Financial Management System
Voluntary Flexible Agreement
Guaranty Agency User Guide

Great Lakes Higher Education
Guaranty Corporation

Email Questions to:
osfa_gar@ed.gov



VFA Participant Guide FMS VFA Extensions Oracle

Great Lakes Higher Education Guaranty Corporation

Table of Contents
OVERVIEW OF VFA PAYMENT PROCESS ......uutteierreecesrereecsssseecsssssessssssseesssssssssssssssasssssssesssssssases 1
AUTOMATED VEFA PROCESS BENEFITS ...ccceetteeeeutetteeeeteeeeeeeeeeeeeeeseeeesseeseeeesssesssnsseeesssssessssssseessssssssnnes 1
VEA REPORT SUBMISSION PROCESS .....vtttettiieeeeeeeeeeeeeeeeeeeeeereeeeeseeeessseseesesssessssssseessssssssssssseessssssssnnes 2
ROILES ...uttteeeinreeecsnrreecssssseecsssssescsssssesssssssesssssssasssssssesssssssesssssssesssssssesssssssessssssssesssssssesssssssssssssssesssssaseses 3
GA VEA USER. ..ttt e e e e e e e eee e e e e e e e eeeeeeanaeeeseaseeeeseanaaeesaanaeeessanaaeessaneeeeseanneesaane 3
GA VEA MANAGER ...ccooteeeeeeeeeee et eeeeeeeeeeeeeeeeeeeeeaateeeesssesessreateeessssasasseteeessssessssateeessssssssssaeseesssssensnnes 3
SYSTEM ACCESS .....ccocooveeeerrereeecsrnrerecsssseesssssssessssssssssssssssssssssssssssssssssssassassssssssssssassessssassessssassassssansassssas 3
SOFTWARE INSTALLATION . ....ttttietttttietteeeeeetteeeseetteesssosseesssssseesssssseesssssseesssssseesssssseessssssessssssseessssseesssns 3
USER ID AND PASSWORD ....evviiiitiieiietieeeeeetteeeeeetteeeeeesteesssssseessssssessssssseesssssseessssssesssssssessssssseesssssseesssns 3
SIGIN-ON ...ceeerererecrrreeecsssreeessssseessssssesssssssasssssssssssssssssssssssssssssssssssssssssssssassessssasssssssassessssansessssassassssansasssnas 4
ACCESS TO SFA FMS ORACLE APPLICATIONS VIA INTERNET BROWSER .....uueueeenn 4
ACCESS TO SFA FMS VIA LOGIN WINDOW .....uuvitiiiiiieeeetteeeeeitteeeeeeseeeessesseessssssesssssssessssssseessssssesssnns 5
NAVIGATING IN ORAGQCLE......coococttrecrrrrerecssreeessssssessssssessssssesssssssassssassssssssssesssssssssssssssssssssssssssssssases 6
ORACLE TOOLBAR ICON GLOSSARY ....vteiiiitieeeieiteeeeierteeeesoseeesssisseesssssseesssssseessssssessssssesssssseessssssesssnns 6
GA VFEA WEEKLY REPORT ....ccoooovteeeerrreecssssreecsssssescsssssesssssssesssssssesssssssessssssssesssssssssssssssssssssssssssssssases 8
ACCESS GA VFA WEEKLY REPORT VIA NAVIGATOR WINDOW ....ovttteeieiieeieeieeeeeeeeeeeeieereeeesseesnnnnes 8
ENTER CLAIMS DETAILS ON GA VFA WEEKLY REPORT ....ccotitiiiieteeeeeeeeeeeeeeeeeeeeeeeeeseeeeeessesessnnnes 11
SAVE GA VEA WEEKLY REPORT ....eutttttteeteeeeeeeeeteee e eeeeeeeeteeeesseseessesteeessssesessssseesesssessssssseeesssssessnnes 12
EXIT GA VEA WEEKLY REPORT ...ooeiiiuiiiiiieiteeeeeetteeeeeetteeseeseessssssesssssssesssssssesssssssesssssssesssssssesssssssessns 12
GA VFEA FEE REPORT .uuueieecetereinereeccsssreeesssssesssssssesssssssesssssssesssssssasssssssesssssssssssssssssssssssesssssssesssssssases 13
ACCESS GA VFA FEE REPORT - VIA NAVIGATOR WINDOW .....itiieeeeeieeeeeeeeeeeeeeeeesieeeeeessssessnnnes 13
ENTER FEES ON GA VEA FEE REPORT ...coottiiiiittteeeteeeeeeeeeeeeeeeeeeeeeeeteeeesssessssseseesesssesssssseseesssssessnnes 16
SAVE GA VEA FEE REPORT ...cooetiiieieeeeeeeeeeeeeeeeeteeeeeeeeeeeeeteeeesseseessssseeesssssssssssseesesssessssssseesssssessnnes 18
EXIT GA VEA FEE REPORT.....oetttiiteeieeteeeeeeeeeeeeeeteeeeeeeeesseeeeeesssesesssssteeessssssssssssseesesssssssssseeesssssessnnes 18
QUERY ON EXISTING GA VFA WEEKLY AND FEE REPORTS .......ccoctvninneenreecreecranesssesseessees 19
ACCESS GA VFA WEEKLY OR FEE REPORT - VIA NAVIGATOR WINDOW w.....uuuvteeeiiieiieeeeeeeeeeesannns 19
SEARCH FOR ALL GA VFA WEEKLY OR FEE REPORTS......euvttetitiieeeieteeeeeeeeeeeeeeeeeeeeeeeesseeeeeessssessnnnes 20
SEARCH FOR A SPECIFIC GA VFA WEEKLY OR VFA FEE REPORT ....eoevttiiiiiiieeeeeeeeeeeeeeeeeeeeeeeseenes 22
SUBMIT GA VFA WEEKLY OR FEE REPORTS ....uuutteeirrreeeessreecesssneecssssseesssssseesssssssesssssssesssssssases 25
RETRIEVE GA VFA WEEKLY OR FEE REPORT TO BE SUBMITTED .....uvtteiiiiiieeeeeieeeeeeeeeeeeeeeeesseeennnnnes 25
SUBMIT A GA VFA WEEKLY OR GA VFA FEE REPORT ....cettetiiiieeeeteeeeeeeeeeeeeeeeeeeeeeeeeeseeeeeessssesnnnnes 26




VFA Participant Guide FMS VFA Extensions Oracle

Great Lakes Higher Education Guaranty Corporation

EMAIL REGARDING SUBMISSION IS SENT ....ueeetteeeteeeeeeeeeeeeesseeeessseeeeessssssssnssseesesssessssssseeessssssssnnes 26
EXIT GA VFA WEEKLY OR GA VFEA FEE REPORT ...cooeeeeeteeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeseeeeseseeeesssssensnnnes 27
REVIEW OF GA VFA WEEKLY OR FEE REPORT BY SEA .....oooiiiiiioeeeeeeeee ettt eeeeeeeseeeeeeeeesessanes 27
MISCELLANEOUS STATEMENT OF ACCOUNT EMAIL ALERT SENT....ottttttiiiiieieeieeeeeeeeeeereeeeeeeseeennnnnes 27
STATEMENT OF ACCOUNT REPORTS ...ccocovvveeeerrureeesssneecssssseecssssseessssssessssssseesssssssssssssssesssssssases 28
SFA FFEL GA SOA MISC REPORT ....coooeeeeeeeeeeeeeee et e et e eee e e seeeteesesreeeesasneeesasneeeesan 28
VEA FFEL VEA SOA REPORT ..ottt eeeeeeeeeeee e eeeeeeeesaeeneeseeeeeesasaeeesaenaeeesas 28
VIEW AND PRINT STATEMENTS OF ACCOUNT ....cuueeeeeeeeeersrrnneeeescssssssssssesssssssssssssssssssssssssssss 29
VIEW STATEMENTS OF ACCOUNT ....uvveeeteeeeeeeeeeeeeeeeeeeeeeasseeeeeesssesesssssseeessssssssssssseesesssesssssssseessssssssnnes 29
PRINT REPORTS AND STATEMENTS OF ACCOUNT ....cetteeeeeeeeeeeeeeeeeeeeeeeeeeseeeesseeseeeesssessssseeeesssssesnnnes 34

i1




VFA Participant Guide FMS VFA Extensions Oracle

Great Lakes Higher Education Guaranty Corporation

Overview of VFA Payment Process

The Federal Family Education Loan (FFEL) - Guaranty Agency (GA) financial reporting process
is based on Form 2000. The GA Financial Report, to request payments from and make
payments to the Department of Education (ED) under the FFEL Program, is authorized by Title
IV, Part B of the Higher Education Act (HEA) of 1965, as amended. The Financial Management
System (FMS) Voluntary Flexible Agreement (VFA) Application Extensions were created for the
four GAs that have negotiated and signed VFAs with ED. This user guide will explain how
Great Lakes Higher Education Guaranty Corporation (Great Lakes) Managers and Users will
enter, submit, and track weekly and quarterly GA VFA Report information online via the
Internet.

Automated VFA Process Benefits

Improves cash management
Improves the accuracy of data
Reduces the amount of manual data entry
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VFA Report Submission Process

Beginning in FY2002 (October 2001), the process for submitting VFA weekly claims and VFA
quarterly fees will be handled online via an application extension of FMS. The following two
new online reports will replace the hardcopy paper forms used previously:
The GA VFA Weekly Report will be used to submit weekly projections of VFA claims.
The GA VFA Fee Report will be used to submit quarterly VFA fees.

Once the GA VFA Weekly or Fee Reports are submitted to Student Financial Assistance (SFA),
they can be accepted or rejected by SFA. If there is a question about the information contained
on the reports, SFA will enter reasons for rejection in the ED Comments field of the VFA Report.
At this point, Great Lakes will receive a rejection Email from SFA. The report should then be
revised by Great Lakes and resubmitted. This cycle repeats until the submission is accepted.

Once the GA VFA Weekly or Fee Report is accepted by SFA, FMS creates an invoice, which goes
through an approval process. When the invoice is approved for payment, an Email is sent to
the Great Lakes contacts notifying them that the invoice has been approved and that a
Miscellaneous Statement of Account can be created and viewed in FMS.

In addition, at the end of each month, Great Lakes will continue to complete monthly Form 2000
reports (See Form 2000 User Guide for detailed procedures). With the new VFA application
extensions, the system will automatically reconcile the total GA VFA Weekly Report projections
with the GA Monthly Report actuals. The new FFEL VFA SOA Report can be generated after
the approval of the invoice for the GA Monthly Report to show this reconciliation clearly.

Statement of Account &

TN Email Accept
B ) o«
=R Approve
X

VFA Report Submission
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Roles

VFA GA users can be assigned one of two roles in FMS: VFA User or VFA Manager. Every
system user is granted a role based on the Form 2000 responsibilities assigned to their GA. The
FMS System Administrator links the role to each user s system logon ID in FMS. The following
are descriptions of the GA roles in FMS:

GA VFA User

This role allows the user to view, create, edit, and save GA VFA Weekly Reports and GA VFA
Fee Reports for Great Lakes. This role also allows the user to view, create, edit, and save GA
Monthly, GA Monthly/Quarterly, and GA Annual Reports as before.

GA VFA Manager

This role allows the user to view, create, edit, save, and submit GA VFA Weekly Reports and
GA VFA Fee Reports for Great Lakes. This role also allows the user to view, create, edit, save,
and submit GA Monthly, GA Monthly/Quarterly, and GA Annual Reports as before.

System Access

In order to gain access to SFA-FMS, software must be installed, and user IDs and passwords
must be assigned.

Software Installation

JInitiator software must be installed on every computer prior to gaining access to FMS via the
Internet. Please have a technical representative refer to the Financial Management System Setup
and Configuration document sent to Great Lakes for instructions on how to download and install
the free software. However, please send an Email to osfa_gar@ed.gov or
fms_operations@ed.gov to request additional copies of the document, if desired. Great Lakes
technical representative should contact Todd_Kaywood@ed.gov or fms_operations@ed.gov (1-
800-433-7327 Option 3) for assistance with JInitiator installation.

User ID and Password

Access to FMS requires an FMS Oracle Applications User ID and password. Questions
concerning FMS Oracle Application user IDs should be sent to: osfa_gar@ed.gov or
fms_operations@ed.gov.
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Sign-on

Access to SFA FMS Oracle Applications via Internet Browser

The following instructions describe how to log into FMS, and assume that the JInitiator software
installation and configuration has been completed prior to FMS sign-on.

1. Open Internet Explorer, or other Internet browser.
2. Type the following address into the Address line of the browser:

http://www.FMS.SFA.ED.gov

3. The SFA-FMS Oracle Applications Links Page opens in the browser window.

4. Select the icon for Internet PROD Applications in the lower right portion of the screen.

Internet PEOL
Applications

5. The FMS Login Window opens. Go on to next section, Access to SFA FMS via Login
Window .
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Access to SFA FMS via Login Window
The steps listed below show access to SFA FMS from the FMS Login Window.

SFA FMS Login Window

E%r’,% Oracle Applications
Action  Edit Eueny &o Falder SpeciEll Help

\> e s Cancel | Connect k‘

FPassword
( ’ ? Copyright () Oracle Corporation, 1994, 1995, All Rights Reserved.

8. Tab to the User Name field and type your FMS Oracle Applications username.

9. Tab to the Password field and type your password.

10. Press the Enter key.
-OR-
Click the Connect button. The Navigator window is displayed, with a toolbar above it.

FYI

The first time the system is logged onto and every 90 days thereafter, a change
password message will appear. The system will request the original password to be entered, and a new
password to be entered and re-entered. The new password needs to have a minimum of 8 alphanumeric
characters, and can be chosen by the user.
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Navigating in Oracle
Oracle Toolbar Icon Glossary

The following icons are available on the toolbar, which appears above Oracle forms. The icons
appear on the toolbar in color when available for use, and gray when unavailable.

E.:ﬂ Sava @b Mavigate To Yh Clear Record @h Clear Form ?h Dealete Record

gf’i Save and Proceed || Attachments ?b Mew Record ?E;b List of Values

B
. ﬁl Save: The Save icon saves any pending changes. This icon also changes report status
from New to In Process.

. il Save and Proceed: The Save and Proceed icon saves any pending changes and
prepares the window for the entry of a new record.

= _=1 Navigate To: The Navigate To icon returns you to the Navigator window.

= | Attachments: The Attachments icon opens the Attachments window.

. EJ Clear Record: The Clear Record icon clears all data pertaining to the current record in
the window.

] _'ﬂ New Record: The New Record icon creates a new record.

] iili Clear Form: The Clear Form icon clears all data in the current window.

= = List of Values (LOV): The List of Values icon shows the list of values for the current

(selected) field.

EJ Delete Record: The Delete Record icon deletes the current record from the database.
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Jﬁ Edit ._b Responsibility _ﬂh Print ‘.}h Find %} Summary/Detall
2| window Help @' Translations r_-;.-li Folder Tools -' Zoom

iﬁ Edit: The Edit icon opens the Editor window for the current field.

. _?_l Window Help: The Window Help icon displays general help for the current
application.

. !I Responsibility: The Responsibility icon displays other responsibilities and enables you
to log on using a different responsibility.

. EI Translations: The Translations icon opens the Translations window.

. é] Print: The Print icon prints the current screen to your assigned default printer.
. iﬂjl Folder Tools: The Folder Tools icon displays the folder tool palette.

. _f'?j Find: The Find icon displays the Find window to search for data within a field.
. _Z.J Zoom: The Zoom icon invokes a defined zoom and goes to that form.

" Eﬁl Summary/Detail: The Summary/Detail icon switches between the summary and detail
views.
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GA VFA Weekly Report

Who: VFA User or VFA Manager

Frequency: Weekly

Situation: Beginning in FY2002 (October 2001), the GA VFA Weekly Report will be used to
submit weekly projections of VFA claims. The FFEL VFA SOA Report can be generated to
clearly show the reconciliation between the sum of the GA VFA Weekly Reports and the GA
Monthly Report. The steps listed below show the GA VFA Weekly Report entry.

Access GA VFA Weekly Report via Navigator Window

Navigator Window

E%Navigatur - GA YFA 755 Manager
Action Edit Giieny Go Eolder Special Help

Functions

GA VFA Weekly Reports
GA VFA Weekly Beports

GA VFA Fee Report 1. Requests: Submit

GA VFA Weekly Reports
GA Monthly Reports
GA Monthly/Quarterly Reports
GA Annual Reports
+ Others

Hemove

Close Other Forms
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1. Fromthe Navigator window, Double-click GA VFA Weekly Reports.
-OR-
Highlight GA VFA Weekly Reports and click the Open button. The GA VFA Weekly
Report window is displayed in "New" status.

GA VFA Weekly Report Window

E\%Tunlhal
$|zEHv| 2lRE] ZFX o] Eel=?

[Record: 171 ' [Listofvalues | |
E=3SFA GA VFA Weekly Report [ _ O]

Action Edit Query Go Folder Special Help

GA Code 739 Status MNew For Fizcal Manth of 7

Date Fram I:l Date To @
GA hame Great Lakes Higher Education Guaranty Curporatiu+ * O
5.6

ED Comments | |

GA Comments | H < " >
Amount DueTo/(From)
[term Mo Categary Detail Guarantar Details
SR-1 Claims Paid 0.00 4 \ @

SR1A Defaults-Net 0.00

SR-1-B Exempt/Lender of Last Resort I]-|]|]|

SRA.C Death/Disability 0.00] ®
SRAD Closed SchooliFalse Certification 0.00

SR-1-E Bankruptcy 0.00

SRA.F Unpaid Refunds 0.00

SR1-G Discharges 0.00| |

Submi
FYI

The GA Code 755 and GA Name Great Lakes Higher Education Guaranty
Corporation automatically populate based on logon information.
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FYI

The List of Values icon Bl o1, the Toolbar is displayed enabled if the field has a list of
valid values from which to choose.

2. Tab to the first For Fiscal Month of field, and type the month using the format MM
Example: 01 , which represents October.
-OR-
Tab to the first For Fiscal Month of field, click the List of Values icon EI on the Toolbar,
select the appropriate month from a list of valid values, and click the OK button.

3. Tab to the second For Fiscal Month of field, and type the year using the format YYYY
Example: 2002 .
-OR-
Tab to the second For Fiscal Month of field, click the List of Values icon EI on the Toolbar,
select the appropriate year from a list of valid values, and click the OK button.

The system validates that dates of submission are not for a month that has already had a

Form 2000 submitted. If this has been violated, the following error message will be returned:

[EiNote

'i The GA Monthly Report has already heen
submitted for month/year. Aditional Weekly
Reports can not be submitted for this month.

4. Tab to the Date From field, and type the date using the format DD-MON-YYYY Example:
01-OCT-2002 .
-OR-
Tab to the Date From field, click the List of Values icon EI on the Toolbar, select the
appropriate date from the calendar, and click the OK button.

5. Tab to the Date To field, and type the date using the format DD-MON-YYYY Example:
07-OCT-2002 .
-OR-
Tab to the Date To field, click the List of Values icon 2' on the Toolbar, select the
appropriate date from the calendar, and click the OK button.

10
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FYI

The dates of weekly submission cannot overlap. If overlapping dates are entered, the
following error message will be returned with information on the dates of the overlap:

E%ﬂ'Note

=™ A weekly report has already been submitted
for 01-0CT-2001t005-0CT-2001. Please make
necessary changes and re-submit.

6. Tab to the GA Comments field to enter any relevant comments. Entry in the GA Comments
field is optional. Comments can be updated or changed until the report is submitted to SFA,
at which time the comments become permanent.

FYI

Entry in the ED Comments field of the GA VFA Weekly Report is reserved for SFA
Users (in the case of a rejected report).

Enter Claims Details on GA VFA Weekly Report

7. Tab to the Details section and Complete the Detail lines of the Weekly Report, SR-1-A
through SR-1-G. Use the Tab key to move between fields.
-OR-
Mouse to the Details section and Complete the Detail lines of the Weekly Report, SR-1-A
through SR-1-G. Use the Mouse to move between fields.

FYI

Enter all dollar amounts greater than zero to the nearest cent, and include the decimal
point. Do not enter commas, as the system will automatically display them. Do not enter dollar signs.

8. The Amount Due To/From Guarantor field SR-1-A is calculated as a sum of the Detail
fields entered. This field cannot be user-entered.

11




VFA Participant Guide FMS VFA Extensions Oracle

Great Lakes Higher Education Guaranty Corporation

Save GA VFA Weekly Report

9. Click the Save icon H on the Toolbar to save the report.

FYI
Once a GA VFA Weekly Report is saved, the status of the report changes from New to

In Process.  Reports can be printed using the print icon on the toolbar ﬂ, if desired (reports with a
status of New cannot be printed).

Exit GA VFA Weekly Report

10. Click the I button in the upper right corner of the screen to close the GA VFA Weekly
Report window. The Navigator window is displayed.
-OR-
Select the Action menu, and choose Close Form to close the GA VFA Weekly Report
window. The Navigator window is displayed.

12




VFA Participant Guide FMS VFA Extensions Oracle

Great Lakes Higher Education Guaranty Corporation

GA VFA Fee Report

Who: VFA User or VFA Manager

Frequency: Quarterly

Situation: Beginning in FY2002 (October 2001), the GA VFA Fee Report will be used to enter
GA VFA Fees on a quarterly basis. The steps listed below show the GA VFA Fee Report entry.

Access GA VFA Fee Report - via Navigator Window

Navigator Window

E’iﬂavigatul - GA YFA 755 Manager
Actionr Edit Giiernt Go Eolder Special Help

Functions

GA VFA Fee Report
GA VFA Fee Report

GA VFA Fee Report 1. Requests: Submit
GA VFA Weekly Reports
GA Monthly Reports
GA Monthly/Quarterly Reports
GA Annual Reports
+ Others

Hemowe

Close Other Forms
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1. Fromthe Navigator window, double-click GA VFA Fee Report.

-OR-

2. Highlight GA VFA Fee Report and click the Open button. The GA VFA Fee Report
window is displayed in New status.

GA VFA Fee Report Window

Egja Toolbar

| Z=lv]

s

2lRE] &

o

X

-3

[Recaord: 141 |Listofvalues |

fi4 SFA GA VFA Fee Report

Action Edit Query G0 Folder Special Help

GA Code 739 Status

GA Marme

Great Lakes Higher Education Guaranty Corporation

Hew

B [=] 3

ED Comments |

For Fiscal Guarter of m /

GA Comments VFA Fee Report Quarter 4, 2001

ltern Mo Category Detail
SR3 MHet Fee Due GA
SR3-A Perf Based Fee Due for Quarter
SR3B Met Collection Costs
SR3-C Less: GA Retention

For informational purposes only

Other Collection Revenues
Less: Collection Costs
MHet Collection Costs

FYI

Amount DueTod(Fram)
Guarantor

991,555.4‘

-

Details

2,000, T
122,202.00 @

1,130,545.87

1,121,323.00|@
999,121.00]

122,202.00

Submit |

The GA Code 755 and GA Name Great Lakes Higher Education Guaranty
Corporation automatically populate based on logon information.

14
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3. Tab to the first For Fiscal Quarter of field, and type the month using the format Q
Example: 1 , which represents Fiscal Quarter 1.
-OR -
Tab to the first For Fiscal Quarter of field, click the List of Values icon :L‘I on the Toolbar,
select the appropriate month from a list of valid values, and click the OK button.

4. Tab to the second For Fiscal Quarter of field, and type the year using the format YYYY
Example: 2002 .
-OR-
Tab to the second For Fiscal Quarter of field, click the List of Values icon :L‘I on the
Toolbar, select the appropriate year from a list of valid values, and click the OK button.

FYI

The Less: GA Retention section of the Fee Report is automatically populated based on
GA Retention data in FMS for the fiscal quarter and year entered in the header.

FYI

The system validates that the date of submission is not for a quarter that has already been
submitted. If this has been violated, the following error message will be returned:

E*E,%Nnte

i The same report already exists in the system.
You are not allowed to have a duplicate
report for the same year and gquarter.

For the first three quarters, the system validates that for the fiscal quarter and year
indicated, that all three GA Monthly reports have been submitted. If this condition is violated, the
following error message will be returned:

E%ane
@ This report cannot he saved/submitted because

all GA Monthly Reports for the quarter have
not heen accepted.

15
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For the fourth quarter, the system validates that all three GA Monthly reports have been
submitted, and that the AMF invoice has been approved and paid. If either one of these conditions is
violated, the following error message will be returned:

Great Lakes Higher Education Guaranty Corporation

Eg’,a Hote

=™ This report cannot he saved/submitted
hecause: 1) All GA Monthly Reports for the
gquarter have not heen accepted, or 2 The
AMF invoice for the quarter has not been
paid.

5. Tab to the GA Comments field to enter any relevant comments. Entry in the GA Comments
field is optional. Comments can be updated or changed until the report is submitted to SFA,
at which time the comments become permanent.

Entry in the ED Comments field of the GA VFA Fee Report is reserved for SFA Users

(in the case of a rejected report).

Enter Fees on GA VFA Fee Report

6. Tab to the Details section and Complete the SR-3-A Performance Based Fee detail line of
the Fee Report. Use the Tab key to move between fields.
-OR-
Mouse to the Details section and Complete the SR-3-A Performance Based Fee detail line of
the Fee Report. Use the Mouse to move between fields.

7. Tab to the For Informational Purposes Only section and Complete the Other Collection
Revenues and the Less: Net Collection Costs fields. The Net Collection Costs field will
populate automatically as the difference between the two, and cannot be user-entered. Use
the Tab key to move between fields.

-OR-
Mouse to the For Informational Purposes Only section and Complete the Other Collection
Revenues and the Less: Net Collection Costs fields. The Net Collection Costs field will

16
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populate automatically as the difference between the two, and cannot be user-entered. Use
the Mouse to move between fields.

The field SR-3-B  Net Collection Costs in the details section of the form is automatically
populated based on difference calculated in the lower section of the screen. This field cannot be user-
entered.

8. The Net Fee Due GA field SR-3 is calculated as a sum of the Detail fields entered. This field
cannot be user-entered.

17
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Save GA VFA Fee Report

9. (lick the Save icon H on the Toolbar to save the report. Once data has been saved, the
Status field is updated to In Process .

FYI
Once a GA VFA Fee Report is saved, the status of the report changes to In Process.

The report can then be printed prior to submission, if desired by pressing the toolbar printer icon: é]
Reports with a status of New cannot be printed.
Exit GA VFA Fee Report

10. Click the K= button in the upper right corner of the screen to close the GA VFA Fee
Report window. The Navigator GA VFA window returns.

18
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Query on Existing GA VFA Weekly and Fee Reports

Who: VFA User or VFA Manager

Frequency: As Needed

Situation: VFA Users and VFA Managers can query on the GA VFA Weekly and Fee Report
data online. The procedure below outlines querying on a GA VFA Weekly Report; however,
the steps are the same for the GA VFA Fee Report.

Access GA VFA Weekly or Fee Report - via Navigator Window

Navigator Window

Egﬁﬂavigatul - GA YFA 755 Manager

Actionr  Edit Guert Go  EBolder Special Help

Functions

GA VFA Weekly Reports
GA VFA Weekly Reports

GA VFA Fee Report 1. Requests: Submit
GA VFA Weekly Reports
GA Monthly Reports
GA Monthly/Quarterly Reports
GA Annual Reports
+ Others

Hemowve
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1. Double-click the desired report, either GA VFA Weekly Reports or GA VFA Fee Report.
-OR-
Highlight either GA VFA Weekly Reports or GA VFA Fee Report and click the Open
button. The selected Report window is displayed.

Search for All GA VFA Weekly or Fee Reports

GA VFA Weekly Report Window

[E3 SFA GA VFA Weekly Report I E3
Action Edit e

Go Folder Special Help

Al Status New Faor Fiscal Month of I:l /]:I

CO——=— Oats |  oste Tl |
G4 Fducation Guaranty Corporation

LEfiE |

::-yl'.."fv' i_'.!\'.'- 1L
Count Matching Records

Armount DueTo/(From)

Item Mo Getmare Records etail Guarantor Details

SRA1 Claims Paid 0.00

SR1.A Defaults-Net
SR-1.B Exempt/Lender of Last Resort
SR1-C Death/Disability
SR1.D Closed School/False Certification
SR1.E Bankruptcy
SR1-F Unpaid Refunds
SR1.G Discharges

Submit

2. Select the Query menu option, and choose Enter.
3. If you wish to retrieve all records, do not enter any value on the report. Proceed to step 5.

4. If you wish to retrieve specific records, proceed to the next section, entitled Search for a
Specific GA VFA Weekly or Fee Report .
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5. Select Run from the Query menu. The GA VFA Weekly Report window is displayed
with all records for Great Lakes listed in reverse chronological order by Fiscal Month and
Fiscal Year.

-OR-
Select Find All from the Query menu. The GA VFA Weekly Report window is displayed
with all records for Great Lakes listed in reverse chronological order by Fiscal Month and
Fiscal Year.

6. Use the Page Up and Page Down keyboard keys to move between the displayed reports.

7. Click the B button in the upper right corner of the screen to close the GA VFA Weekly
Report window. The Navigator window returns.
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Search for a Specific GA VFA Weekly or VFA Fee Report

As reports continue to be created and submitted, it will become important to be able to search
for a specific report based on report status, date, etc.

1. Fromthe Navigator window, double-click the GA VFA Weekly Reports or GA VFA Fee
Reports. The GA VFA Weekly Report or the GA VFA Fee Report window is displayed
displaying a new report.

GA VFA Weekly Report Window a

f23 SFA GA VFA Weekly Report

Action  Edit el

il
Gl Al Status 5% Far Fiscal Maonth of EI ,/]:|
Cancel

ED Car |
Show Last Criteria
GA Cor |

Count Matching Recaords
Amount DueTa/(Fram)
lore Eeconds etail Guarantor Details

~ Ak
LS ETAY)

Go Folder Special Help

ltem Mo

[ ]
Submit

2. Select Enter from the Query menu. The fields in the Report window are cleared and ready
for query parameters.

Once the Report window is cleared, by selecting Enter from the Query menu, the system
expects data entry and/or a search to be performed. To Cancel the search, select Cancel from the Query
window or press F4.
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3. Enter any known value on the report for the desired record to be retrieved. Queries can be
performed on all fields on the report.
-OR-
Enter any partially known value with the wildcard character %  to retrieve all records
containing the partially known value.

FYI

The ‘%' symbol can be used as a wildcard character in any field on the report.
Wherever the wildcard is placed in a search string, the system will look for records that contain any
character value in its place. The wildcard can be used at any place in a search string.
For example: To retrieve all records for Claims Paid that begin with the value 12 regardless of the
exact number, enter 12% _in the Claims Paid field, and the system will retrieve all records with
Claims paid beginning with 12. Example records that will be retrieved: 12.45, 120.43, and
12,324,653.45.
The wildcard can be used for words as well as numbers.
For example: If the user types S% in the status field, the system will search for all records with a
status that begins with S . The system will return only those records with a status of
Submitted, since submitted is the only possible status that begins with S .

4. Select Run from the Query menu. The GA VFA Weekly Report window is displayed
with the records that match your search.

5. Scroll through the records using the Page Up and Page Down keyboard keys. The GA
VFA Weekly Report window shows each of the records that match your search.

When running a query, notice the messages returned on the Toolbar. The messages will
indicate when you have reached the end or beginning of all records returned in the query results. The
following is an example of the message received for the last record retrieved in the query results:

C2EE Y S S i S R E

!FRM—4D35_§:_ Last record _ofquer\,r retrievad. ; )
[Record: 1515 [ ] | | [

prr—
b
£
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The Status field is a very useful field to enter when querying on specific records. The

possibilities for status are the following:

Great Lakes Higher Education Guaranty Corporation

New: The report has not been saved or submitted. Reports with this status cannot be queried, as
they have not yet been saved.

In Process: The report has been saved. Reports can be saved multiple times, which allows entry of
report data over a period prior to submission to SFA.
Use 1% to search for all reports with the status of In Process.

Submitted: The report has been sent electronically to SFA for review. At this point, no changes can
be made.

Use S% to search for all reports with the status of Submitted.

Accepted: SFA has accepted the report. At this point, no changes can be made.
Use A% to search for all reports with the status of Accepted.

Rejected: The report has been electronically submitted, and SFA has rejected it with comments
explaining the rejection. The report must be updated and re-submitted to SFA by Great Lakes.
Use R% to search for all reports with the status of Rejected.
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Submit GA VFA Weekly or Fee Reports

Who: VFA Manager

Frequency: Weekly, Quarterly

Situation: GA VFA Weekly Reports and Quarterly GA VFA Fee Reports will be submitted for
weekly claims or quarterly fee claims as outlined in the Great Lakes Voluntary Flexible
Agreement. The VFA Manager submits the reports. The steps listed below show the Fee report
submission.

Retrieve GA VFA Weekly or Fee Report to be Submitted

GA VFA Fee Report Window

el ] s
#lzllv] R sTF*[ oli] w2

;RECUW}‘Z\ i ) |List ofvalues |

EE,%SFA 1+ Fee Report
Action Edit Query Go Folder Epecial Help

GA Code 793 Status New For Fiscal Cuarter of El /12001

G Mame Great Lakes Higher Education Guaranty Corporation
ED Comments | |

GA Comments [VFA Fee Report Quarter 4, 2001 |

Iterm Mo Category Detail Amount DuaTafFrorm) Details
Guarantar
SR3 Net Fee Due GA 991,656.13
SR3-A Perf Based Fee Due for Quarter pALTN00.00
SR3B Het Collection Costs 122,202.00
SR3-C Less: GA Retention 1,130,545.87

For informational purposes only

Other Collection Revenues | 1,121,323.I]I]|
Less: Collection Costs | 999,121_|]|]|
Net Collection Costs 122,202.00

Submit {—-@

1. With the report displayed on the GA VFA Fee Report window, Tab through fields to
review the report. Type changes as needed.
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2. Click the Save icon ﬂ on the Toolbar to save any changes made to the report.

When reviewing a report that is In Process , information in the header of the report,

regarding dates of submission, cannot be changed. If it is necessary to change these dates, the saved

report must be deleted using the gj icon in the toolbar, and entered again.

Submit a GA VFA Weekly or GA VFA Fee Report

3. Once the report has been thoroughly reviewed, Click the Submit button. A Caution
window is displayed to verify that you want to submit the report to SFA.

[ Caution E3

Are you sure you wish to submit the
report to SFA?

éCancelé OK |

4. Click the OK button. The Status field is updated to Submitted, and the report is submitted
to SFA for review. The report status changes to Submitted.

Email Regarding Submission is Sent

At this point, an Email notification of GA VFA Fee Report submission is sent to both the Great
Lakes contact and the SFA contact listed in the system. The email includes the following
information: Fiscal Quarter and Year of Report, Total Claims Amount, User ID of person who
submitted the report, and the Email Addresses that received the email.
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FYI

Once a report has a Submitted status, the report cannot be changed. If an error is
discovered after submission, contact a SFA Representative. The Representative can reject the
submission, which will make the report available for edits again.

Exit GA VFA Weekly or GA VFA Fee Report

5. Click the B button in the upper right corner of the screen to close the Report window. The
Navigator window is displayed.

Review of GA VFA Weekly or Fee Report by SFA

Upon receipt of a submitted report, SFA will review and either Accept or Reject the report.

» If areport is accepted, the status will be updated to Accepted , and it will await
payment-processing approval.

» If areport is rejected by SFA, the SFA Manager is required to enter explanatory
comments in the ED Comments section. The report status is changed to Rejected and
an Email is sent to the Great Lakes contact listed in the system. The Great Lakes User or
Manager is then able to edit the report. The report should be reviewed by Great Lakes,
edited, saved, and re-submitted to SFA.

Miscellaneous Statement of Account Email Alert Sent

Once the GA VFA Weekly or Fee Report has been accepted by SFA, an invoice is created and
approved for payment. Once the invoice has been approved, a Miscellaneous Statement of
Account (SOA) is made available in the system. Great Lakes users are notified of the
availability of the Miscellaneous SOA via email. Further instructions for processing, viewing
and printing this Miscellaneous SOA are included in the next section.
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Statement of Account Reports

Great Lakes VFA participants may receive three Statements of Account (SOA) through FMS that
display VFA-specific data. Explanations of these reports and an example format follow below:

SFA FFEL GA SOA MISC REPORT

The SFA FFEL GA SOA MISC REPORT (Miscellaneous SOA) lists miscellaneous transactions. It
is a running list of all miscellaneous transactions for Great Lakes in a given fiscal year. The
Miscellaneous SOA contains information about each of the GA VFA Weekly and GA VFA Fee
reports approved by SFA in addition to other miscellaneous transactions. The Great Lakes
contacts will receive Email notification of report availability in FMS each time the invoice for a
new GA VFA Report is approved.

VFA FFEL VFA SOA REPORT

The new SFA FFEL VFA SOA REPORT can be created after SFA approves an invoice for a GA
Monthly Report and the invoices for the GA VFA Weekly Reports have been approved. This
Report details the reconciliation between the GA VFA Weekly Reports and the GA Monthly
Report that have been submitted for the month, by listing each GA VFA Weekly Report invoice
and the GA Monthly Report invoice amounts. The following is an example of the SFA FFEL
VFA SOA Report for Great Lakes in Fiscal Month 2 and Fiscal Year 2002 (note all data listed is
test data):

Departnent of Education - Student Financial Assistance
St atement of Account FFELP VFA
GA Code 755 Great Lakes Hi gher Education Cuaranty

Cor porati on
For Month 12 Year 2002

I nvoi ce No. Anot Due/ From Descri ption Inv Date

755M122002WL $ 6,610,573.62 VFA GA 755 VFA Wekly Week 07- SEP- 02
From 01- SEP-02 To 07- SEP-02

755M122002W2 $ 2,130, 520.60 VFA GA 755 VFA Weekly Week 07- SEP- 02
From 08- SEP-02 To 14- SEP-02

755M122002V8 $ 1,982,107.31 VFA GA 755 VFA Weekly Week 07- SEP- 02
From 15- SEP-02 To 21- SEP-02

755M122002WM $ 9,564, 426.96 VFA GA 755 VFA Weekly Week 07- SEP- 02
From 22- SEP-02 To 28- SEP-02

Weekly Tot al $ 20, 287, 628. 49

Mont h Amount $ 15, 848, 601. 98

Net Due/ From -$ 4,439, 026. 51
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View and Print Statements of Account

Who: VFA User, VFA Manager

Frequency: As Needed

Situation: When SFA has approved an invoice for payment, Great Lakes will receive an Email
notification that the Statement of Account is ready to be generated. At this point, Great Lakes

may view and print a Statement of Account. The following steps show how to view and print a
Statement of Account.

View Statements of Account

Navigator Window

E’iﬂavigatul - GA YFA 755 Manager

Actionr Edit Giiernt Go Eolder Special Help

Functions

Others:Requests:Run

Submit requests

GA VFA Fee Report 1. Requests: Submit
GA VFA Weekly Reports

GA Monthly Reports

GA Monthly/Quarterly Reports

GA Annual Reports

Profile
Concurrent
Change Organization

Hemowe

Close Other Forms
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1. From the Navigator Window , double-click Others.

2. Double-click Requests.

3. Double-click Run.
-OR-

Click Run and click the Open button. The Submita New Request window is displayed.

Submit a New Request Window

E%gSuhmit a MHew Request E3
VYwhat type of request do you want to run?

@_>c- Sinals Rodues ?

This allows you to submit an individual regquest.

<" Request Set

This allows you to submit a pre-defined set of
requests.

Cancel | | oK I

4. Click the Single-Request radio button.
5. Click the OK button. The Submit Request window is displayed.

Submit Request Window

gg Submit Request

Action Edit Query Go ol
£ 2

— Run this Reg

Reguest Name

Farameters

Language

- At these Times...

As Soon As Possible Suhiednio...
Upon C
¥ Save all Qutput Files
Matify Gompletion Uptions..
Print Ta
Copy a Prior Request... | Cancel | ‘ Submit Request

6. Click the List of Values icon _ﬂ to select from a list of valid values for the report Request

Name field. The Reports window is displayed.
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Report Selection Window

E;-lﬁ.tmnls B
FIndlEF & FFEL% |
Harie Applicaio—
SFA FFEL Ga Mrual Repo SFAFFEL
SFAFFEL G& Wanthiy Report SFAFFEL
SFAFFEL GA Guardarky Aaport SFAFFEL
GFAFFEL 34 EO0AMEC Repor SFAFFEL
BFAFFEL 34 B0A MSLDE AMF Repart BFAFFEL
SFAFFEL QA 50A MSLDS LPIF Report SFAFFEL

SFAFFEL GA S0A Rapar dFAFFEL

®_> SFAFFELGA S0 Combination Deldl Reporl- 04 Lsars gF& FFEL
SF A FFEL VFi BC Repor - G Lser SFAVFA

14l |

Flrid l | ok | canea |

7. Highlight SFA FFEL VFA SOA Report and click the OK button.

I;HI

8. Press the Enter key.
-OR-
Click the OK button. The Submit Request window is displayed.

FYI

Depending on the type of report selected from the Reports window, a window requesting
different parameters may appear.
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Submit Request Window

&8 S ubsmit Ruguext [=]
action  Edil Query 00 T T Heip
s 2]
Rauin thim Faijiset...
Feguest Mame. [ SFa FFEL VFA S0A Report
Farammlars
Language Armprican English |

At these Times...
Az Soon Ls Possible Schaduls... |

Upoen Complation...

[+ Sava all Oulput Files
Fdotify Completion Options... |

Prst Ta TEST2

Capy a Prinr Ragueat., | Cancal | | Huibgmit Raguoes .‘4@

9. Click the Submit Request button. The Requests window opens.

Request Window
m Aeguaria !Eﬂ
Action Bl guar Goo C0cer Gpmcal D
c Halress [kt | Fist] Reguiaes | Subit & Reer Regaes.., |
Request O Farent
Mam= Phsse Status Faramaiers
;imrm SFA FFEL Wit S04 Reps P!nl'-ni  Kamal 200117

=]
Hodd R g s | Wi [Deiadls... | LR ROART TR

Camced Rageest | [Hagmnstcs | 01 R |

10. Click the Refresh Data button to update the information on this window. This window
displays the Phase and Status of your report request.
* The Phases are: Pending, Running, and Completed.
* The Statuses are: Normal and Error.
You may need to click the Refresh Data button multiple times until the request shows
Completed in the Phase column, as the information displayed on the Requests window
is a snapshot in time.
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11. When the phase is Completed and the status is Normal, Click the View Output button to

view the report. The Report: request ID - # window is displayed.

FYI

If the Status ever completes with a value of Error , contact an SFA representative.

Report: request ID - #### Window

Eﬁf’,ﬂ'ﬂepnrl: request ID - 177393 W= i
Action Edit Guery Go o Eaolder Special Help
Page 1 Font Size

Departwent of Education — Student Financial Assistance

Statewent of Account FFELP VFAL

GL Code 755 Great Lakes Higher Education Guaranty

Corporation
For Month 7 Year 2001 =1
Invoice No. Aot Due/From Description Inv Date
TEEMOTZ001W2 § 7,083,268.55 WFL GL 755 VFL Weekly Week 04-3EP-01
From O7-APR-01 To 13-APR-0O1
TEEMOTZ001W3 § 2,554,652.38 WFL GL 755 VFL Weekly Week 13-3EP-01
From 14-APR-01 To 20-APR-0O1
TEEMO72001W4 § 5,401,563.40 WFL GL 755 VFL Weekly Week 13-3EP-01
From 2Z1-APR-01 To 27-APR-0O1
TEEMO72001WE § 132.00 WFAL GL 755 VFL Weekly Week 13-3EP-01
From 27-APR-01 To 29-APR-01
Weekly Total § 15,039, 616.33
Month Amount § 11,901, 120.95
-
1 | 3|
Go To... l= First < Previous ‘ ‘ Next = Last =] I

12. Click the Font Size field to change the font size of the report, if desired.

13. Use the scroll bar to move through the report.
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Print Reports and Statements of Account

Before a report or Statement of Account can be printed, it must first be viewed in the Report:
request ID - # window. The following steps show how to copy a report to the Internet
browser and print the report using the browser s print capability.

Egﬁﬁepurt: request ID - 35829

Actions  Edil G Eas Euli e

Page 1

1. With the report displayed on the Report: request ID - # window, select Copy File from
the Special menu. The report is copied into the browser (i.e., Internet Explorer or
Netscape), and can be printed using the print functionality of the browser being used.

2. Once the report prints, close the report displayed in the browser.

3. Click the & button to close the Report: Request ID - # window. The Requests window
is displayed.

4. Click the B button to close the Requests window. The Navigator window is displayed.

FYI

Please refer to the FFEL-GA Guaranty Agency User Guide for more details on Form
2000 processing.
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