GETTING STARTED Chapter

Getting Started with
ELMNet

In this chapter we will look at ELMNet and ELMWeb, learn to log on to
the system, and change your password.

LM Resources is a non-profit, mutual benefit corporation of FFELP
(Federal Family Education Loan Program) and private loan
providers.

ELMNet is a technology platform for data exchange, which allows schools
to choose their loan providers.

ELMWeb is a web-based interface into the ELMNet system. You can work
with FFELP (Federal Family Education Loan Program) and Alternative loans
on the Internet. Through ELMWeb you can retrieve and update your
students’ loans, process certification requests, create reports and more.

How to Use This Manual

The icon key at left shows some of the icons you may find in this manual.

£S5 Note: This symbol indicates an important note to remember or a
caution.

Tip: This symbol indicates a secret or a shortcut.

rd Test your knowledge: This symbol indicates a review which will
allow you to see if you understand what has been presented.
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Logging in to ELMWeb
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Solutions for Schools  Loan Providers Students and Parents

Solutions you need,
Service you can count on

Freedom of Choice!

ELM News <<= view all »=>=

When it comes to providing lending options to their students, financial aid

offices today face new challenges. Recently enacted regulations require

ELM Resources Disburses $9.5 Billion in Student

more transparency and neutrality in lender selection. The added scrutiny
of preferred lender lists has given rise to the need for increased

disclosure.

For 15 years, ELM Resources has been the only nen-profit and truly open
and lender-neutral cheice for schools. Through our industry leading
ELMNet and ELM NDM products, schools can choose from thousands of
lender coedes to certify, inguire about, process and disburse FFELP and
private loans. ELM also offers effective student lender selection through
ELMSelect. Al of our products are backed by superior customer service

and extensive training options. And all ELM products are free to schools.

LEARN MORE

To log in to ELMWeb:

1. Go to www.elmresources.com.

2. The ELM Resources home page will appear. This page allows you to
access the school user manual and online tutorials, and to log in.

3. To log in, click the Solutions for Schools tab at the top of the page.
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RESOURCES

Loan Providers  Students and Parents

About ELM

Products

ELM Directories
FAQs

News and Information

Contact Us ]
Solutions for Schools

Easy-to-use, Time-saving and Lender Neutral H Miet Access for-Schools
Products for Schools

Do you know us? Over Z,800 schools natienally do. Those schools use our

industry leading web based solutions every day.

ELMNet - Proven, real-time loan processing data exchange platform

4. Select click here in the ELMNet Access for Schools portlet.

ELM RESOURCES

)&7 Logon

Latest Stalus of ELM System Components, chek hevg

Farget your password? Click hor

& Ak The Trainer

Plaase note that if you typs the passward incomoctly three timas, your User ID and password will be locked and you will net be able 18 log in, Ta
swcid Biaing lacked out, we recammend that afer two incomect legq in sttempts, click on tha link “Farget your passwond?” and enter your User ID
and your e-mail address. This will autematically send to ELM a request to generate a new temporary password which will be e-mailed to you
Once you receive that e-mailed temparary password, you can s1a the process to log-in sgain using the new one time pasewond,

Thiz is peovided % & serdce to schools, lenders, holders and serdcers of student loans. By using this senvice | am cerifying that the data
1eve, currerd or former student of the 00l on whose behalf | am

[ Accep J Clewr]

¥~ You may want to bookmark the Logon page, so you can open it quickly.
5. Enter your User ID, and then press Tab to go to the Password field.
6. Enter your password.

7. Click Accept.
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Using the Function Selection Menu

% Function Selection

Loan Retrieval
Reject Files
ISIR Records
Certification Requests
Hold/Release Processing

Request Application

Mailbox Services

Administration

View Reporis

Report Selection
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The Function Selection menu is the main menu used to access school loan

functions. From this page, you can:

e Retrieve and update loans and disbursements.

e Review rejected files.

e Certify loans using ISIR records (no longer used as of 07/01/2010).

e Process certification requests.

e Process hold and release statuses for disbursements.

e Create new Alternative loan applications.

¢ Send and receive files to and from your ELM mailbox.

e Change password and security information.

e Create and view reports.

25 To move through the ELMWeb pages, be sure to use the ELMWeb Back

button, not the browser Back button. The ELMWeb Back button will take
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© ELM Resources

you to the last logical page, not the last viewed page. Using the ELMWeb

Back button will make sure that the information on the page is properly
closed.

Changing a Password
To change your password:

1. From the Function Selection menu, select Administration.

%7 Administrative Functions

—] /
ChongoPasors___ 18

Update Verification Information

2. Select Change Password.

3. Click Select.

User Security - Change Password

FPlease enter the required information below. Refer to the "Passwaord Rules™ link for instructions on the allowable and required
characters for a new password.

If you need assistance in changing your password, please contact us at 866.524.8198, Monday-Friday, regular business hours.

Account Information

] :
e | :
| -
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4. Enter your current password in the Current Password field.
5. Enter your new password in the New Password field.
6. Enter your new password in the Confirm New Password field.

7. Click Accept.

The following password guidelines must be met in order to
create a valid password:

« The password cannot be one of your 12 previous passwords.

« The password must be at least 8 characters long and no more
than 14 characters long.

« The password must contain characters from at least three (3) of
the following four (4) classes :

1. English upper-case lefters: A, B, C, . Z

English lower-case letters-a, b, c, ..z

Westernized Arabic numerals: 01,2, . 9

MNon-alphanumeric ("special characters"),such as

punctuation symbols: |, @, #, $, %, *,? (excluding the space

bar - a space isinvalid, and a double quote is invalid)

« The password cannot contain your User ID or any part of your full
name.

« Passwords may only be changed 1 time within any 24 hour
period.

(=

A

Forgetting Your Password
If you forget your password:

1. Go to the Logon page.

ELM RESOURCES

ELM Net

%= Logon

Latest Status of ELM System Compaonents, click here

[ vserw |l \

Password || |

Forgot your password? Click here.

A Ask The Trainer

Please nate that if you type the passward incorrectly three times, yaur User ID and passward will be locked and you will nat be able to log in. Ta
avoid being locked out, we recommend that after two incorrect log in attempte, click on the link “Forgot your password?” and enter your User ID
and your e-mail address. This will automatically send to ELM a request ta generate a new temporary passward which will be e-mailed to you
Once you receive that e-mailed temporary password, you can start the process to log-in again using the new one time password

This is provided as a sewice to schools, lenders, holders and senicers of student loans. By using this service | am cerifying that the data
accessed relates to a progpective, current or former student of the school on whose behalf | am working. By using this site, | agree that my use
of this site is subject to ELM Resources' standard "Terms of Use” and "Privacy Policy” and that | will keep all infarmation obtained from this site
secure and confidential at all times and will notify ELM Resources of any breach of the ecurity of this information. Accese to student loan
information by anyone other than persons authorized by ELM Resources is strictly prohibited. ELM Resources reseres the right to deny access
to this zervice.

© ELM Resources
Version 5.2 7/2010



GETTING STARTED

2. Click Forgot your password?.

?é?’ User Security - Forgot Password

User Verification

TR R
e dma v D | |

Continug l Back

3. Enter your User ID.

4. Enter your email address.

5. Click Continue.

User Security - Verification Information

Change Security Information

Your Email Address: Enter your email address|
Your Security Question: || Selecta question |
Your Security Answer: || |

Recalling your security answer This infermation is our only way to verify your identity. To protect your account, make sure ™Your
Security Answer” is memaorable for you but hard for others to guess!

RESOURCES

6. You will be asked to answer your security question that you previously

selected. Enter the answer to the security question in the Your Security
Answer field.

7. If you answer the security question correctly, you will receive a one-
time-use-only password by email from ELM. This password lets you log
in one time to change your password. The one-time-use-only password
is only good for ninety days.
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Checking ELMNet System Components

To see if there are any production system problems:

1. From the ELM Resources home page, click the Solutions for Schools tab,

then

select click here in the ELMNet Access for Schools portlet.

v
RESOURCES

About

Products

ELM Directories
FAQs

News and Information

Contact Us .
Solutions for Schools

”

Easy-to-use, Time-saving and Lender Heutral FLMNet Access for Schools

Products for Schools

To access ELMNet Loan Processing, - -
Do yau knew us? Ower 2,200 schools nationally do. Those schools use our . - -
industry leading web based selutions to help process their FFELP and ITyou have fargatten your passuord,
alternative student loans every day, Read on to discover how a trusted

name in student 10an processing since 1994 can be your one-stop provider

for ke parts of the student lending process that incues: ender netrel  [EESTURST ST

data exchange, loan disbursement and lender evaluation and selection.

Another impartant benefit of chaosing ELM i that our products are free ‘Current sshodl Lsets ean chtain onfiie suppore
toschools, infarmation here 25 1 oo o0

ELMHet - Proven, reat-time loan processing data exchange platform

2. The Logon page will appear. Select Latest Status of ELM System
Components, click here.

ELM RESOURCES

ELM Net

Logon

Latest Status of ELM System Components, click here

Fargat your password? Click here

A Ask The Trainer

Pleaze note that if you type the password incorrectly three times, your User ID and password will be locked and you will not be able ta log in. To
avaid being lncked out, we recommend that after two incomect log in attempts, click on the link "Forgot your password?" and enter your User 1D
and your e-mail address. This will automatically send to ELM a request to generate a new temporary password which will be e-mailed to you.
Once you receive that e-mailed temporary password, you can start the process to log-in again using the new one time password

This is provided as a semvice to schoals, lenders, holders and servicers of student loans. By using this service | am certifying that the data
accessed relates 10 a prospective, current or former student of the school on whose hehalf | am working. By using this site, | agree that my use
of thig site ig subject to ELM Resources’ standard "Terms of Use” and "Privacy Policy” and that | will keep all information obtained from this site
secure and confidential at all times and will notify ELM Resaurces of any breach of the security of this information. Access to student loan
information by anyone other than persons authorized by ELM Resources is strictly prohibited. ELM Resources reserves the right to deny access
to this serice

3. The status page will appear. This page will show if there are any
production delays or outages.
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Web Operational
E-Mail (POP3) Operational
Batch Processing Running normally
Disbursements Available

File Delivery Operational
Nightly Reports Available
Request Actuate On-Demand Reports Available

View Actuate On-Demand Reports Available

reen dot — indicates the system is operational
@ Orange dot — indicates a system delay or slow down
® Feddot —indicates a system outage

Yellow dot — indicates additional information about the system

Using Online Resources

ELM Resources maintains a library of online resources to help you use ELMNet.
To look at ELM’s library of online resource materials:

1. From the ELM Resources home page, click the Solutions for Schools tab.
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RESOURCES

Solutions for Schools | Loan Providers  Students and Parents

About ELM

Products

ELM Directories
FAQs

News and Information

Contact Us -

Solutions for Schools . h
—

Easy-to-use, Time-saving and Lender MNeutral
Products for Schools

To access ELWNet Loan Processing,
vou have forgatien your password,

Do you know us? Cwer 2,200 schools nationally do. Those schools use our

industry leading web based solutions to help process their FFELP and ITyou
alternative shudent loans every day. Read on to discover how a trusted s

name in student loan processing since 1994 can be your one-stop provider
for key parts of the student lending process that includes: lender neutral School Sl.lppl:l rt
data exchange, loan disbursement and lender evaluation and selection,

to schoals, infarmation here 53 part [nform:

#another important benefit of choosing ELM is that our products are free Curren o n&i&rg‘" 5

ELMHet - Proven, real-time loan processing data exchange platfiorm

2. Select Support information in the School Support portlet.

Documents and Support for Schools
Available Assistance

System Enhancements - Training Documents
System Enhancements - Product Updates
ELM NDMN

ELM School Course Catalog

Online Training Modules

Podcast Library

School Toaols

School FAQ

Ask the Trainer

School User Manual

Using ELMNet - Training Manual

Archive

System Enhancements - Training Documents

» Loan Retrieval Enhancement 03/30/2009 (400K, Waord)

3. The Documents and Support for Schools page will appear. On this
page you can view:

e Step-by-step instructions for recent ELMNet enhancements.
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e ELM NDN details
e The ELM Course Catalog

e A library of online self-paced tutorials. These are 2-3 minute
tutorials that demonstrate all of the different ELMNet functions.
Some topics also have an interactive self-test module.

e Podcasts — audio clips with information about ELMNet and ELM
Resources.

e School Tools — a set of documents explaining ELM Automatic
Mailbox, ELM NDN, Excel macros, and many other subjects.

e Ask the Trainer — A link to ask an ELM ftrainer any question you
may have about ELMNet.

e The School User Manual.
e The Using ELMNet training manual.

Signing up for a Webinar

ELM Resources offers monthly webinars, which allow you to do the training
on the web, while listening to a trainer by phone.

To sign up for a webinar:

1. From the ELM Resources home page, click the News and Information
hyperlink on the left side of the page, then click Events.
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Solutions for Schools Loan Providers Students and Parents

About ELM

Products

ELM Directories News and Information

FAQs
ELA Meurs Fress Releases m

Co~Zack Us

Click here to wiew upcoming loan prowider meetings and events,
Click here to wiew upcoming school meetings and events,

Click here to wiew upcoming Advizory Council meetings and events,

2. Click the click here link for upcoming school meetings and
events.

Solutions for Schools Loan Providers Students and Parents

About ELM

Products

ELM Directories News and Information

FAQs
ELA Meurs Prazz Releasa: m

Contact Us

Click here to view upcoming loan provider meetings and events,
Click here to view upcoming school meetings and events,

Click here to wiew upcoming Advisory Council meetings and events,

3. A list of upcoming webinars will appear.

Click on the webinar that you would like to attend to view additional
information about the session.

Scroll to the bottom of the page for an online registration form.

© ELM Resources
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b

Register Here
(fields in red or with asterisks must be filled out)

First Name*:l
Last Name”‘:l

Title*:|

School*:l

Phone”‘:l

Email*:|

Address:l

I

City:l
State:l—

Zip:l

Fax:l

Handouts Only: Check here if

you cannot attend, but wish to

e informed when handouts are
available for download.

MNotes:

(Enter any spedial notes

or requirerments about

your reservation here):
Fienister |

6. Fill out the form and click Register to sign up for the webinar.

7. You will receive a registration confirmation and additional instructions for

the work

shop.

Exercise 1

# Getting Started

Log on t

Find the

N o o M w NP

o ELMWeb as a school user.

Log in to change your password. Don’t accept the change.

How often do you need to change your password?

online School User Manual.

Check the current status of ELMNet’s system components.

Check to see if there are any upcoming webinars.

Use your Internet browser to log on to the ELM Resources home page.
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