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Creating and Viewing Reports 
In this chapter we will look at the different types of reports that can be created, 
and how to view them.   

LMNet allows you to create and view a variety of reports. These reports can be used 
to better manage loans and disbursements, resolve errors, and track volume. The data 
from the reports can be printed or exported to Microsoft Excel. Some ELMNet reports 
can be created on demand, and some can be scheduled for delivery to your mailbox. 

Using Report Selection 
To create an on-demand report:  

1. From the Function Selection menu, select the type of report to create by clicking the 
drop-down arrow from the Report Selection list. 
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2. Highlight the report you wish to create. 

3. Click Go. 

4. Specify the criteria for the report. 

5. Click Generate Report. 

6. You will receive a message when the report is successfully generated. 

 

Viewing Reports 
To view a report created using Report Selection:  

1. From the Function Selection menu, click View Reports. 

2. You will be asked to enter your user name and password, as you log in to the Actuate 
Report Viewer. This is the same User ID and password that you used to log in to ELMNet. 

3. Click OK. 

 

4. The View Report page will appear. 

5. Click the hyperlink in the Name column for the report you wish to view. 

6. The report will appear, and it can be printed or downloaded from this page. If you 
want to share the report, you will need to save it to a shared drive. 

 

 You can also click View Reports on the navigation bar in the upper right-hand corner of the 
page to move quickly to the View Report page. 
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Exporting Report Data to Microsoft Excel  

ELMNet reports may be created using View Reports. After a report has been created, it can 
then be exported into Microsoft Excel. This allows you to select the fields to be included in 
the report, format and sort the data, and perform mathematical calculations on the 
numerical data.  

To export a report to Excel: 

1. From the Function Selection menu, click View Reports. 

2. Enter your User ID and password.  

3. Select the report you want to export by clicking the report hyperlink in the Name 
column. 

 

4. Click Search on the toolbar. 

 

5. The Search pane will appear on the left side of the page. 
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6. Click the fields in the report that you want included in the search. (Your cursor will turn 
into a pointing hand when you move it over the data in any searchable field. You can 
click the data for any searchable field to add it to the search pane.) 

7. Click the checkbox in the Search pane for each Report Field that you want displayed in 
the report. If you want the field included in the search, but not displayed, then uncheck 
the checkbox.  

8. If you want to include only certain values in the report, enter the value in the Value 
field. You can use the asterisk * as a wild card character.  

9. These operators may be used in the Value field. 

* Find any number of characters 

? Find any one character 

= Equal to or is the same as 
> Greater than or alphabetically after 
< Less than or alphabetically before 

>= Greater than or equal to 
<= Less than or equal to 
- Range (hyphen separates upper and lower limits of a range) 
, Or (comma separates two values) 
! Not 
# Find any one ASCII numeric character (0-9) 

10. Click Search Now. 

 

11. The search results will display in the Search pane. 

12. To export the results, scroll to the bottom of the Search window and click the drop-down 
arrow for the Download search results as: list. 
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13. Highlight MS Excel File. 

14. Click Go. 

 
15. The File Download dialog box will appear. 

16. Click Open. 

17. The data is exported into an Excel spreadsheet, and can be sorted or printed. 

18. Save the file by clicking File on the toolbar, then Save As. Enter a name for the file and 
click Save. 
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Selecting Reports 
This chart gives an overview of available reports. If they are available from ELMNet by 
using Report Selection the “On Demand” column will say ‘Yes’. Batch files can be run by ELM 
on your behalf and placed in your ELM mailbox. Please contact ELM to schedule Batch 
reports. 

Report 
Extension 

Report Title Description On 
Demand 

Batch 

R01 ELM Pending 
Disbursement 
Summary 

Summary of all approved disbursements 
scheduled for the requested date range.  

Yes Yes 

R02 Pending 
Disbursement 
Detail 

Details of all approved disbursements 
scheduled for the requested date range. 

Yes Yes 

R03 ELM Status 
Summary 

Summary of loan status for all borrowers in the 
school's database. 

Yes Yes 

R04 ELM Status 
Detail 

Detail of loan status for all borrowers in the 
school's database. 

Yes Yes 

R05 ELM Daily 
Cancelled 
Disbursements  

All disbursements cancelled by lenders each 
day. This is set up as a daily report.  

Yes Yes 

R06 Certified 
Amount 
Exceptions 

Daily report of loans which have a lender or 
guarantor-approved amount (including 
borrower-requested amount changes) that 
differs from the amount certified by the school. 

Yes Yes 

R07 ELM Service 
Bureau 
Confirmation 
and Volume 
Summary 

Summary of records passing through ELMNet. Yes Yes 

R08 ELM Service 
Bureau 
Confirmation 
and Volume 
Summary 
Detail 

Detail of records passing through ELMNet. Yes Yes 

R09 Loans 
Guaranteed 

Loans guaranteed through ELM lenders in both 
counts and dollars. 

Yes Yes 

R27 ELM Failed 
Change 
Transaction 
Report 

Report of school change requests that failed 
the edits within the ELMNet system. 

No Yes 

 



 
 
C R E A T I N G  &  V I E W I N G  R E P O R T S  
 
 
 

© ELM Resources   
Version 5.6 6/2011  

12-7 

R30 ELM Non-Cash 
Loan 
Application 
Update 
Requests 
Report 

All non-cash update request transactions 
(demographic change requests, disbursements 
date change requests) processed through 
ELMNet each day, sorted by lender. 

Yes Yes 

R31 ELM Promissory 
Note Print 
Requests 
Report 

All students where a request for a replacement 
promissory note was entered into ELMNet. 

Yes Yes 

R32 ELM Loan 
Deletion 
Requests  

ELM loan deletion requests for schools. Yes No 

R34 Certification 
Requests 
Report 

All students where a request for a certification 
request or denial on a loan was made by the 
lender. 

Yes Yes 

R35 Certification 
Requests with 
Borrower 
Demographics 
Report 
 

All of the data contained on the R34 
Certification Request Report with the addition 
of borrower demographic information. 

Yes No 

R40 ELM Cash 
Transactions 
Report 

All cash transactions (cancellations, refunds, 
returns, and re-issues) processed through 
ELMNet each day, sorted by lender. 

Yes Yes 

R50 Loans 
Approved/ 
Pending/ 
Denied by 
Guarantor 

A report of all loans submitted on a daily basis 
from individual guarantors. 

No Yes 

R51 Loans 
Approved/ 
Pending/ 
Denied by 
Guarantor 

A report of all loans submitted on a daily basis 
from all guarantors. 

No Yes 

R61 Daily School 
File 
Reconciliation 
(ELM) 

A report that lists all files the school submitted 
for processing by name, date ELM received 
each file, and the record count. 

No Yes 
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Creating an R01 Pending Disbursements 
Summary Report  

The R01 Pending Disbursements Summary Report is a summary of all approved 
disbursements scheduled for the requested date range. The maximum date range for this 
report is 31 days. The report can be run on demand or scheduled. If this report is run as a 
batch file, then the date range is for the next 30 days. This report can be used to forecast 
the amount of loans for a specified date range.  

The information in the report is based on the lender-provided disbursement dates, and will 
contain only the disbursements that have been approved by the lender. The report contains 
daily counts and amounts, and date range totals. 

This report is helpful as a high-level overview of upcoming disbursements, but does not 
provide information about individual borrowers. For information about individual borrowers, 
create an R02 Pending Disbursements Detail Report. 

 

To create an R01 report: 

1. From the Function Selection menu, click the drop-down arrow for the Select a Report 
field. 

2. Highlight the R01 Pending Disbursements – Summary report. 

3. Click Go. 
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4. Enter a date range in the Disbursement Date Range fields. The maximum date range 
for this report is 31 days. Use two digits for the month, two digits for the day, and four 
digits for the year: mmddyyyy. 

5. Select the schools for the report.  

• The schools can be sorted by name or code: 

▪ To sort by name, click the Name button above the Select School field.  

▪ To sort by code, click the Code button above the Select School field.  

• To select schools one at a time, select the school, and click Add. The added school 
will be displayed in the Selected Schools field. 

• To select all of the schools on the list, click Add All. The word ALL will be displayed 
in the Selected Schools field. 

• To remove a school after you have added it to the list, select the school, and click 
Remove. 

• To remove all of the schools that you have added to the list, click Remove All. 

6. Select the lenders for the report: 

• The lenders can be sorted by name or code.  

▪ To sort by name, click the Name button above the Select Lender field.  

▪ To sort by code, click the Code button above the Select Lender field.  

• To select lenders one at a time, select the school, and click Add. The added lender 
will be displayed in the Selected Lenders field. 

• To select all of the lenders on the list, click Add All. The word ALL will be displayed 
in the Selected Lenders field. 

• To remove a lender after you have added it to the list, select the lender, and click 
Remove. 

• To remove all of the lenders that you have added to the list, click Remove All. 

7. You can specify whether you want the report sorted by school code or lender code.  

• To sort by school code, click the radio button for School Code.  

• To sort by lender code, click the radio button for Lender Code. 

8. Click Generate Report to create the report. The system will display the message Report 
Generation Request Completed Successfully. 

9. Click OK. 

10. To view the report, go to the Function Selection menu, and click View Reports. 

11. Click the hyperlink in the Name column for the report you have created. 
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12.  The R01 Pending Disbursement Summary Report contains these fields: 

• Report ID – This is a unique identification number for this report. The first six digits 
represent the date the report was created – mmddyy. The next two digits are the 
sequence number of the report. The last three characters are the file extension and 
identify the report type. For example, if two reports were created on July 15, 2011, 
then the first report could be named 07151101.R01, and the second report could 
be named 07151102.R01.  

• Report Date – The date the report was created. 

• School Name – The school name. 

• School Number – The school’s Office of Education (OE) code. 

• Lender – The Lender’s OE code and name. 

• Date – The date of the pending disbursement. 

• Count – The number of disbursements for a specified date.  

• Gross Amount – The full amount of the disbursements for a specified date. 

• Net Amount – The gross amount of the disbursements minus any fees, for a specified 
date. 

 

Creating an R02 Pending Disbursements Detail 
Report  

The R02 Pending Disbursements Detail Report tells which disbursements are cleared and 
ready for funding. The report provides details of all approved disbursements scheduled for 
the requested date range. The maximum date range for this report is 31 days. The report 
can be run on demand or scheduled. If this report is run as a batch file, then the date range 
is for the next 30 days.  

The information in the report is based on the lender-provided disbursement dates, and will 
contain only the disbursements that have been approved by the lender. The report contains 
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daily counts and amounts by loan type, daily totals for all loan types, and date range totals 
by loan type. 

The information in this report provides more detailed information than the R01 Pending 
Disbursement Summary Report. The report provides information about the specific borrower, 
instead of daily totals. This report can be used to determine that loan amounts are accurate. 

To create an R02 report: 

1. From the Function Selection menu, click the drop-down arrow for the Select a Report 
field. 

2. Highlight the R02 Pending Disbursements – Detail report. 

3. Click Go. 

 
4. Enter a date range in the Disbursement Date Range fields. The maximum date range 

for this report is 31 days. Use two digits for the month, two digits for the day, and four 
digits for the year: mmddyyyy. 

5. Select the schools for the report.  

• The schools can be sorted by name or code: 

▪ To sort by name, click the Name button above the Select School field.  

▪ To sort by code, click the Code button above the Select School field.  

• To select schools one at a time, select the school, and click Add. The added school 
will be displayed in the Selected Schools field. 
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• To select all of the schools on the list, click Add All. The word ALL will be displayed 
in the Selected Schools field. 

• To remove a school after you have added it to the list, select the school, and click 
Remove. 

• To remove all of the schools that you have added to the list, click Remove All. 

6. Select the lenders for the report: 

• The lenders can be sorted by name or code.  

▪ To sort by name, click the Name button above the Select Lender field.  

▪ To sort by code, click the Code button above the Select Lender field.  

• To select lenders one at a time, select the school, and click Add. The added lender 
will be displayed in the Selected Lenders field. 

• To select all of the lenders on the list, click Add All. The word ALL will be displayed 
in the Selected Lenders field. 

• To remove a lender after you have added it to the list, select the lender, and click 
Remove. 

• To remove all of the lenders that you have added to the list, click Remove All. 

7. You can specify the sort criteria for the report. You can sort by: 

• School Code 

• School Code, Lender Code – School code, then lender code. 

• School Code, Lender Code, SSN – School code, then lender code, then the 
borrower’s Social Security number. 

• School Code, SSN – School code, then the borrower’s Social Security number. 

• School Code, Borrower Name – School code, then the borrower’s name. 

• Lender Code 

• Lender Code, School Code – Lender code, then school code. 

• Lender Code, School Code, SSN – Lender code, then school code, then the 
borrower’s Social Security number. 

• Loan Type, SSN – Loan type, then the borrower’s Social Security number. 

• Loan Type, Borrower Name – Loan type, then the borrower’s name. 

• SSN – Borrower’s Social Security number. 

• SSN, Lender Code, School Code – Borrower’s Social Security number, then lender 
code, then school code. 
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• SSN, School Code, Lender Code – Borrower’s Social Security number, then school 
code, then lender code. 

• Borrower Name 

8. Click the radio button next to the sort criteria you wish to use for this report. 

9. Click Generate Report to create the report. The system will display the message Report 
Generation Request Completed Successfully. 

10. Click OK. 

11. To view the report, go to the Function Selection menu, and click View Reports. 

12. Click the hyperlink in the Name column for the report you have created. 

 

13. The R02 Pending Disbursement Detail Report contains these fields: 

• Report ID – This is a unique identification number for this report. The first six digits 
represent the date the report was created – mmddyy. The next two digits are the 
sequence number of the report. The last three characters are the file extension and 
identify the report type. For example, if two reports were created on July 15, 2011, 
then the first report could be named 07151101.R02, and the second report could 
be named 07151102.R02.  

• Report Date – The date the report was created. 

• Disbursement Date – The date of the pending disbursement. 

• SSN – The borrower’s Social Security number. 

• Last Name – The borrower’s last name. 

• First Name – The borrower’s first name. 

• MI – The borrower’s middle initial. 

• School – The School’s name and OE code. 
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• Lender – The Lender’s name and OE code. 

• Loan Type – ALT (Alternative). 

• Disb. No. – The number of the disbursement. 

• Hold/Release – The hold or release status for this disbursement. 

• Gross Amount – The total amount of the disbursements for a specified date. 

• Net Amount – The gross amount of the disbursements, minus any fees, for a 
specified date. 

• School Identification Number – The unique identifier given to the loan by the 
school. 

 

Creating an R03 ELM Status Summary Report  

The R03 ELM Status Report is a summary of loan statuses for all borrowers in the school 
database. This report provides totals by loan status, and subtotals by lender. The report can be 
run on demand or scheduled. The report can be run for all loan statuses, or by selected statuses. 
This report is helpful in giving you an overview of loans by status.  

To create an R03 report: 

1. From the Function Selection menu, click the drop-down arrow for the Select a Report 
field. 

2. Highlight the R03 ELM Status - Summary report. 

3. Click Go. 
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4. Enter a date range in the Loan Date Range field. Use two digits for the month, two 
digits for the day, and four digits for the year: mmddyyyy. 

 The Loan Date Range field is the Loan Period. All records whose loan periods fall within the 
Loan From and Loan To dates you provide will be included in the report. 

 

5. Select the loan status for the report. The loan status can be: 

005 – Credit Approved 
010 – Credit Check Performed 
015 – Credit Denied 
020 – Credit on Appeal 
025 – Credit Appeal/Approved 
030 – Credit Appeal/Denied 
035 – Certification Requested 
040 – Certification Request Partially 
Saved 
045 – Certification Request Locked 

055 – Certification Request Ready to 
Purge 
060 – Certification Request Deleted 
065 – Certification Request 
Completed 
290 – Loan Application Awaiting 
Borrower Completion 
300 – Loan Application Received from 
School 
301 – MPN Application/Warehoused 
302 – Unknown 
310 – Zero Certified Amount 
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320 – Loan Application to Lender 
325 – Guarantor Rejected: Resent to 
Lender 
330 – Loan Application to Guarantor 
335 – Guarantor Rejected: Resent to 
Guarantor 
390 – Non-ELM to Lender/Guarantor 
395 – Guarantor Rejected: Resent Non-
ELM 
400 – Need Application/Prom Note 
410 – Need Lender Information 
420 – Need Guarantor Information 
430 – Need Borrower Information 
440 – Need School Information 
450 – Need Additional Information 
460 – Processing Hold 

470 – Exception Processing 
500 – Awaiting Guarantee 
510 – Received Application/Prom Note 
520 – Processing for Guarantor 
Submission 
550 – Approved by Guarantor 
560 – Pending Guarantee by Guarantor 
590 – Rejected by Guarantor 
600 – Denied by Guarantor 
610 – Denied by Lender 
620 – Rejected for Processing Problems 
700 – Disbursement Scheduled 
710 – Partially Disbursed 
720 – Fully Disbursed 
800 – Loan Cancelled 
850 – Loan Withdrawn 

• To select statuses one at a time, select the status, and click Add. The added status 
will be displayed in the Selected Statuses field. 

• To select all of the statuses on the list, click Add All. The word ALL will be displayed 
in the Selected Statuses field. 

• To remove a status after you have added it to the list, select the status, and click 
Remove. 

• To remove all of the statuses that you have added to the list, click Remove All. 

6. Select the schools for the report.  

• The schools can be sorted by name or code: 

▪ To sort by name, click the Name button above the Select School field.  

▪ To sort by code, click the Code button above the Select School field.  

• To select schools one at a time, select the school, and click Add. The added school 
will be displayed in the Selected Schools field. 

• To select all of the schools on the list, click Add All. The word ALL will be displayed 
in the Selected Schools field. 

• To remove a school after you have added it to the list, select the school, and 
click Remove. 

• To remove all of the schools that you have added to the list, click Remove 
All. 

7. Select the lenders for the report: 
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• The lenders can be sorted by name or code.  

▪ To sort by name, click the Name button above the Select Lender field.  

▪ To sort by code, click the Code button above the Select Lender field.  

• To select lenders one at a time, select the school, and click Add. The added lender 
will be displayed in the Selected Lenders field. 

• To select all of the lenders on the list, click Add All. The word ALL will be displayed 
in the Selected Lenders field. 

• To remove a lender after you have added it to the list, select the lender, and click 
Remove. 

• To remove all of the lenders that you have added to the list, click Remove All. 

8. You can specify whether you want the report sorted by school code or lender code.  

9. To sort by school code, click the radio button for School Code.  

10. To sort by lender code, click the radio button for Lender Code. 

11. Click Generate Report to create the report. The system will display the message Report 
Generation Request Completed Successfully. 

12. Click OK. 

13. To view the report, go to the Function Selection menu, and click View Reports. 

14. Click the hyperlink in the Name column for the report you have created. 

 

15.  The R03 ELM Status Summary Report contains these fields: 

•  Report ID – This is a unique identification number for this report. The first six digits 
represent the date the report was created – mmddyy. The next two digits are the 
sequence number of the report. The last three characters are the file extension and 
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identify the report type. For example, if two reports were created on July 15, 2011, 
then the first report could be named 07151101.R03, and the second report could 
be named 07151102.R03.  

• Report Date – The date the report was created. 

• School Name – The name of the school. 

• School Number – The school’s OE code. 

• Loan Period – The dates of the loan period included in the report. 

• Status – The loan status. The report is sorted by loan status. 

• Lender – The Lender’s OE code and name. 

• Loan Type – ALT (Alternative). 

• Number of Loans – The total number of loans for the specified loan status. 

• Gross Amount – The total amount for the specified loan type. 

• Net Amount – The gross amount, minus any fees, for the specified loan type. 
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Creating an R04 ELM Status Detail Report  

The R04 ELM Detail Report provides loan status details for all loans in your database. The 
report can be run on demand or scheduled. The report can be run for all loan statuses, or by 
selected statuses. This is the most commonly used report for schools. 

To create an R04 report: 

1. From the Function Selection menu, click the drop-down arrow for the Select a Report 
field. 

2. Highlight the R04 ELM Status - Detail report. 

3. Click Go. 

  

4. Enter a date range in the Loan Date Range field. Use two digits for the month, two 
digits for the day, and four digits for the year: mmddyyyy. 

 All records whose loan periods fall within the Loan From and Loan To dates you provide will be 
included in the report. 

5. Select the loan status for the report. The loan status can be: 

005 – Credit Approved 
010 – Credit Check Performed 
015 – Credit Denied 
020 – Credit on Appeal 

025 – Credit Appeal/Approved 
030 – Credit Appeal/Denied 
035 – Certification Requested 
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040 – Certification Request Partially 
Saved 
045 – Certification Request Locked 
055 – Certification Request Ready to 
Purge 
060 – Certification Request Deleted 
065 – Certification Request 
Completed 
290 – Loan Application Awaiting 
Borrower Completion 
300 – Loan Application Received 
from School 
301 – MPN Application/Warehoused 
302 – Unknown 
310 – Zero Certified Amount 
320 – Loan Application to Lender 
325 – Guarantor Rejected: Resent to 
Lender 
330 – Loan Application to Guarantor 
335 – Guarantor Rejected: Resent to 
Guarantor 
390 – Non-ELM to Lender/Guarantor 
395 – Guarantor Rejected: Resent Non-
ELM 

400 – Need Application/Prom Note 
410 – Need Lender Information 
420 – Need Guarantor Information 
430 – Need Borrower Information 
440 – Need School Information 
450 – Need Additional Information 
460 – Processing Hold 
470 – Exception Processing 
500 – Awaiting Guarantee 
510 – Received Application/Prom Note 
520 – Processing for Guarantor 
Submission 
550 – Approved by Guarantor 
560 – Pending Guarantee by Guarantor 
590 – Rejected by Guarantor 
600 – Denied by Guarantor 
610 – Denied by Lender 
620 – Rejected for Processing Problems 
700 – Disbursement Scheduled 
710 – Partially Disbursed 
720 – Fully Disbursed 
800 – Loan Cancelled 
850 – Loan Withdrawn 

 

• To select statuses one at a time, select the status, and click Add. The added status 
will be displayed in the Selected Statuses field. 

• To select all of the statuses on the list, click Add All. The word ALL will be 
displayed in the Selected Statuses field. 

• To remove a status after you have added it to the list, select the status, and click 
Remove. 

• To remove all of the status that you have added to the list, click Remove All. 

6. Select the schools for the report.  

• The schools can be sorted by name or code: 

▪ To sort by name, click the Name button above the Select School field.  

▪ To sort by code, click the Code button above the Select School field.  

• To select schools one at a time, select the school, and click Add. The added school 
will be displayed in the Selected Schools field. 
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• To select all of the schools on the list, click Add All. The word ALL will be 
displayed in the Selected Schools field. 

• To remove a school after you have added it to the list, select the school, and click 
Remove. 

• To remove all of the schools that you have added to the list, click Remove All. 

7. Select the lenders for the report: 

• The lenders can be sorted by name or code.  

▪ To sort by name, click the Name button above the Select Lender field.  

▪ To sort by code, click the Code button above the Select Lender field.  

• To select lenders one at a time, select the school, and click Add. The added lender 
will be displayed in the Selected Lenders field. 

• To select all of the lenders on the list, click Add All. The word ALL will be 
displayed in the Selected Lenders field. 

• To remove a lender after you have added it to the list, select the lender, and click 
Remove. 

• To remove all of the lenders that you have added to the list, click Remove All. 

8. You can specify the sort criteria for the report. You can sort by: 

• School Code 

• School Code, Lender Code – School code, then lender code. 

• School Code, Lender Code, SSN – School code, then lender code, then the 
borrower’s Social Security number. 

• School Code, SSN – School code, then the borrower’s Social Security number. 

• School Code, Borrower Name – School code, then the borrower’s name. 

• Lender Code 

• Lender Code, School Code – Lender code, then school code. 

• Lender Code, School Code, SSN – Lender code, then school code, then the 
borrower’s Social Security number. 

• Loan Type, SSN – Loan type, then the borrower’s Social Security number. 

• Loan Type, Borrower Name – Loan type, then the borrower’s name. 

• SSN – Borrower’s Social Security number. 

• SSN, Lender Code, School Code – Borrower’s Social Security number, then lender 
code, then school code. 
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• SSN, School Code, Lender Code – Borrower’s Social Security number, then school 
code, then lender code. 

• Borrower Name 

9. Click the radio button next to the sort criteria you wish to use for this report. 

10. Click Generate Report to create the report. The system will display the message 
Report Generation Request Completed Successfully. 

11. Click OK. 

12. To view the report, go to the Function Selection menu, and click View Reports. 

13. Click the hyperlink in the Name column for the report you have created. 

 

 
 

14. The R04 ELM Status Detail Report contains these fields: 

• Report ID – This is a unique identification number for this report. The first six digits 
represent the date the report was created – mmddyy. The next two digits are the 
sequence number of the report. The last three characters are the file extension 
and identify the report type. For example, if two reports were created on July 
15, 2011, then the first report could be named 07151101.R04, and the second 
report could be named 07151102.R04.  

• Report Date – The date the report was created. 

• School – The School’s name and OE code. 

• Loan Period – The dates of the loan period(s) included in the report. 

• Status – The loan status. The report is sorted by loan status within each loan 
period. 
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• SSN – The borrower’s Social Security number. 

• Last Name – The borrower’s last name. 

• First Name – The borrower’s first name. 

• MI – The borrower’s middle initial. 

• School – The School’s name and OE code. 

• Lender – The Lender’s name and OE code. 

• ELM Stat Date – The date that the current status occurred. This information is useful 
in determining if a loan has been in a status for an unusually long period of time, 
and follow-up with the lender or guarantor may be needed. 

• Loan Type – ALT (Alternative). 

• Gross Amount – The total amount of the disbursements for a specified date. 

• Net Amount – The gross amount of the disbursements, minus any fees, for 
a specified date. 

• School ID Number – The unique identifier given to the loan by the school. 

 

Creating an R05 ELM Daily Cancelled 
Disbursements Report  

The R05 ELM Daily Cancelled Disbursements Report is a daily report of all disbursements 
cancelled by lenders. The information in this report is captured when the ELMNet database is 
first updated with the disbursement cancellation. This includes disbursement cancellations 
requested by the borrower.  This report is helpful in viewing the disbursements that lenders 
have cancelled. This report can be run on demand or scheduled. 

To create an R05 report: 

1. From the Function Selection menu, click the drop-down arrow for the Select a Report 
field. 

2. Highlight the R05 Daily Cancelled Disbursements report. 

3. Click Go. 
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4. Select the sort criteria for this report by clicking the radio button next to the sort 
criteria. You can sort by: 

• SSN – The borrower’s Social Security number. 
• Borrower Name 

• Lender, SSN – The lender, then the borrower’s Social Security number. 
• Lender, Borrower Name – The lender, then the borrower’s name. 
• Loan Type, SSN – The type of loan, then the borrower’s Social Security number. 
• Loan Type, Borrower Name – The type of loan, then the borrower’s name. 

5. Select an entity for this report by clicking the drop-down arrow for the Select an 
Entity field. The drop-down list will show what schools, branches or other entities have 
been set up for your ELMNet userid. Highlight the entity you wish to use for this report. 

6. Click Generate Report to create the report. The system will display the message 
Report Generation Request Completed Successfully. 

7. Click OK. 

8. To view the report, go to the Function Selection menu, and click View Reports. 

9. Click the hyperlink in the Name column for the report you have created. 
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10. The R05 ELM Daily Cancelled Disbursements Report contains these fields.  

• Report ID – This is a unique identification number for this report. The first six digits 
represent the date the report was created – mmddyy. The next two digits are the 
sequence number of the report. The last three characters are the file extension 
and identify the report type. For example, if two reports were created on July 
15, 2011, then the first report could be named 07151101.R05, and the second 
report could be named 07151102.R05.  

• Report Date – The date the report was created. 

• School Name – The name of the school. 

• School Number – The School’s OE code. 

• Loan Period – The dates of the loan period included in the report. 

• SSN – The borrower’s Social Security number. 

• Last Name – The borrower’s last name. 

• First Name – The borrower’s first name. 

• MI – The borrower’s middle initial. 

• School – The School’s name and OE code. 

• Lender – The Lender's name. 

• Guarantor – The name of the agency guaranteeing the loan. 

• Loan Type – ALT (Alternative). 

• Disb. No. – The sequential number of the disbursement. 

• Gross Amount – The total amount of the disbursements for the specified date. 

• Net Amount – The gross amount, minus any fees, for the specified loan type. 

• School ID Number – The unique identifier given to the loan by the school. 
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Creating an R06 ELM Daily Certified Amount 
Exceptions Report  

The R06 ELM Daily Certified Amount Exceptions Report is a daily report that shows all loans 
where the lender-approved amount differs from the school certified amount. This includes 
amount changes requested by the borrower. The information in this report is captured when 
the ELMNet database is first updated with the differing amount. This report can be useful if the 
lender reduces a loan amount because the annual or aggregate limit has been reached, so 
that your school will know of the reduction. This report can be run on demand or scheduled. 

To create an R06 report: 

1. From the Function Selection menu, click the drop-down arrow for the Select a Report 
field. 

2. Highlight the R06 Daily Certified Amount Exceptions report.  

3. Click Go.  

 

4. Select the sort criteria for this report by clicking the radio button next to the sort 
criteria. You can sort by: 

• SSN – The borrower’s Social Security number. 
• Borrower Name 

• Lender, SSN – The lender, then the borrower’s Social Security number. 
• Lender, Borrower Name – The lender, then the borrower’s name. 
• Loan Type, SSN – The type of loan, then the borrower’s Social Security number. 
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• Loan Type, Borrower Name – The type of loan, then the borrower’s name. 

5. Select an entity for this report by clicking the drop-down arrow for the Select an 
Entity field. The drop-down list will show what schools, branches or other entities have 
been set up for your ELMNet userid. Highlight the entity you wish to use for this report. 

6. Click Generate Report to create the report. The system will display the message 
Report Generation Request Completed Successfully. 

7. Click OK.  

8. To view the report, go to the Function Selection menu, and click View Reports. 

9. Click the hyperlink in the Name column for the report you have created. 

 

10. The R06 ELM Daily Certified Amount Exceptions Report contains these fields.  

• Report ID – This is a unique identification number for this report. The first six digits 
represent the date the report was created – mmddyy. The next two digits are the 
sequence number of the report. The last three characters are the file extension 
and identify the report type. For example, if two reports were created on July 
15, 2011, then the first report could be named 07151101.R06, and the second 
report could be named 07151102.R06.  

• Report Date – The date the report was created. 

• School Name – The name of the school. 

• School Number – The school’s OE code. 

• SSN – The borrower’s Social Security number. 

• Last Name – The borrower’s last name. 

• First Name – The borrower’s first name. 

• MI – The borrower’s middle initial. 

• Lender – The Lender’s OE code. 
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• Guarantor – The name of the agency guaranteeing the loan. 

• Loan Type – ALT (Alternative). 

• Certified Amount – The full amount of the loan as certified by the school. 

• Requested Amount – The loan amount being requested. This includes borrower-
requested amount changes. 

• School ID Number – The unique identifier given to the loan by the school. 

 

Creating an R07 ELM Service Bureau 
Confirmation and Volume Summary Report  

The R07 ELM Service Bureau Confirmation and Volume Summary Report is a report that 
shows a statistical summary of all records passing through ELMNet for your school. This allows 
you to track volume for records received, processed and rejected. The report shows you daily 
(actually for the day before you run the report), month-to-date and year-to-date totals. The 
report can be run on demand or scheduled. 

To create an R07 report: 

1. From the Function Selection menu, click the drop-down arrow for the Select a Report 
field. 

2. Highlight the R07 Service Bureau Confirmation and Volume Summary report.  

3. Click Go.  

4. There are no selection or sort options for this report. 

5. Click Generate Report to create the report. The system will display the message 
Report Generation Request Completed Successfully. 

6. Click OK.  

7. To view the report, go to the Function Selection menu, and click View Reports. 

8. Click the hyperlink in the Name column for the report you have created. 
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9. The ELM Service Bureau Confirmation and Volume Summary Report contains these 

fields: 

• Report ID – This is a unique identification number for this report. The first six digits 
represent the date the report was created – mmddyy. The next two digits are the 
sequence number of the report. The last three characters are the file extension 
and identify the report type. For example, if two reports were created on July 
15, 2011, then the first report could be named 07151101.R07, and the second 
report could be named 07151102.R07.  

• Report Date – The date the report was created. 

• School Name – The name of the school. 

• School Number – The school’s OE code. 

• Number of Records Received – The number of records received by ELMNet. 

• Number of Records Rejected at Validation – The number of records rejected 
during the validation process due to errors, missing data or ineligible borrowers.  

• Number of Records Processed – The number of records processed by ELMNet. 

• Number of Records Rejected at Database – The number of records rejected by 
validation checks within the ELMNet database. 

• Number of Records Accepted – The number of records accepted by the ELMNet 
database. 

 

Creating an R08 ELM Service Bureau 
Confirmation and Volume Summary - Detail 
Report  
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The R08 ELM Service Bureau Confirmation and Volume Summary – Detail Report is a 
report that shows, by record type, all records passing through ELMNet for your school. This 
allows you to track the type of records that are received, processed and rejected. The report 
shows counts for certified loan applications, update requests, deletion requests, promissory 
note requests, and PLUS records. The report can be run on demand or scheduled. 

To create an R08 report: 

1. From the Function Selection menu, click the drop-down arrow for the Select a Report 
field. 

2. Highlight the R08 Service Bureau Confirmation and Volume Summary - Detail 
report.  

3. Click Go.  

4. There are no selection or sort options for this report. 

5. Click Generate Report to create the report. The system will display the message 
Report Generation Request Completed Successfully. 

6. Click OK.  

7. To view the report, go to the Function Selection menu, and click View Reports. 

8. Click the hyperlink in the Name column for the report you have created. 

 

10. The ELM Service Bureau Confirmation and Volume Summary – Detail Report contains 
these fields: 
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• Report ID – This is a unique identification number for this report. The first six digits 
represent the date the report was created – mmddyy. The next two digits are the 
sequence number of the report. The last three characters are the file extension 
and identify the report type. For example, if two reports were created on July 
15, 2011, then the first report could be named 07151101.R08, and the second 
report could be named 07151102.R08.  

• Report Date – The date the report was created. 

• School Name – The name of the school. 

• School Number – The school’s OE code. 

• File Name – The name of the file sent through ELMNet.   

• File Date – The date the file was created.  

• Certified Loan Application Records – The number of certified loan application 
records received by ELMNet on the specified date. 

• PLUS Express Records – This was used for FFELP loans. 

• Update Request Records – The number of update requests received by ELMNet 
on the specified date. 

• Deletion Request Records – The number of deletion requests received by ELMNet 
on the specified date. 

• Promissory Note Print Request Records – The number of promissory note print 
requests received by ELMNet on the specified date. 

• Unknown Records – The number of records received by ELMNet that did not 
match any of the above categories, on the specified date. 

• Total Records – The total number of records received by ELMNet for your school 
on the specified date. 

Creating an R09 ELM Loans Guaranteed Report  

The R09 ELM Loans Guaranteed Report lists all loans that have been guaranteed through 
ELM lenders, sorted by lender code. The report shows counts and dollar amounts for each loan 
type. The report shows month-to-date totals, year-to-date totals, and school year-to-date 
totals. The report can be run on demand or scheduled. 

To create an R09 report: 

1. From the Function Selection menu, click the drop-down arrow for the Select a Report 
field. 

2. Highlight the R09 Loans Guaranteed report.  

3. Click Go.  
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4. There are no selection or sort options for this report. 

5. Click Generate Report to create the report. The system will display the message 
Report Generation Request Completed Successfully. 

6. Click OK.  

7. To view the report, go to the Function Selection menu, and click View Reports. 

8. Click the hyperlink in the Name column for the report you have created. 

 

9. The ELM Loans Guaranteed Report contains these fields: 

• Report ID – This is a unique identification number for this report. The first six digits 
represent the date the report was created – mmddyy. The next two digits are the 
sequence number of the report. The last three characters are the file extension 
and identify the report type. For example, if two reports were created on July 
15, 2011, then the first report could be named 07151101.R09, and the second 
report could be named 07151102.R09.  

• Report Date – The date the report was created. 

• School Name – The name of the school. 

• School Number – The school’s OE code. 

• Lender – The Lender’s OE code and name. 

• Count – The number of loans guaranteed 
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• Amount – The total dollar amount of loans guaranteed. 

10. The report shows the count and amount, sorted by lender code for each loan type. 
Counts and amounts are shown for the current month-to-date totals, the calendar 
year-to-date totals, and the financial aid year-to-date totals. The financial aid year-
to-date section shows totals for the current school year.  

 

Understanding an R27 ELM Failed Change 
Transactions Report  

The R27 ELM Failed Change Transactions Report is generated when a change request 
record sent to ELMNet fails validation checks. The record may fail because a required field 
contains missing or invalid data, or the change request record does not match an existing ELM 
record, so no change can be made. This report is not an on demand or school-requested 
report, but is sent to a school’s mailbox when a change request record fails validation. This 
report allows you to see why the record failed validation and make corrections. 

 
R27 

The ELM Failed Change Transaction Report contains these fields: 

• File Name – The name of the file that failed validation. The first six digits represent the 
date. The next two digits are the sequence number of the report. The last three characters 
are the extension. 

• File From – The name of the school that submitted the change request. 

• School Code – The school’s OE code. 

• Report Date – The date the R27 report was created. 
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• Student SSN – The student’s Social Security number. 

• Unique ID – The unique identification number for this loan. 

• Loan Type – AL (Alternative loan). 

• Lender Code – The lender’s OE code. 

• From Date – The loan period begin date as it appeared in the loan change request 
submitted by the school. 

• To Date – The loan period end date as it appeared in the loan change request submitted 
by the school. 

• Certified Amount – The amount certified by the school, as it appeared in the loan change 
request submitted by the school. 

• Change Transaction – The CommonLine change transaction type submitted by the school 
in the change request. 

• Error – The reason the change request failed.  

 

Creating an R30 ELM Non-Cash Loan Application 
Update Requests Report  

The R30 ELM Non-Cash Loan Application Update Requests Report provides an audit trail 
of all non-cash update request transactions. These transactions can be demographic changes, 
disbursement or loan period date changes, hold or release changes, or pre-disbursement 
changes. The report is sorted by lender. This report can be run on demand or scheduled. When 
the report is run as a daily batch report, the report will show the non-cash activity for the 
previous day. When the report is generated as an on-demand report, the report will show the 
non-cash activity for the current day. 

To create an R30 report: 

1. From the Function Selection menu, click the drop-down arrow for the Select a Report 
field. 

2. Highlight the R30 ELM Non-Cash Loan Application Update Requests report.  

3. Click Go.  
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4. Select the sort criteria for this report by clicking the radio button next to the sort 
criteria. You can sort by: 

• SSN – The borrower’s Social Security number. 
• Borrower Name 

5. Select an entity for this report by clicking the drop-down arrow for the Select an 
Entity field. The drop-down list will show what schools, branches or other entities have 
been set up for your ELMNet userid. Highlight the entity you wish to use for this report. 

6. Click Generate Report to create the report. The system will display the message 
Report Generation Request Completed Successfully. 

7. Click OK.  

8. To view the report, go to the Function Selection menu, and click View Reports. 

9. Click the hyperlink in the Name column for the report you have created.  
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10. The ELM Non-Cash Loan Application Update Requests Report contains these fields: 

• Report ID – This is a unique identification number for this report. The first six digits 
represent the date the report was created – mmddyy. The next two digits are the 
sequence number of the report. The last three characters are the file extension 
and identify the report type. For example, if two reports were created on July 
15, 2011, then the first report could be named 07151101.R30, and the second 
report could be named 07151102.R30.  

• Report Date – The date the report was created. 

• School Name – The name of the school. 

• School Number – The school’s OE code. 

• SSN – The borrower’s Social Security number. 

• Last Name – The student’s last name. 

• First Name – The student’s first name. 

• MI – The student’s middle initial. 

• Loan Type – ALT (alternative). 

• Loan Amount – The total amount of the loan before guarantee and origination 
fees are deducted. 

• Lender Code – The lender’s OE code.  

• CommonLine Unique ID – The CommonLine loan application unique identification 
number. 

• School ID – The school assigned identifier. 
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• Requestor – The ELMWeb user ID for the individual requesting the change 
transaction. 

• Date – The date of the change request. 

• Change Field Name – The name of the field being changed. 

• New Value – The information which will replace the old value in the change. 

• Old Value – The information to be changed.  

 

Creating an R31 ELM Promissory Note Print 
Requests Report  

The R31 ELM Promissory Note Print Requests Report provides a list of all requests for a 
replacement promissory note entered on ELMWeb. The report can be run on demand or 
scheduled. 

To create an R31 report: 

1. From the Function Selection menu, click the drop-down arrow for the Select a Report 
field. 

2. Highlight the R31 ELM Promissory Note Print Requests report.  

3. Click Go.  
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4. Select the sort criteria for this report by clicking the radio button next to the sort 
criteria. You can sort by: 

• SSN – The student’s Social Security number. 
• Borrower Name 

5. Select an entity for this report by clicking the drop-down arrow for the Select an 
Entity field. The drop-down list will show what schools, branches or other entities have 
been set up for your ELMNet userid. Highlight the entity you wish to use for this report. 

6. Click Generate Report to create the report. The system will display the message 
Report Generation Request Completed Successfully. 

7. Click OK.  

8. To view the report, go to the Function Selection menu, and click View Reports. 

9. Click the hyperlink in the Name column for the report you have created.  

 

10. The ELM Promissory Note Print Requests report contains these fields: 

• Report ID – This is a unique identification number for this report. The first six digits 
represent the date the report was created – mmddyy. The next two digits are the 
sequence number of the report. The last three characters are the file extension 
and identify the report type. For example, if two reports were created on July 



 
 
C R E A T I N G  &  V I E W I N G  R E P O R T S  
 
 
 

© ELM Resources 
Version 5.6 6/2011   

12-39 

15, 2011, then the first report could be named 07151101.R31, and the second 
report could be named 07151102.R31.  

• Report Date – The date the report was created. 

• School Name – The name of the school. 

• School Number – The school’s OE code. 

• SSN – The student’s Social Security number. 

• Last Name – The student’s last name. 

• First Name – The student’s first name. 

• MI – The student’s middle initial. 

• Loan Type – ALT (alternative). 

• Loan Amount – The total amount of the loan before guarantee and origination 
fees are deducted. 

• School Code – The school’s OE code.  

• CommonLine Unique ID – The CommonLine loan application unique identification 
number. 

• Requestor – The ELMWeb User ID for the individual requesting the change 
transaction. 

• Date – The date of the change request. 

• Universal Format Field Name – The borrower address field identifiers. 

• Promissory Note To Address – The address where the promissory note will be 
sent. 

• Comments – Any requestor’s comments. 

 

Creating an R32 ELM Loan Deletion Requests 
Report  

The R32 ELM Loan Deletion Requests Report is a list of all ELMWeb loan deletion requests 
for a school. The report can only be run on demand. 

To create an R32 report: 

1. From the Function Selection menu, click the drop-down arrow for the Select a Report 
field. 

2. Highlight the R32 ELM Loan Deletion Requests report.  

3. Click Go.  
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4. Select the sort criteria for this report by clicking the radio button next to the sort 
criteria. You can sort by: 

• SSN – The borrower’s Social Security number. 
• Borrower Name 

5. Select an entity for this report by clicking the drop-down arrow for the Select an 
Entity field. The drop-down list will show what schools, branches or other entities have 
been set up for your ELMNet userid. Highlight the entity you wish to use for this report. 

6. Click Generate Report to create the report. The system will display the message 
Report Generation Request Completed Successfully. 

7. Click OK.  

8. To view the report, go to the Function Selection menu, and click View Reports. 

9. Click the hyperlink in the Name column for the report you have created.  

 

10. The ELM Loan Deletion Requests Report has these fields: 

• Report ID – This is a unique identification number for this report. The first six digits 
represent the date the report was created – mmddyy. The next two digits are the 
sequence number of the report. The last three characters are the file extension 
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and identify the report type. For example, if two reports were created on July 
15, 2011, then the first report could be named 07151101.R32, and the second 
report could be named 07151102.R32.  

• Report Date – The date the report was created. 

• School Name – The name of the school. 

• School Number – The school’s OE code. 

• SSN – The student’s Social Security number. 

• Last Name – The student’s last name. 

• First Name – The student’s first name. 

• MI – The student’s middle initial. 

• Loan Type – ALT (alternative). 

• Loan Amount – The total amount of the loan before guarantee and origination 
fees are deducted. 

• Lender Code – The Lender’s OE code. 

• ELM ID School ID – The unique ID. 

• Requestor Date – The date the report was requested. 

 
 

Creating an R34 Certification Requests Report  

The R34 ELM Certification Requests Report provides an update on the status of a credit 
decision for Alternative loan pre-approval applications and it lists any loan that a lender has 
submitted to the school as a certification request. The report can be scheduled or created on 
demand from the Report Selection or by using the Certification Requests function. 

 Lenders can also post Credit Denials to ELMNet in the Certification Request function. Contact 
ELM if you would like to receive Credit Denial notifications via ELM. 

 

 

To create an R34 report: 

1. From the Function Selection menu, click Certification Requests. 
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2. The Certification Selection page will appear. This page allows you to select to view 
certification requests by: 

• From and To – Enter the beginning and end date for the date range selection – 
this is the date range that ELM received the PLUS pre-approval information or 
loan certification request. 

• Student SSN – Enter the student’s Social Security number. 
• Last Name – Enter the student’s last name or part of the last name 
• First Name - Enter the student’s first name or part of the first name. 
• Lender Code – Select the lender from the list, or select All. 

 By holding down the Ctrl key on your keyboard and pointing with your mouse, you may click 
each lender desired in the report (do not lift the CTRL key until you have selected all lenders 
desired); or, you may click a lender, then hold down the Shift key and move to the last lender 
you want and click it and you have ‘blocked’ all lenders you want on the report. 

• Loan Type – Alternative.   
• School Code/Branch – Select the school code and branch from the list, or select 

All. 
• Status – Select the loan status from the list, or select All. The loan status can be: 

▪ 005 – Credit Approved 
▪ 010 – Credit Check Performed 
▪ 015 – Credit Denied 
▪ 020 – Credit on Appeal 
▪ 025 – Credit Appeal/Approved 
▪ 030 – Credit Appeal/Denied 
▪ 035 – Certification Requested 
▪ 040 – Certification Request Partially Saved 
▪ 045 – Certification Request Locked 
▪ 055 – Certification Requests Ready to Purge 
▪ 060 – Certification Requests Deleted 
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▪ 065 – Certification Requests Completed 
▪ 070 – Certification Requests Rejected  
▪  

To select all records, click the All Records checkbox. 
 

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

 

 

 

4. Click Generate Report. 

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

6. To view the report, return to the Function Selection menu, and select View Reports. 
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7. The Certification Requests Report contains these fields:  

• Report ID – This is a unique identification number for this report. The first six digits 
represent the date the report was created – mmddyy. The next two digits are the 
sequence number of the report. The last three characters are the file extension 
and identify the report type. For example, if two reports were created on July 
15, 2011, then the first report could be named 07151101.R34, and the second 
report could be named 07151102.R34.  

• Report Date – The date the report was created. 

• School Name – The name of the school. 

• School Code – The school’s OE code. 

• Student Information – The student’s Social Security number and name. 

• Lender – The name of the lender. 

• Borrower Information – The borrower’s Social Security number and name. 

• Lender Code – The lender’s OE code. 

• ELM Rec’d Date – The date the request was received by ELMNet. 

• Loan Status – The status for the certification request. The status can be: 

▪ 005 – Credit Approved 
▪ 010 – Credit Check Performed 
▪ 015 – Credit Denied 
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▪ 020 – Credit on Appeal 
▪ 025 – Credit Appeal/Approved 
▪ 030 – Credit Appeal/Denied 
▪ 035 – Certification Requested 
▪ 040 – Certification Request Partially Saved 
▪ 045 – Certification Request Locked 
▪ 055 – Certification Requests Ready to Purge 
▪ 060 – Certification Requests Deleted 
▪ 065 – Certification Requests Completed 
▪ 070 – Certification Requests Rejected 

• Alt Program Code - Name – The three-digit code and name for the Alternative 
loan program for the loan (for ALT loans only). 

• Loan Type – The type of loan will be ALT.  

• Loan Amount – The total amount of the loan before guarantor and origination 
fees are deducted. 

• Approved Amount – The total amount of the loan approved by lender. 

• CL Unique ID – The CommonLine unique identification number. 

• Guarantor Name – The name of the guarantor for the loan. 

• Guarantor Code – The three-digit code for the guarantor. 

• Credit Exp Date – The date the application is no longer effective. 

• Loan From – The borrower requested loan period begin date for the requested 
loan. 

• Loan To – The borrower requested loan period end date for the requested loan.   

 

 

Creating an R35 Certification Requests with 
Borrower Demographics Report  

The R35 ELM Certification Requests Pending Report provides an update on the status of a 
credit decision for Alternative loan pre-approval applications and it lists any loan that a 
lender has submitted to the school as a certification request. The report can be scheduled or 
created on demand from the Report Selection or by using the Certification Requests function. 

 

To create an R35 report: 
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1. From the Function Selection menu, click Certification Requests with Borrower 
Demographics. 

 

2. The Certification Selection page will appear. This page allows you to choose your 
selection criteria for the certification requests with borrower demographics report by: 

• From and To – Enter the beginning and end date for the date range selection – 
this is the date range that ELM received the PLUS pre-approval information or 
loan certification request. 

• Student SSN – Enter the student’s Social Security number. 
• Last Name – Enter the student’s last name or part of the last name 
• First Name - Enter the student’s first name or part of the first name. 
• Lender Code – Select the lender from the list, or select All. 

 By holding down the Ctrl key on your keyboard and pointing with your mouse, you may click 
each lender desired in the report (do not lift the CTRL key until you have selected all lenders 
desired); or, you may click a lender, then hold down the Shift key and move to the last lender 
you want and click it and you have ‘blocked’ all lenders you want on the report. 

• Loan Type – Alternative.   
• School Code/Branch – Select the school code and branch from the list, or select 

All. 
• Status – Select the loan status from the list, or select All. The loan status can be: 

▪ 005 – Credit Approved 
▪ 010 – Credit Check Performed 
▪ 015 – Credit Denied 
▪ 020 – Credit on Appeal 
▪ 025 – Credit Appeal/Approved 
▪ 030 – Credit Appeal/Denied 
▪ 035 – Certification Requested 
▪ 040 – Certification Request Partially Saved 
▪ 045 – Certification Request Locked 
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▪ 055 – Certification Requests Ready to Purge 
▪ 060 – Certification Requests Deleted 
▪ 065 – Certification Requests Completed 
▪ 070 – Certification Requests Rejected 

• To select all records, click the All Records checkbox. 

3. Select the sort by student name, student Social Security number, date, loan type, 
lender code and status, or a combination of these factors. 

4. Click Generate Report. 

5. You will receive a message when the report is successfully generated. An R35 
(Certification Request with Borrower Demographics) report will be created. 

6. To view the report, return to the Function Selection menu, and select View Reports. 

 

7. The Certification Requests with Borrower Demographics Report contains these fields:  

• Report ID – This is a unique identification number for this report. The first six digits 
represent the date the report was created – mmddyy. The next two digits are the 
sequence number of the report. The last three characters are the file extension 
and identify the report type. For example, if two reports were created on July 
15, 2011, then the first report could be named 07151101.R35, and the second 
report could be named 07151102.R35.  
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• Report Date – The date the report was created. 

• School Name – The name of the school. 

• School Code – The school’s OE code. 

• Student Information – The student’s Social Security number and name. 

• Lender – The name of the lender. 

• Lender Code – The lender’s OE code. 

• Borrower Information – The borrower’s Social Security number, name, date of 
birth (DOB), phone number, borrower address, city, state, zip, Citizenship or Alien 
ID. 

• Loan Type – The type of loan will be ALT. 

• Alt Program Code - Name – The three-digit code and name for the Alternative 
loan program for the loan. 

• CL Unique ID – The CommonLine unique identification number. 

• Loan Status – The status for the certification request. The status can be: 

▪ Credit Approved 
▪ Credit Check Performed 
▪ Credit Denied 
▪ Credit on Appeal 
▪ Credit Appeal/Approved 
▪ Credit Appeal/Denied 
▪ Certification Requested 
▪ Certification Request Partially Saved 

• Loan Amount – The total amount of the loan before guarantor and origination 
fees are deducted. 

• Approved Amount – The total amount of the loan approved by lender. 

• Guarantor Name – The name of the guarantor for the loan. 

• Guarantor Code – The three-digit code for the guarantor. 

• ELM Rec’d Date – The date the request was received by ELMNet. 

• Credit Exp Date – The date the application is no longer effective. 

• Loan From – The borrower requested loan period begin date for the requested 
loan. 

• Loan To – The borrower requested loan period end date for the requested loan.   
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Creating an R40 ELM Cash Transactions Report  

The R40 ELM Cash Transactions report provides an audit trail of all cash transactions 
processed through ELMWeb. These cash transactions can be cancellations, refunds, returns 
or reissues. The report is sorted by lender code. The report is useful in providing details of 
cash changes to allow the school’s bursar to reconcile and remit, if needed. This report can 
be run on demand or scheduled.  

To create an R40 report: 

1. From the Function Selection menu, click the drop-down arrow for the Select a Report 
field. 

2. Highlight the R40 ELM Cash Transactions report.  

3. Click Go.  

 

4. Select the sort criteria for this report by clicking the radio button next to the sort 
criteria. You can sort by: 

• SSN – The borrower’s Social Security number. 
• Borrower Name 

5. Enter a date range in the Change Date Range field. Use the format mm/dd/yyyy. 

6. Select an entity for this report by clicking the drop-down arrow for the Select an 
Entity field. The drop-down list will show what schools, branches or other entities have 
been set up for your ELMNet userid. Highlight the entity you wish to use for this report. 

7. Select a disbursement agent for this report by clicking the drop-down arrow for the 
Disbursement Agent field. Highlight the disbursement agent. 
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8. Click Generate Report to create the report. The system will display the message 
Report Generation Request Completed Successfully. 

9. Click OK.  

10. To view the report, go to the Function Selection menu, and click View Reports. 

11. Click the hyperlink in the Name column for the report you have created.  

 

12. The ELM Cash Transaction Report has these fields: 

• Report ID – This is a unique identification number for this report. The first six digits 
represent the date the report was created – mmddyy. The next two digits are the 
sequence number of the report. The last three characters are the file extension 
and identify the report type. For example, if two reports were created on July 
15, 2011, then the first report could be named 07151101.R40, and the second 
report could be named 07151102.R40.  

• Report Date – The date the report was created. 

• School Name – The name of the school. 

• School Number – The school’s OE code. 

• Loan Period – The dates of the loan period for the following loans. 
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• School – The name of the school. 

• SSN – The student’s Social Security number. 

• Last Name – The student’s last name. 

• First Name – The student’s first name. 

• MI – The student’s middle initial. 

• Loan Type – ALT (Alternative). 

• School Identification Number – The school assigned identifier. 

• Change Field Name – The name of the field being changed. 

• New Value – The requested new value for the specified field. 

 
 

Understanding an R61 Daily School File 
Reconciliation (ELM) Report  

The R61 Daily School File Reconciliation Report tracks all files submitted on a daily, 
weekly, or monthly basis from schools. This report is not generated on demand, but can 
be requested and scheduled for you by ELM.  This report is sorted by file name.  This 
report can be used to verify that all files were submitted to ELMNet for processing. 

 

The R61 Daily School File Reconciliation report contains these fields: 

• Report ID – This is a unique identification number for this report. The first six digits 
represent the date the report was created – mmddyy. The next two digits are the 
sequence number of the report. The last three characters are the file extension and 
identify the report type. For example, if two reports were created on July 15, 2011, 
then the first report could be named 07151101.R61, and the second report could be 
named 07151102.R61.  
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• Report Date – The date the report was created. 

• Entity Code – The school’s OE code. 

• Filename – The name of the file the school submitted. 

• Recdate – The date the school submitted the file. 

• Record Count – The number of records contained in the submitted file. 


