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Using NSLDS

SECTION 1 -
ACCESS AND SECURITY




How to obtain online access to
NSLDS

« Submit Participation Application to FSA
Foreign School team.

» Every user must receive his/her own User
ID. The USER ID and password can not be
shared and do not belong to the institution.

e User ID will be sent to the PDPA via email.

» Call NSLDS Customer Support to receive a
password.

https://www.NSLDSFAP.ed.gov

Click “link” to be
directed to the
Logon Page




https://www.NSLDSFAP.ed.gov

i\\*@et this link as a Favorite

Enter your User ID
and Password

Security Training Required
Annually
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Using NSLDS

SECTION 2 — NSLDS WEB PAGES
AND NAVIGATION

NSLDS Main Menu Overview

!




Aid Tab View

!

Enroll Tab View

!




Org Tab View

!

Report Tab View

!




Tran Tab View

!

Using NSLDS

SECTION 3 -
LOAN DATA ON AID TAB




Loan History Page

Icon Area with information

Status of this student for
transfer monitoring

Aggregate Loan Information
(described on next page)

Master Promissory Notes

Loan Summary Sort box

Summary of each Loan

Loan History Page — Icon Area

Alert symbol warns you of critical information
! that varies by the student situation. For example:
The borrower has defaulted loans.

Information symbol notifies you that additional
6 facts are available. For example: The borrower
has received Pell Grants.

Exceeds Loan Limits Warning Symbols- New Filtering Tool

) S ) S
Exceeds Exceeds Exceeds Exceeds
Undergrad Undergrad — Graduate Graduate
Sub Lirnit Comb Limit  Sub Lirmit Comb Limit




Loan History Aggregate
Information

Aggregate Loan Information is Separated into
Undergraduate and Graduate Loan Totals

Using the Sort Tool

This illustration shows a
portion of a Loan History
Web page after clicking
the Exceeds Undergrad
Sub Limit warning
symbol. All the
subsidized loans that
were attributed to the
dependent
undergraduate’s
subsidized loan limit are
displayed.




Select a loan on the Loan Summary,
Page to view more detalil

Loan Summary

Sort by: — Select— -

Display Only: - ALL— -

Currently Sorted by LOAN DATE, Mo filtering

D2 - DIRECT STAFFORD UNSUB Status: A as of 06/11/2009
(1 ] = Loan Detall
PKN UNIVERSITY- MAIN CAMPUS - 00197600

*
Approved Amt: 84,207 Disbursed Amt:| 54,207 OPB:| $4,207 Agg. OPB:| 54,207
Lown Date: | 06/11/2009 Sep. Loan Ind: A Loan Period: 06/01/2009 -A7/31/2009

Last Disb. Date: | 07/01/2009 Last Disb. Amt:|  $4.207 Acad. Lv: 3

For Loan Detail
click Blue Number or
Loan Detail Button

Details for Loan Page

Details to identify specific loan

Loan amount including current

* outstanding amounts
H Loan activities (disbursements,
indicates cancellations, refunds, deferments and
there is discharges)
additional Statuses that have been reported
historical
data

Claim details if a claim has been
filed.

Collection details for defaulted
loans.

Current and previous loan holders
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SECTION 4 —
ENROLLMENT REPORTING ONLINE

Enroll Tab Menu

-

T~

Select Enrollment Update

Toretrieveroster of
Students at your school




To update all students on your roster

 Select Enrollment Update from the Main Menu or the
Enrollment Menu

e Select criteria for students to retrieve or “Select All”
e Roster retrieve in Enrollment Maintenance Mode

» Follow update procedures

To update an individual student

 Enter the student identifiers on the Enrollment Summary
Page and Retrieve

e Click on Enrollment Maintenance
* Follow update procedures

To see all

> Enrollment records,

click “Retrieve”




Roster is retrieved with 30
students per page and is
labeled “Enrollment
Maintenance”.

The top sections shows the
parameters used to retrieve
the list.

Down arrows allow you to go to
next page of students until
you have updated all students.

Use Sort Option to get the roster the way
It is easiest for you to work

Search Options
allow sort

by data fields

[ ] before “Retrieve”

[ ]




Students retrieved
on Enrollment
Maintenance page
in your sort choice,
ready for update

Enrollment Maintenance

Certifying enrollment occurs on the Enrollment Maintenance
page.

» Click “Check All” to update certification date field with
today’s date

» Boxes next to number are filled to indicate student is to be
updated. (Unclick the box if you do not which to certify a
particular student.)

» Review and update the status codes, effective date of the
status, and anticipated completion data as appropriate.

 Click “Certify Checked Students” to submit updates to
NSLDS




T >

Using the “Check
All” button, all
students now have a
certification date
and a check box on
the identifiers line.
Make any updates
by use a drop down
box to select the
enrollment code and
changing any date
fields.

Once all updates are
made, click “Certify
Checked Students”.

{

Enrollment Maintenance page returned with errors

detected

Mouse over
the @ to see
the Error




Correct the
data or
unclick the
box beside
the blue
number and
submit again

Review updates and Confirm — updates to
database are applied when confirmation

OCCUrs




Blue information icons indicate
SUCCessS

You can also certify from the
Enrollment Summary page

Menu  Aid' | Enroll| Org
Enrollment Summary | Enroliment Add | Enrollment Update | Enrollment Reporting Schedule | Exit Counseling Submittal
SSN: First Name: DOB: IMMDDCCYY)
Logged on as: SCOT001 TRAINEE from PKN UNIVERSITY- MAIN CAMPUS
H @ JENNIFER S BETM
Cligk “Enrollment ‘ |
%6599 DOB: 11/30/1986
H 7
Maintenance
to update this student ent Summary
[ EnrollmentDetail | [ Enroliment Timeline | Enroliment Maintenance
| ‘ School Name OPEID |Most Recent| Eff. Date ACD |Cert. Date Cert. Method
Status
PKN UNIVERSITY- NSLDS
|ﬂ|m 00197600 Full Time | 08/17/2009 | 12/31/2010 | 021212010 | o
-

PRIVACY ACT OF 1974 (AS AMENDED)

FOIA | Privacy | Security | Nofices WhiteHouse.gov | USAgov | ED.gov




Use Enrollment Maintenance to
Update

Check, update, certify and confirm




Blue information icon indicates
SUCCess

Now the Summary shows the most
recent certification




Enrollment Add function

» The Enrollment Add page allows you to add students
to your roster who do not appear

 Or retrieve a list of students for updating

— For schools that use the batch process but would
like to correct records from their error notification
on line, this feature is especially helpful

 Retrieved students will display on the Enrollment
Maintenance page, ready for update

Enrollment Add

ENTER
‘*SSN”, “First Name”,
and “DOB”,

Then Click “Retrieve”

Loan Record Must
Exist on NSLDS
To Add Student
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SECTION 5 —
ORG TAB CONTACT LIST

Org Tab Menu

!

O\ Click To Add New

Contact Information




Select Contact Type and Complete

D

Complete and

O/ Click Submit

Contacts now display

* NSLDS requests that at least a Primary and an Enrollment
Reporting contact be listed — it may be the same person




Using NSLDS

SECTION 6 —
TRANSFER STUDENT MONITORING

To Begin Transfer Student

Monitoring First Creite a Profile




TSM Profile Add Page

Click “Submit™ after
completing

Then Verify

mailboxes

Click “Submit” aga

O/— after verifying TG

n




Profile Established

Add Student to List from Loan

History l

—

Click “Add Student to
Monitoring List”
to add this student to
TML




Or Add from Transfer Monitoring
List Page

TSM Add Page — add
Enrollment Begin Date then
submit

Click “Submit”

<> after entering student’s
Enrollment Begin Date




TSM Add Page — Successfully
Added message

Transfer Monitoring List Page

Review list
of those
added via
web page
process or
send file.




Monitoring Alert Review

Review list
of those
who have
had alerts
generated.

Click the Aid type under
“Change™ column to
view the information that

caused the alert

Grant details from the Pell alert

O

/

An “R*witl show which
Grant caused the Alert




Check “Reviewed” after verifying
aid changes

Select “Submit” after /O

reviewing data

Successfully reviewed, resorted
list
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SECTION 7 —
EXIT COUNSELING

Exit Counseling History for a
specific student

!




ILibrary - NSLDS Reference
Materials (on the IFAP site)

Use Link above to view all NSLDS reference material available
on IFAP, including links to batch processes instructions and
record layouts.

For specific information covered in this presentation see NSLDS
Reference Materials - NSLDS User Documentation

o 2010-04-14 - (NSLDS User Documentation) Subject: NSLDS
User Guide for Transfer Student Monitoring on the Web

e 2010-01-28 - (NSLDS User Documentation) Subject: October
2009 - NSLDS Enrollment Reporting Guide

NSLDS Reference Materials - NSLDS Newsletters

Contact Information

NSLDS Customer Support Center can be
reached at:

* Phone: 800-999-8219

Toll Number: 785-838-2141
Fax: 785-838-2154

Web: www.nsldsfap.ed.gov
Email: nslds@ed.gov




