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Understanding 
Certification Requests 
In this chapter we will look at how to respond to certification 
requests from lenders. 

ertification requests are requests from a lender to a school to 
confirm a student’s eligibility for a loan. When a school 
completes the certification section of a borrower’s loan 

application they are confirming the borrower’s eligibility for the loan. 
The school confirms that the student is enrolled at least half-time at the 
school, and meets all other eligibility requirements for the loan. 

Viewing Certification Requests 

To view certification requests:  
 
1. From the Function Selection menu, click on Certification 

Requests. 
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2. The Certification Selection page will appear. This page allows 
you to select to view certification requests by: 

• Date range 
• Student Social Security number 
• Student name 
• Grade level 
• Lender code 
• Loan type 
• School code or branch 
• Status 

3. The Certification Selection page will also let you sort by student 
name, student Social Security number, date, loan type, lender 
code and status, grade level or a combination of these factors. 

4. Click Select. 
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5. The Certification Request Processing page appears. This page will 
allow you to view and work with individual certification requests. 

Reject Selected will reject the 
selected records, and send an 

@1T record to the lender. 

Delete Selected will 
delete the selected 

records. 
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Completing Certification Requests 

To complete certification requests:  
 
1. Click on the Social Security number hyperlink in the SSN column 

for the certification request you wish to view. 

 

 

 

 

 

2. The certification request for the student will appear. Required 
fields are outlined in red. 

The hold 
/release flag 
can be set at 
the time of 
disbursement 
for each 
disbursement. 

When you enter 
a date into the 
Date of Birth 
field, if the date 
is less than 17 
years ago, or 
more than 100 
years ago, you 
will receive a 
warning 
message. Click 
OK to accept the 
date if it is 
accurate. The 
system will not 
accept a date 
before 1900. 

This is a required field. 
You can select E – 
email, P – Print, or W – 
web.  
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3. Complete the information requested on the certification request.  

4. Click Accept. 

Creating Multiple Defaults 

You can create up to twenty default sets in the Certification 
Requests function, for different loan periods, disbursement dates, or 
codes. For example, you could have a default set for fall semester, 
or for freshman applications.   

To create a new default set: 

1. From the Function Selection menu, select Certification Requests. 

2. Scroll to the bottom of the page.  

3. At the bottom of the page you will see the Select Default drop-
down list, the Apply Defaults button, and the Manage Defaults 
button.  

4. Click the Manage Defaults button.  

5. Click the New Default Set button. 

6. The Default Details page will appear. 

7. Enter a name for this default in the Name of Default Set field. 

8. In the Loan Information section, you can enter defaults for lender 
code branch, guarantor code, MPN type, promissory note 
delivery method, processing type code, enrollment status code, 
grade level, loan begin and end date, anticipated completion 
date. 

9. In the Disbursement Information section, you can enter 
disbursement date and hold or release information.  

10. When you have entered the default information, click Save. The 
defaults you set up are specific to your User ID.  

 

Using an Existing Default  

When you have created a default set, you can select and use that set 
or other existing default sets. 

To use a default set: 
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1. Click the drop-down arrow for the Select Default field. 

2. Select the default you wish to use. 

3. Click Apply Defaults. 

4. The page will be populated with the default values that you set 
up. 

 

Editing and Deleting Existing Defaults 

To edit or delete a default that you have created: 

1. Click Manage Defaults. 

2. The Manage Defaults page will appear. 

3. To delete an existing default, click the Delete button for that 
default set. 

4. To edit an existing default, click the Edit button for that default 
set, and edit the default information.  

5. Click Save Changes when done. 

6. You may create a new default set from an existing default set. 
Click the Edit button for that default set and make the changes. 
Enter a new name for this default set, and then click Save as New 
Defaults.  

7. If you have already created the maximum number of twenty 
default sets, then the New Default Set button will disappear.  
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Creating a Certification Request Report 

To generate a report of certification requests:  
 
1. On the Certification Request Processing page, click Generate 

Report. 

2. You will receive a message when the report is successfully 
generated. An R34 (Certification Requests) report will be created. 

3. To view the report, return to the Function Selection menu, and 
select View Reports.  
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Deleting Certification Requests 

When you delete certification requests, you are removing them from view 
on the Certification Request Processing page, and setting the status to 
deleted (060 – Cert Req Deleted). Deleting a certification request does not 
send a reject notice to the lender. To delete certification requests:  
 
1. On the Certification Request Processing page, select the files to 

be deleted by clicking the checkbox in the Select column. 

2. Click Delete Selected. 

 

 To delete all records at the same time, click Select All, and then 
Delete Selected. 

Rejecting Certification Requests 

When you reject certification requests, you are removing them from view 
on the Certification Request Processing page, setting the status to 
rejected (070 – Cert Req Rejected), and generating an @1T record to the 
lender, if they are profiled to receive it. An @1T record is a CommonLine 
termination record which is sent in a Response file to the lender. To reject 
certification requests:  
 
1. On the Certification Request Processing page, select the files 

to be rejected by clicking the checkbox in the Select column. 
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2. Click Reject Selected. 

 

 

Exercise 4 

 Understanding Certification Requests 

1. Find all of the certification requests on ELMWeb for Alternative loans. 

2. Select and view a certification request. 

3. Generate a report for the Alternative certification requests for the 
current week. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


