CREATING A NEW LOAN

Creating a New Loan Application

In this chapter we will look at manually creating a new loan application on

ELMWeb.

Alternative loan drop-down list lets you select a specific type of Alternative loan

LMWeb allows you to manually create a new Alternative loan application online. The
E application.

Requesting an Application

To create a new loan application:

1. From the Function Selection menu, click Request Application.

%’5‘ Application Request

Application Type | Select an Application w |
School Code | 000003-00 ELMU v|

=]

RESOﬁRCES

Click the drop-down arrow for the Application Type list.

Select New Alternative Application from the Application Type drop-down list.

Select the type of Alternative loan from the drop-down list and click Select.

a » 0N

A new loan application form will appear. Required fields are outlined in red.
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Program
School Code

Lender/Guarantor Codes

School Non-ED Branch ID

Borrower Last Name

First Name/MI

Permanent Street Address [

Apartment/Suite
City
State/Zip-Zip Suffix

When you enter a ieiaphone

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.

Apartment/Suite
City
State/Zip-ZipSuffix
Driver's License
Legal Residence
Date of Birth

Default

Outstanding Loans

This is a required field. You can
select P — print, W — web, or
E — e-mail. This tells the loan
originator, when a promissory
note is required, how you
would prefer the originator to
collect the promissory note.
Some loan providers may not
support all delivery methods,
so consult with your loan
provider to determine their
delivery method.

Campus Street Address

Requested Amount

——————lloanferiod [N G racc Leel [sowctCmerom v |
Borrower References Cc [

%\ﬂ” New Alternative Loan Application

Program Information

Select Lender/Guarantor

Borrower Information
] B
|
|

[ |
(ST MM v ot Foroin Poss cove |

oo Foign oL o Prom [
E

Driver's License State

”W

| I

H

-
|
|

|

I

Since

|

School Information

Graduation Date
Cost of attendance ‘ﬂi

Elig| mol
Comeane I

@]

Enroliment Status [Fu\l o] ‘Hah‘ O |Less Than Half Time
CECTreTTR
Other Loan this Period |$

[

Disbursement Date #1 [

1st Disbursement Hold/Release [ Release v

Disbursement Date #2 {

2nd Disbursement Hold/Release [Re\ease v

Disbursement Date #3 {

3rd Disbursement Hold/Release [Re\ease v

Disbursement Date #4 [

4th Disbursement Hold/Release [Re\eaae v

Disbursement Amount #1 {

Disbursement Amount #2 [

Disbursement Amount #3 {

Processing Type ﬂSe\ecthcessmg Type vl

Dibursement amountsa [

Proi ory Note Delivery Select Promissory Note Dalivery Method |
Methos
Loan ID

School e

|

sl

6. Complete the application and click Accept.
7. If there are any errors on the application, an error message will appear.

8. After you click Accept, the Application Confirmation page will appear.
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i . " i
%7 Application Confirmation
Your Application has been successfully registered. The following is the list of information that you have entered:

Borrowerssh:  [EEEEEEEE

Borowerfirsttame: |G

Borower tasthame: S

T T <550

[studentFirsthame:  |EH0

Student LastName:  [EO]

T S r<t.¢

Requestedmount:  [CEN

CertiedAmount: _ [CENN

T T 25 7)10

Cnpemorsarr |8
Loan Period End: |-

e I - 2266 - 00 ABIME Federal Credit Union
!PED Credit Union Student Choice
P - - 55 Greai Ui
SchoorBranc____|[EERT

Costorattendance: I8
Disbursementpate#:  [MEEENE
omrsoment ez |
Disbursement Date #3: =
povursementbaters |8
Disbursementamount#t: I8
[Disbursoment Amomnt#z: |
stursoment Amowntrs: |
Drsbursement Amouncze |8

9. On the page you will see these navigation buttons:

Request App

o Request App — This option allows you to select a loan type, and create
another new application.

New Alternative App I

e New Alternative App — Click on this button to create another new
alternative loan application.
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View/Print

e View Print — This option will not be available. It was used prior to
7/1/2010 to view and print a PDF version of the promissory note that you
had created. This option was used for FFELP loans.

Function Menu

e Function Menu — This option returns you to the Function Selection menu.

Next Student

¢ Next Student — This option takes you to the Student Retrieval page.
11. Click the navigation button for the option you wish.

12. Click OK.

Creating Multiple Defaults for New Loans

You can create up to twenty default sets in the Request Application function for
different loan periods, disbursement dates, programs, or codes. For example, you could
have a default set for fall semester, or for freshman applications. This feature is a
timesaver as it reduces the manual entry of data. The twenty default sets you create can
be used in the certification request function, the request application function and the
clone application function. You can create up to twenty total default sets per User ID, not
twenty per function.

To create a new default set:
1. From the Function Selection menu, select Request Application.

2. Scroll to the bottom of the page.
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reerore | I reimionsiprogorowee || |
eee—
_I: I:‘J [SooctGrade Lol 5]

i | S G Z G |
e o

pvemeriome | N - ~]
| e s [
I PP .
l Selwt Brocmeeing Type I

MNote Delivery Method iSelem Promissory Note Dﬁllvety Mslhod J

Loan 1D l— |
— I T <o Detouts_|_ vanse 0= [N

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 Manage Defaults.

ELM RESOURCES

ELM Net

%7 Manage Defaults

Certification Defaults

-
Freshman 06/01/2009 ﬂl Delete |
‘My Defaults |0?x22r2009 ‘ﬂl Delete |
Sophomare |09x1sx2009 ‘ﬂl Delete |

New Default Set Close

5. Click New Default Set.
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=
=

MESOURCES

M Net

%7 Default Details

Drefault Set Information

Heers ol Defeak Set Sgmgls Datauls 1

Lumther CunbasBirarnh

Bumuni Code 404 CLd Legacy Guaramor #1 A
MEw T Seral -

Fazrelucry Hobe Dalloay Soda "N Dadauk Value

Prooamng Tyme Code Guaamee Only b

Ersullors, Bhalss Gove Less Than Hall Time |&

L Ha Datank Valus s

Laan i Dabe
Loan Erd Dake

Artiripaian Comiesna D

Nishursamant inkarmatian
Disburamert ke Jowseseesices ______________________________ eseweewwn |

Dhizursaram o Blark &
Dnibuseren: o2 Blark |«
Unturernt w2 Blark  |=

-

Disbuersna| 4 Elark

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 — Enter the code and branch for the lender.
e Guarantor Code — Select from the drop-down list of guarantors.

e MPN Type — Select New (non-serial) or Serial (multi-year) for the Master
Promissory Note.

e Promissory Note Delivery Code — Select Print, Web or Email. The Promissory Note
Delivery Method field tells the originator, when a promissory note is required, how
the school would prefer the originator to collect the promissory note.

If this value exists in the record sent by the lender, this field will be pre-populated.
If the field is not pre-populated, and you are unsure which option to choose, the
Print option is the default. Some service providers may not support web or e-mail
promissory note delivery methods. If a promissory note is already on file, the value
of this field has no operational impact.

e Processing Type Code — Select Guarantee Only, Guarantee and Print, or Print
and Guarantee.

* Guarantee Only — In guarantee only processing, the school transmits an
Application Send Detail Record containing the necessary data to obtain a
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guarantee. Upon receipt, the service provider will process the guarantee
only request and no other processing will occur.

Guarantee and Print — In guarantee and print processing, the school
transmits an Application Send Detail Record containing the necessary data
to obtain a guarantee. Upon receipt, the service provider will process the
guarantee and print request. If no errors are detected during the
processing, the service provider will guarantee the loan. The
application/promissory note is printed and mailed.

Print and Guarantee — In print and guarantee processing, the school
transmits an Application Send Detail Record containing the necessary data
for a print and guarantee request. Upon receipt, the service provider will
print and mail the application/promissory note. When the application/
promissory note is completed and returned, the service provider will
guarantee or obtain the guarantee for the loan.

Enroliment Status Code — Select Full Time, Half Time, or Less Than Half Time.

Grade Level — Select the grade level for the group of students for this default
set.

Loan Begin Date — Enter the default loan begin date.
Loan End Date — Enter the default loan end date.

Anticipated Completion Date — Enter the date that this group of students is
expected to graduate.

9. In the Disbursement Information section, you can enter disbursement date and hold
or release information. If you are only using two disbursements, leave the other
disbursements blank.

10. When you have entered the default information, click Save. The defaults you set up
are specific to your User ID.
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11. When you save your twentieth default set, you will receive a warning message.

Microsoft Internet Explorer

] ‘You have saved 20 default sets, which is the maximum number of default sets you may save. You must delete an existing default set before you may
e create a new default set,

&7 |f you want to share your default details with others in your financial aid office, print

the default details page, and have them set up their defaults with the same values. Up
to twenty default sets can be created for each User ID.

Using an Existing Default for New Loans

When you have created a default, you can select and use that default, or any other
default that you have created previously.

To use a default:

1. Click the drop-down arrow for the Select Default field.

4th Lhsbursement Hold/Helease =

rantee Qnly A School Unique Loan 1D

ct Promissory Note Delivery Method + |

=0 e o
-DeletelCIear]Back Select Default Apply Defaults l Manage Defaults .

Select Default

Sample Defaults [
e i k4

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 for New
Loans

To edit or delete a default that you have created:

1. Click Manage Defaults.
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ELM RESOURCES

M Net

5@’ Manage Defaults

Certification Defaults

Date
Frashman |05m1f2009‘ Editl Delete |
‘My Defaults |U?122a’2009‘ Editl Delete |
|UQ!18:’2009‘ Editl Delete |

Sophormore

New Default Set Close

The Manage Defaults page will appear.

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, and edit the default
information. Click Save Changes when done.

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

6. If you have already created the maximum number of twenty defaults, then the New
Default Set button will disappear.
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