REJECT FILES Chapter

Working with Reject Files

In this chapter we will look at working with records that fail validation, and how to
correct them.

he Reject Files function allows you to view records that have failed validation tests
on ELMNet. The rejected record may have fields with invalid data, required fields
may be missing, or the record may be a duplicate of an existing record. This function
allows you to correct the records and resubmit them for processing.

Viewing Reject Files

To view rejected records:

1. From the Function Selection menu, click Reject Files.
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2. The Reject File Processing page will appear. This page allows you to view ELM Reject
Files.

ELM Reject Files are loan records that failed validation on the ELMNet database.
The loan records may be duplicate records, have invalid data in a field, or have
missing information in a required field. ELM reject files will not appear in Loan
Retrieval, as the loan records failed validation before creating loan records, and
were moved to the Reject table.

Guarantor Reject Files contained FFELP loan records that were rejected by the
guarantor (prior to 7/1/10).

3. You can select files by:

School Codes — School or branch code and name

All Records

Date Range — Specify a beginning and end date for the date range
Student SSN — Student Social Security number

Student Name

Lender code — This is the lender’s Office of Education code
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4. You can sort by:

e Student SSN — Student Social Security number
e Student Last — Student last name
e Date

5. Select the criteria for the search, and click Select.

Viewing ELM Reject Files

ELM reject files are records that have failed ELMNet validation checks. You can
correct the files and resubmit them for processing.

This chart shows the process for an ELM reject file (ERF).
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To view ELM reject files:

1. On the ELM Reject File Processing page, click the radio button for ELM Reject.

%< ELM Reject File Processing

Student Name Loan Loan Error Reason Error Date | Lender Requestor
Type Amount|
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2. A list of rejected records will appear, with the error reason, and the date of the
error. The status, Social Security number, student name, loan type, loan amount,
error reason, error date, lender, guarantor, and requestor are listed for each
record.

3. The error reasons can be:

e Potential duplicate record — This record matches a previously sent record,
and appears to be a duplicate record. The record matched on the
student Social Security number, loan type, loan period, and loan amount
fields. If the record is not a duplicate, click the Accept as New Record
button to resubmit the loan.

e Lloan w/matching CL UniqlD already exists — This record’s CL Unique ID
matches an existing record’s CL Unique ID on the loan table. A new
record with a new CL Unique ID needs to be sent if this was not an error.

® Required field(s) missing or invalid — One or more required fields have no
data, or contain invalid data. The field may be highlighted in yellow to
help you locate the field with the missing or invalid value.

e Field(s) contains invalid value(s) — One or more fields contain invalid
data. This may be invalid numeric data in a date field, or letters in a
numeric field. The field may be highlighted in yellow to help you locate
the field with the invalid value.

4. At the bottom of the ELM Reject File Processing page are navigation buttons:

e The Select button allows you to select which record to review.
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[Feror

e The Report button allows you to create a report of the error files displayed.
Creating a report will help you find fields with errors if they were not
highlighted in yellow.

Mext List

e The Next List button takes you to the next page of reject files. This button
will not appear if there is only one page.

Previous List

e The Previous List button takes you to the previous page of reject files. This
button will not appear if there is only one page.

[ou

e The Back button takes you to the Reject File Processing page.

5. Select the record you wish to view by clicking the radio button for that record in
the App column.

6. Click Select.
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7. The error record for the rejected file will appear. The reason for the error is
found in the Error Reason field. Fields with errors or missing data will be
highlighted in yellow.

8. Correct the error or add the missing information. You will receive an error
message if you try to save invalid data in a field.

9. Decide if the record should be held, deleted, submitted for processing, or
submitted as a new loan.

10. At the bottom of the ERF MPN Record page are navigation buttons. These
buttons are:

o Accept — This option is used to immediately submit the corrected record for
processing.
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11.

12.

Clear

Clear — This option will clear the corrections you have made, and return the
record to its original condition.

Hold

Hold — This option will prevent the corrected file from being immediately
submitted for processing. Your changes will be preserved.

)
),
]
)
w

Delete — This option will allow you to delete the record.

Accept as New Loan

Accept as New Loan — This button will only appear if you are correcting a
duplicate record.

Back

Back — This option will take you back to the ELM Reject File Processing page,
and changes will not be saved.

Next Record

[

Next Record — This option will take you to the next record that needs correction
from the file list on the ELM Reject File Processing page.

Select the button.

Click OK.

Viewing Guarantor Reject Files

Guarantor reject files contained FFELP loan records that were rejected by the
guarantor. This process was the same as ELM Reject Files and was retired on
7/1/2010.

© ELM Resources
Version 5.6 6/2011

5-7



