Continued on the next page)
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Method 2: New Custom Report:

Quick search

Enter a report confirmation number to retrieve the results from a previous submission.

Confirmation number: Retnieve saved report

Select Loans or Disbursements.

Report management

Reporton: (@ Loans (O Disbursements

Saved report list: Report description:

7777777777 PREDEFINED REPORTS -

ALL LNS CERTIFIED WITHIN THIS CALENDAR YEAR
APPROVED APPS AWAITING BORROWER OR COSIGNER A
SMART OPTION LOANS ELIGIBLE WITH COSIGNER
---------- SCHOOL REPORTS --------

7777777777 MY REPORTS -

| View advanced options

Report options

To be notified when report results are ready, select the sen Eckbox then select run.

Click Create.

[] SAnd e-mail notification when report is comp

E-mail address:

1. Locate the Report Management section of the Custom Report Management page
2. Select Loans or Disbursements.

NOTE: Creation of a loan report is shown as the example for these instructions. The pages for a disbursement report
will have the same functionality but will contain different fields.

3. Click the Create button.

The Custom Loan Report Definition page displays.

(Continued on the next page)
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4.

Use the fields in the Filter Criteria section to define your report and choose a date range(s) upon which to query.
NOTE: You can select more than one item at a time by pressing the Ctrl key while making your selections.

Custom loan report definition

Filter criteria

Loan

USC Credit Union Graduate Choice M.D. Student Loan (W23)
USC Credit Union Graduate Choice MBA Student Loan (W25) A,
Loan product: |USC Credit Union Graduate Choice Student Loan (W22)
USC Credit Union Parent Choice Student Loan (W21) v
Your Future Education Loan (W08)

N
Status: |Application started

Cosigner required

All Grade Levels

~
Grade level: [All Undergraduate Grade Levels
All Graduate Grade Levels v

- - - Include All Statuses.
Private credit exceptions T -
Missing Borrower Information
status: P - N
Missing Cosigner Information

Defined range Begindate  End date

Loan period: [Include All Dates

(ex: 11/22/3333)
Exact match on loan period dates Include loans with blank loan periods
Defined range

From date To date

Application rece[:;ved [Include All Dates
ate:

(ex: 11/22/3333)

. - . Include All Statuses
Private credit exceptions - -
status: Missing Borrower Information
* |Missing Cosigner Information ™V

Defined range Begin date End date

Loan period: [Include All Dates

(ex: 11/22/3333)
Exact match on loan period dates Include loans with blank loan periods
Defined range

From date To date

Application recel\alteg [Include All Dates

(ex: 11/22/3333)

Schools campus:

Lender IDs:

Separate IDs with a comma

e
Need assistance? Contact us: (855) 756-0006
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Display and sort

Determine the columns to

Display columns display.
Available display columns: Display columns:

--- Institution Information --- Full Borrower Name
Full School Campus ID A Borrower SSN
School ID Loan Period Start Date
School Campus ID Loan Period End Date m
School Campus Name Loan Product
Full Lender ID Status Name
Lender ID 1 Borrower Requested Amount 1
Lender Branch ID School Certi?ied Amount
Lender Name v Link to Appl/Loan Detail Page
-- Borrower Information — -

<< Remove all Move to bottom

Sort columns Choose a sort order
for the report data.

Available sort columns:

}

- Institution Information -— Add > Full Borrower Name
Full School Campus ID A

School Campus Name

Full Lender ID v

Lender Name

< Remove Move down

5. Scroll down to the Display and Sort section
6. Determine the columns (fields) to display in the report.

7. Use the Sort Columns section to choose a sort order.

Save and run report

Report name: Report description:

LN

AN

Enter a name and description
| for the report.

Report options

To be notified when report results are ready, select the send e-mail

E-mail address:

8. If you want to save the report, enter a Report Name and Report Description.

9. If you want to run the report offline and be notified when it is ready, enter your email address and select the Send E-
mail Notification When Report is Complete check box. This feature allows you to run large reports offline and return
to OpenNet to retrieve the results at a later time

(Continued on the next page)
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Report options
P P Enter your email address to

To be notified when report results are ready, select the send ¢ FUn the report offline. ect run.

[[] Send e-mail notification when report is complete

- D

E-mail address:

Click Run

10. Click the Run button.
The report displays. The fields that display on the report vary depending on the custom options that were selected
when creating the report.

NOTE: The threshold for a Custom Report is 8,000 records. If your report exceeds this threshold, try narrowing your
search or running the report offline.

Display report list >>
Custom loan report Modify report > /

View summary totals >>
Export to file >»>

SMART OPTION LOANS ELIGIBLE WITH COSIGNER
Report run on 7/10/2020 at 2:26 PM ET

Records 1- 50 (of 257)

Loan Period Loan Period Application Credit
Borrower SSN  Full Borrower Name Loan Product Start Date  End Date  Status Date Status Name Status
BORROWER ACTION
- JOHN Q. BORROWER SMART OPTION STUDENTLOAN  09/15/2017  09/15/2018  05/17/2017 Lraniote E

On this page you can:
e  Return to the Custom Report Management page via the Display Report List link.
e  Return to the Custom Loan Report Definition page and revise the report criteria via the Modify Report link.
e View the Custom Loan Report Summary page via the View Summary Totals link.
e Export the report data to a file format of your choice via the Export to File link.

NOTE: The offline report has a threshold of 25,000 records for the export function. If the report contains more
than 25,000 records, the Export button will not display on the screen.

. O]
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How to export the custom report results:

1. Click the Export to File link on the Custom Loan Report or Custom Disbursement Report page.

The Export to File page displays.

Export to file

The Export feature allows you to save data to your computer or open the data within your browser so that the information can be|
viewed in Excel or Access. This option allows you to tailor the information to fit your internal processing and/or reporting
needs. You will need to select the items you want to export from the AVAILABLE COLUMNS and move them to the EXPORT
COLUMNS. You may select all items or multiple items by holdi A i u want to
export. To change the order in which the information will app:
COLUMNS list and then click on the MOVE UP or MOVEDOWN | Add and arrange the data fields

(columns) to be exported.

Loan information: /

Available columns: Export columns:

Lender Name v
--- Borrower Information ---

<< Remove all Move to hottom

--- Institution Information --- Full Borrower Name
Full School Campus ID A Borrower SSN

School ID Loan Period Start Date

School Campus ID Loan Period End Date
School Campus Name Loan Product

Full Lender ID Status Name

Lender ID Borrower Requested Amount
Lender Branch ID School Certified Amount

Enter a file name and

& | set the file options.

Export name:

Export format: |Comma Separated (CSV)

Include headerrow: @ Yes (O No

Click the Export

button. . ' '
Save and export Save |

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

Enter a name for the file in the Export Name field.

Select the format of the exported file in the Export Format field.

Select whether you want header information to display on the exported file in the Include Header Row option.

Click the Export button.

N o v .k wnN

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

Need assistance? Contact us: (855) 756-0006 Issued: 06/01/2020
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Pre-Defined Custom Reports - Loans:

e All Loans Certified within this Calendar Year — A report showing all loans certified during the current calendar year
(January 1 through current date), regardless of loan and/or application status.

e Approved Apps Awaiting Borrower or Cosigner Action -ldentifies all active, credit-approved applications for this
calendar year which require additional action from the borrower or cosigner in order to progress the application.

e Smart Option Loans Eligible with a Cosigner — A report showing borrowers whose loans are not credit approved but
may be eligible with a cosigner.

Pre-Defined Custom Reports - Disbursements:

e Cancelled Disbursements for Applications Received within this Calendar Year — A report showing all cancelled
disbursements for applications received during the current calendar year (January 1 through current date).

e Disbursements at Risk Due to Delinquency — A report showing scheduled disbursements that are at risk of not being
disbursed due to borrower repayment delinquency. Disbursements are not pended until the borrower is at least 30
days delinquent. This report will display any at risk disbursements for borrowers who are at least 2 weeks delinquent
or more. Schools should work with these borrowers to resolve their delinquency as soon as possible.

e Dishursements on Hold — A report showing all active loans with a hold/release status of “Hold.”

e Pending Disbursements — A report of records that are awaiting disbursement.

Need assistance? Contact us: (855) 756-0006 Issued: 06/01/2020
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User maintenance is an administrative feature that should be reviewed periodically to ensure that all information is accurate. Please

review the list of users who have access to your school records and modify or delete the rights associated with each user as
necessary. You can also use this function to reset a user’s password.

Do not create generic administrative or user accounts, such as “School User,” for multiple individuals to share. Individual, unique
user accounts should be created to mitigate security risks to your students’ data.

NOTE: This function is available to School Administrator users and to School Users who have been granted User Maintenance rights.

viaintain user intormation

How to add or update user accounts:

1. Hover your cursor over the Administration option on the Menu Bar of any OpenNet® Web Loan Delivery page, and then

click on Maintain Users.

| (‘ S al I ie Welcome, School User
| mae’

£hange ny password | Sign out

Certifications Inquiry/Reporting ~ File management ~ Administration - _

School Profile

Maintain Users a
Qriginations Servicing File management / EnablafDisable Service

Lomponents
Loan Periods
Initial Values

Click the Maintain Users Link.

Applications awaiting certification

Account settings
View results Filter Export Lhange n1y password

Change my challenge

The User Maintenance page displays.

e
Need assistance? Contact us: (855) 756-0006
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User maintenance

CHANGES SAVED SUCCESSFULLY.

The user list contains information on the individuals that have been set up for your institution. To add a new user, click on the
ADD button. To review or revise a user, select the user i i n. To delete a user,

select the user you want to delete and click on the DERI Click the Add button to add a user or select a SANCEL button.
user and click the View/Update button to
i ) modify an existing user.
User ID information
User ID User name User type Created Last used
() 0000O00USER2 JACK M JON SCHOOL USER 06/03/2020
O O000ATLAS JOHN M ITH SCHOOL ADMINISTRATOR 06/03/2020

Information for existing users is displayed on the page.

2. Click the Add button or select a user and click the View/Update button, depending on whether you are setting up a new
user or modifying an existing user account.

NOTE: You can also delete a user’s account by clicking the Delete button.

The Add User or View/Update User page displays. The two pages display the same fields and information.

(Continued on the next page)
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Add User Need Help?
Training modules
User guides

The settings on this page are used to set up account information for a new user. Complete the fields on the page and then click

on the SUBMIT button to add the user. The CANCEL button returns you to the previous page without saving any changes. Account sef

User information

Fields marked with an asterisk (*) are required. Sohool Assist™ Representatives
are available during the
following business hours:

User ID: * Must be at least 6 alphanumeric characters. Monday - Friday
9:00 a.m. - 6:00 p.m. ET
44-8-ASSIST

Must be 8 to 32 characters, alphanumeric and contain )

a number. Passwords are case sensitive. International: 877-456-6221

Direot: 302-451-4912
Email Us

Password: *

First name:

Last name: *
Telephone: (ex: 123-456-7890¢ %)

Email address: (ex: jburton@university.edu)

Primary school ID: ~ 000000-00
Non-ED branch ID:

Primary school name:
- By default School Administrators are granted all
User type: * | School User administration and user rights.

Web Loan Delivery School Access

The option to Share Access Across Schools allows user security rights associated to a primary institution to be utilized on other
primary institutions that share the same 6-digit U.S. Department of Education ID. With shared access privileges, the user will be able
to perform functions granted at their primary institution for another school only when the same component is enabled by that school.

[ Share Access Across Schools

Web Loan Delivery administration rights

You may grant the user rights to perform the following special administration function for all campuses by selecting the check box

below. The function allows the user access to update and modify components that your school campus has had enabled. This

includes access to School Profile, Enable/Disable Service Components, and Loan Periods. To grant the user rights to perform User
or Loan Period for specific see the Web Loan Delivery User Rights section below.

[ Self-service setup activities

Web Loan Delivery user rights

Determine the service components for which the user will have access rights by completing the fields below.

Services Components campus User rights
Applications / " S
Certifications Online School Certification 000000-00 O
View Loan Data O
Change Loan Data O

Individual Inquiry

Servicing Data No Access

Pending Disbursement Query

No Access

And Report
Query And Reporting Disbursement Rosters

Returned Funds Reports
Custom Reporting
Servicing Information Return Funds Manifest

- User Maintenance
Administration

oooooo

Loan Period Maintenance

3. Enter the required demographic information into the fields under the User Information section header.

Need assistance? Contact us: (855) 756-0006 Issued: 06/01/2020
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NOTE: The password you enter for the user is only temporary. A new user will be prompted to change the temporary
password when logging into OpenNet for the first time. An existing user for whom you have reset their password will need
to log in and change the temporary password within 24 hours.

4. Setthe appropriate access and user rights levels for the user. These options and levels determine the amount of control
the user has within OpenNet.

If your school has multiple branches set up in OpenNet, you can grant a user access to all schools that share the same 6-
digit school code by selecting the Share Access Across Schools check box. This will allow the user to access information for
multiple branches with one user ID/password.

NOTE: Users with administrative access will still need to log into each campus separately to maintain profiles for the
different branches.

If the Self-Service Setup Activities check box is checked, the user will have partial administrative rights and be able to
add/modify/view data in the following functions under the Administration option on the Menu Bar: School Profile,
Enable/Disable Service Components, and Loan Periods.

5. Click the Submit button.
You are returned to the User Maintenance page.
6. Repeat as needed until all user accounts have been added or updated as needed.

The User Maintenance process is complete.

Need assistance? Contact us: (855) 756-0006 Issued: 06/01/2020
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The Service Components page indicates a school's participation status in each of the service components offered in OpenNet®, and
allows you to request a change to a service component’s status.

NOTE: This function is available only to School Administrator users and to users who have been granted partial Administrative rights.

How to enable or disable a service component:

1. Hover your cursor over the Administration option on the Menu Bar of any OpenNet Web Loan Delivery page, and then

click on Enable/Disable Service Components.

||('sallie

Welcome, School User
mae’

LChange my password | Sign out

Home Certifications - Inquiry/Reporting ~ File management ~ Administration - _

School Profilea

Maintain Llsers a
Originati Servici Fil o Enable/Disable Service
riginations | ervicing ile managemen Components
Loan Periods
Initial Values

Click on Enable/Disable
Service Components.

Applications awaiting certification

Yiew results Filter Export

The Service Components page displays.

(Continued on the next page)

|
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Service Components -
Use the Enable and Disable check boxes to

L ,
The following table indicates your school’s participation status for the sery indicate a request to Change your school’s
participation in a component that is inactive, select the check box in the Ef participation status.

service that is active, select the check box in the Disable column. If you w¢
in private loans, please contact your SallieMae Account Executive.

Service Components

Current
Service Component Status Enable Disable
Applications / . e .
Certifications Online School Certification Active |
o ) View Loan Data Active O
Individual Inquiry o )
Servicing Data Active O
Rishucsament Rosters Active O
Que . | )
When all desired nds Reports Active O

changes have been
Reion bttam,

X Review Cancel
Review button.

2. To begin participation in a component that is not currently active for your school, click the corresponding Enable check
box. If you want to cancel participation in a component that is active for your school, click the corresponding Disable check
box.

3. Click the Review button.

The Service Components Review page displays, prompting you to review your selections.

Requested Changes

The following table shows your school's current status for OpenNet's service components and your requested changes.

Current Requested

Service Component Status Status Message

Appl_\c_;atpns/ Online School Certification Active

Certifications

Individual Inquiry View Loan Data After reviewing your selections,
Servicing Data click the Submit button.

Query And Reporting Disbursement Rosters

Returned Funds Reports Active INACTIVE

(Continued on the next page)
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4. |If there is information in the Message section, print the page and follow the instructions to complete any related activities.
5. Click the Submit button.
The Enable/Disable Service Components process is complete.

NOTE: Many service components require additional setup activities to be done by Sallie Mae® before they can be enabled
or disabled for your school. The status of the service component will display as “In Process” until those activities have been
completed.

Need assistance? Contact us: (855) 756-0006 Issued: 06/01/2020
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Your school can specify custom loan period definitions that will be available to borrowers when creating or completing a private loan
application on the Web.

NOTE: This function is available only to School Administrator users and to users who have been granted partial Administrative rights.

How to maintain your school’s loan periods:

Hover your cursor over the Administration option on the Menu Bar of any OpenNet® Web Loan Delivery page, and then
click on Loan Periods.

Welcome. School User
mae’

Change n1v password | Sign out

||( sallie

Certifications Inquiry/Reporting File management ~ Administration Click on Loan Periods

by

School Profile

) ) Maintain Users a
L o " Enable/Dizable Service
Originations Servicing File management Companents
Loan Periads
Initial Values

Applications awaiting certification Account settings
View results Filter Export Change ny password

Change my challenge

The Loan Period Maintenance page displays.

(Continued on the next page)
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@ Display drop-down list box of school-defined loan period values.

9] Display drop-down list box of school-defined loan period values and the option for the borrower to data enter loan period
begin and end dates.

(O Display option for the borrower to data enter loan period begin and end dates.

(O 1do not wish to receive Email Notifications for setting up my loan periods.
@ | would like to receive Email Notifications for setting up my loan periods.
Email notifications are sent out twice a year as a reminder to create new loan periods and update old loan periods. The

notification will be generated on the first day of the selected month. You must enter the email address(es) to which you want the
notifications sent.

Notification month 1 Notification month 2

March November

Primary email address month 1 Primary email address month 2
user@ed.com user@edu.com

Secondary email address month 1 Secondary email address month 2

Loan period

To add a new loan period, click on the ADD button. To review or revise an active loan period, select the loan period you want to
review and click on the VIEW/UPDATE button. To delete an active or inactive loan period, select the loan period you want to delete
and click on the DELETE button. To change the order in which your loan periods will be displayed, click on the SET LOAN PERIOD
ORDER button.

Note: Inactive loan periods will not display for application processing and should be deleted. Active loan periods will display as an
option for your borrowers when completing a loan application via the Web or for your school users when certifying applications

online.
Loan period name Loan period begin date Loan period end date Status Date inactivated
O Current Summer 2020 Only 05/11/2020 08/14/2020 Active
O  Upcoming Fall 2020/Spring 2021 08/24/2020 05/07/2021 Active
O  Upcoming Fall 2020 Only 08/24/2020 12/18/2020 Active
. 08/26/2019 05/08/2020
To create a new loan period, 08/26/2019 — After making all
click the Add button. 01/13/2020 05/08/2020 desired changes, click
05/06/2019 08/09/2013 the Submit button.

Delete

Set loan period order

Cancel

View/Update

Submit

You can perform the following functions to set up the available loan periods using the correspondingly named buttons:

Add Create a new loan period

View/Update View and/or update the information for an existing loan period

Delete Delete an existing loan period

Set Loan Period Order Set the order in which loan periods appear to borrowers in the borrower loan

application flow

. O]
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2. Determine how you want your borrowers to complete loan period information on their applications.

Options include:
e  Providing a drop-down list of school-defined loan period values for borrowers to choose from.

e  Providing a drop-down list of school-defined loan period values for borrowers to choose from and providing the
borrowers with fields to enter their own loan period begin and end dates.

e  Providing the borrowers with fields to enter their own loan period begin and end dates.

3. Determine if you would like to receive emails from Sallie Mae® to remind you to review and update your school’s custom
loan periods and specify which two months you want to receive them. You may enter up to two email addresses for each
of the months. If you do not select specific months, the default months will be March and November. If you do not provide
an email address, notifications will be sent to the first School Administrator user on your school’s user list

Add loan period

Establish a list of valid loan periods for your borrowers to use when completing a private loan application (if supported by your
school) via the Web. This same list will also display to your school users when certifying applications online.

Complete the form fields and click on the SUBMIT button to add a new loan period to your school's loan period list. The CANCEL
button returns you to the previous page without saving any changes. All fields are required.

NOTE: Any loan periods that begin 180 days or more in the future from today's date will not be displayed during the private
online application initiation process.

Loan period information

All fields are required.

After entering the desired
Name: values, click the Submit button.

Loan penod from: to (Ex: 11/22/3333)

4. To define a new loan period, click the Add button.

The Add Loan Period page displays.

Enter a Name for the loan period and the From and To dates.
6. Click the Submit button.

You are returned to the Loan Period Maintenance page.
7. Repeat as needed until the loan period list has been set to your specifications.
8. Click the Submit button to save the updated list of loan periods.

The Loan Period Maintenance process is complete.

Need assistance? Contact us: (855) 756-0006 Issued: 06/01/2020
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The initial values function allows you to create common data sets (initial values) that may be used to pre-populate certain data fields

on Sallie Mae® private loan certifications performed on the Web by your school users.

NOTE: This function is available only to School Administrator users and to users who have been granted partial Administrative rights.

T ainain intial Values Sets

vViaintain Initial Values Sets

How to maintain your school’s initial values:

1.
click on Initial Values.

Hover your cursor over the Administration option on the Menu Bar of any OpenNet® Web Loan Delivery page, and then

‘sallie
||( mae

Home Certifications b Inquiry/Reporting ~ File management ~

Originations | Servicing File management

Applications awaiting certification

¥View results Filter Export

Welcome, School User
Change ny password | Sign out

Administration

Click on Initial Values.

School Profile

Maintain Users
. . ~

Enable/Digable Sarvi

Companents

Loan Periods
Initial Values

Account settings
Lhange ny password
Lhange my challenge

The Initial Value Maintenance page displays.

(Continued on the next page)
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Initial Value Maintenance

You can establish sets of initial values for many fields on the loan application that represent a variety of processing scenarios
(e.g. freshman first-time borrowers). The initial values will pre-populate specific fields when your school is completing or
certifying a loan application online. The pre-populated values can be overwritten when completing the application if necessary.
To add a new initial values set, click on the ADD button. To review or revise an initial values set, select the set you want to revise
and click on the VIEW/UPDATE button. To delete an initial values set, select the set you want to delete and click on the DELETE
button.

To change the order in which your initial values sets will be displayed, select the initial values set(s) you want to move and then
click on the appropriate button to move the initial values set(s) to the preferred location in the list. Select SUBMIT to save your
changes, or CANCEL to return to the Main Menu without saving changes.

Initial Values

Fall 2020
Move Selected to Top

Move Selected Up One

To create a new processing
profile, click the Add button. After making all desired

changes, click the View/Update
button.

View/Update Delete

You can perform the following functions to set up the available initial value sets using the correspondingly named buttons:

Add Create a new processing profile

View/Update View and/or update the information for existing processing profiles/values
Delete Delete an existing processing profile

Move Selected . . . Move the corresponding processing profile/value up or down in display order

2. To create a new processing profile, click the Add button.

The Add Initial Values page displays.

(Continued on the next page)

Need assistance? Contact us: (855) 756-0006 Issued: 06/01/2020



| ’ ( 'sa H{ ge‘ Quick Reference: Initial Values

Add Initial Values

Initial Values Information

Begin by providing a name for the initial values set, then complete any fields with data you want to have pre-populsted in loan
applicationa your achool certifiea onling and click onthe SUBMIT button. If vou do not want data pre-populated for 3 apecific field.
leawe it hlank or set to "No Selection " The CANCEL button will take vou to the previous page without saving vour new initial values set
Required fields are marked with an asteriak (*).

Mame: *

No Selection T

Enrollment Status:

Anticipated Grad Date: | :(ex: mmydd ey

Loan Period: ' 1OM ‘ |t0| fex:

mmj/dd/ryryy)

School Use Only: | |

Disbursamants

Provide dishuraement date(a) and default to Hold or Releaae. Theae disburaement values will be uaed when vour achool is creating or
certifying loan applications online. They can be reviaed on individual applications if neceasary.

Disb Date
{ex: mmiddfyyyy) Hold/Release
1st: ‘ | ‘ v
2nd:‘ H .|
aa: After entering the desired values,
click the Submit button.
dlh:‘ [ v

-

3. Enter a Name for the profile.
NOTE: For the Name field, use a name that is easily identifiable on the school online certification pages.

4. Enter the desired values for the remaining options in the Initial Values Information and Disbursements sections of the
page.

5. Click the Submit button.
You are returned to the Initial Value Maintenance page.

6. Repeat until all profiles have been added or modified to your specifications.

7. Click the Submit button to save the updated list of processing profiles.

The Initial Value Maintenance process is complete.

Need assistance? Contact us: (855) 756-0006 Issued: 06/01/2020






