
Direct Loan Tools of the Trade: Reports
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SETTING REPORT OPTIONS ON THE COD WEBSITE

Report options, such as report format and whether or not you wish to receive a report through SAIG, can be set using the COD Website.

· Login to COD (http://www.cod.ed.gov/.

· Select the menu tab for “School” and search for your campus (if you have access to multiple campus information on COD).

· From the School General Screen, select “Report Selection.”

· Choose the Award Year you wish to update (applies to Award Year Specific Reports only.  If you need to update Award Year Specific Reports for more than one year, you will need to repeat this process for additional years.)

· Choose the reports you wish to update and change the options as needed (see following page for SAIG report options).

· Click “submit.”
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The available report options vary by report to be delivered to your school’s SAIG mailbox.  Here is a listing of the options you can choose, by report (refer to the column under “SAIG Mailbox”):
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For more information on report options, refer to COD Technical Reference Volume 6, Section 8.

Some reports are optional for schools to receive.  These reports include: 30 Day Warning, Pending Disbursement List, Duplicate Student Borrower Report, SSN/Name/DOB Change Report, and the Inactive Loans report. These reports will have “Do Not Distribute” as an option in the drop-down menu for that report.  Keep in mind that, if you choose not to receive a report, COD will not be able to send any missed reports for your school at a later time. If you update your options to begin receiving a report, you will only receive reports generated from that point forward.

SCHOOL ACCOUNT STATEMENT (SAS) OPTIONS

All schools are required to receive the SAS for every open award year in which the school has participated in the Direct Loan Program.  This is because the SAS represents the Department’s official ending cash balance for your school, and all schools are required to reconcile monthly.  To assist in this monthly reconciliation process, the SAS has some additional reporting options, so that you can personalize the report to meet your school’s needs.

To set your school’s SAS Options, access the COD website, Report Selection page (as seen above), and click on the link for “Modify SAS Options.”



You will then be directed to the SAS Options screen.
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From this screen, first ensure that you have selected the correct Award Year that you wish to update (each Award Year MUST be updated separately).  Then choose from the SAS Options listed below to determine what format of the SAS to receive, and what data should be included in your report.  If you use a custom or mainframe system or use a Third Party Servicer for processing Direct Loans, you should check your system requirements before updating the SAS Options for your school.  

You can select from the following options (NOTE: The available options displayed on the screen will change based on your prior selections.  Default options are indicated by an asterisk.):

· SAS Options:

· Report Format (Fixed Length*, Comma-Delimited, Comma-Delimited With Headers, Pipe-Delimited) – This determines which format will be used to generate the report for your school.  NOTE: If you plan to use DL Tools to format your report and/or run a comparison to school records, you must select Fixed Length.

· Include Names of Borrowers (Yes/No*)– This option allows you to include the names of borrowers and students in your report.  This option is available for all formats EXCEPT Fixed Length, Disbursement Detail (Monthly or YTD).

· Report Activity Type (Monthly*, Year-to-Date, Both) – This option will determine whether your school receives Monthly, YTD, or both Monthly and YTD Cash Detail in your SAS Report(s).  It will also determine the level of detail you can choose to receive in the Disbursement and Loan Level Detail sections of the report (these options are set separately, since disbursement/loan detail is optional for schools to receive).  NOTE:  1) If you choose both, your school will receive at least two separate SAS reports each month – one with Monthly detail, and one with YTD detail.  2) If you wish to use the DL Tools software to compare the SAS to your internal school records each month, you must receive YTD detail on the SAS report.

· Sections of SAS to Receive:

· Summary by Loan Type (Yes*/No) – This refers to the Disbursement Summary by Loan Type section of the SAS report.  Many schools find this information useful in determining loan volumes disbursed by each loan type (Sub, Unsub, PLUS, or Totals).

· Disbursement Detail (Yes*/No for Monthly and/or YTD, based on the Report Activity Type chosen above.) - This section of the SAS provides transaction-level detail of all disbursements and adjustments accepted or booked during the reported period.  

· Loan Level (optional) – (Yes*/No for YTD only.  If you choose Report Activity Type Monthly, you will not be able to receive Loan Level Detail and this field will display “N/A.”)  This section of the SAS provides total disbursed amounts for each loan that was accepted and/or booked on COD for the program year-to-date.  This section of the SAS is not available for a monthly period.

NOTE:  If you do not change your SAS options for a particular award year, you will receive a Fixed-Length SAS, with Monthly and YTD Cash Summaries, Monthly and YTD Disbursement Summary by Loan Type, Monthly Cash Detail, and Monthly Disbursement Detail (without Borrower Names).  If you wish to receive something other than the default SAS options, you MUST update your SAS Options for each award year, beginning at the start of the new year.  This means that, when COD system functionality is made available for a new year (for example, 2008-2009 functionality will be available in April 2008), you must go to the SAS Options screen and update your school’s 2008-2009 options from the system defaults. 

Here are some examples of what you will receive if you choose the following options:

A) Options Selected:

· Report Format – Fixed Length

· Include Names of Borrowers – No

· Report Activity Type – Both

· Summary by Loan Type – No

· Disbursement Detail – Monthly Yes, YTD No

· Loan Level – YTD Yes


Reports Received in Fixed Length Format:

· Report 1 includes: Monthly and YTD Cash Summary, No Disbursement Summary by Loan Type, Monthly Cash Detail, Monthly Disbursement Detail (without borrower names)

· Report 2 includes: Monthly and YTD Cash Summary, No Disbursement Summary by Loan Type, YTD Cash Detail, YTD Loan Detail (without borrower names).

B) Options Selected:

· Report Format – Comma-Delimited with Headers

· Include Names of Borrowers – Yes

· Report Activity Type – Both

· Summary by Loan Type – Yes

· Disbursement Detail – Monthly Yes, YTD Yes

· Loan Level – YTD Yes


Reports Received in Comma-Delimited with Headers Format:

· Report 1 includes: Monthly and YTD Cash Summary, Monthly and YTD Disbursement Summary by Loan Type, Monthly Cash Detail, Monthly Disbursement Detail (without borrower names)

· Report 2 includes: Monthly and YTD Cash Summary, Monthly and YTD Disbursement Summary by Loan Type, YTD Cash Detail, YTD Disbursement  Detail (without borrower names).

· Report 3 includes: Monthly and YTD Cash Summary, Monthly and YTD Disbursement Summary by Loan Type, YTD Cash Detail, YTD Loan Detail (with borrower names).

C) Options Selected (USE THIS OPTION IF YOU WISH TO USE DL TOOLS SOFTWARE TO COMPARE THE SAS TO SCHOOL RECORDS):

· Report Format – Fixed Length

· Include Names of Borrowers – No

· Report Activity Type – Year-to-Date

· Summary by Loan Type – Yes or No

· Disbursement Detail – YTD Yes OR
· Loan Level – YTD Yes (Disbursement level-detail will give you the most complete comparison, AND you can choose to compare at the loan level.  Do not select Yes to both Disbursement and Loan Detail unless you wish to receive two separate reports).

Reports Received in Fixed Length Format:

· Report includes: Monthly and YTD Cash Summary, either No Disbursement Summary by Loan Type OR Monthly and YTD Disbursement Summary by Loan Type, YTD Cash Detail, Monthly Disbursement OR Loan Detail (without borrower names)

ACCESSING DIRECT LOAN REPORTS VIA THE COD WEBSITE

Logon to COD online (http://cod.ed.gov/).

Click on the “Services” menu.
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Click on the link for COD Reports (https://codreports.cod.ed.gov).  This will open a new window for COD Reports.

Click on the link for Direct Loan Reports.
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Then click on your school code.

[image: image5.png]o £t Vo Fovles Tods fob |

Ghack + = - @ B 4| Qearch (Favortes Biveds 3B S - 2 D &

Address [ ] sfcodrepart.cod.ed.govicognas/cgrbin/upfcg, exeankimd=<getpage > <template >man U< template > Id>39521F6a016711dabs95c0a2 7ocStac <ld> <fgetpage> v| (@G0 | ks

COMMON ORIGINATION & DISBURSEMENT

Search

Direct Loan Reports

& 61546611-DL
CUYAHOGA COMMUNITY COLLEGE

Set as your home page

Privacy At FAQ: Links ContactUs Glossary

NI

[&1bone [ [ 5 [ memet

Rt | 4 & 2 B 7| E1c.| o | & En] v Ao B | B1c..| &5 |[Eon. Bp..| [5G4 20U SAVD s





You will now see a listing of your school’s Direct Loan reports that are available on the COD Website.  
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If you primarily access Direct Loan reports for your campus, you may wish to select the link at the bottom of this screen, which reads, “Set as your home page.”  Then, you will be able to go directly to your Direct Loan reports listing every time you log in to the COD Reports link.

To Access Individual Reports:

Click on the link for “Actions” next to the name of the report you wish to view.  

Once you have chosen “Actions” from your DL Reports screen, you can choose to:

1. Show Most Recent Report – this will display the most recent report in the default format.

a. Other Display Options – this will allow you to choose a different format for viewing the most recent report (delimited or pre-formatted report, as available).

2. Previous Versions – this will allow you to choose from a list of previous versions of the report still available on COD.

3. Create Shortcut – this will allow you to create a shortcut to this specific report on your main screen (select this if there is a report you access frequently and wish to be able to go directly to that report).

4. Return to News Box – this returns you to your main screen, to access additional functionality on the COD Reports website.
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Show Most Recent Report

If you wish to see the most recent report in the default format from the “Actions” menu, you can choose the option “Show most recent report.”  This will take you directly to the most recent version of the report, in the default report format.
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If prompted, choose whether to open or save the report.*
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*As with any data protected by the Privacy Act, if you choose to save any report, you must save it to a secure location and ensure that unauthorized parties cannot access it.  Secure encryption software can be used to encrypt and password-protect the file.
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This is a view of an Excel-formatted comma-delimited text file.  If you had chosen to save the report, you could either double-click on it to open the file in Excel (if you have Microsoft Excel on your computer), or you can view it in Notepad or Microsoft Word if you first open that program and then open the file.

When you are done, close the report and choose, “Return.”
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Or, you can click on “Other Display Options” to choose additional formats for the report (where available).  Some reports are available in both a PDF (pre-formatted) and a CSV (comma-delimited) version.

If you chose Other Display Options, this will take you to the following screen:
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Choose the applicable format from the drop-down box and click “OK.”  This will take you to the most recent version of the report, in your selected format.

Previous Versions

To view previous versions of a report (other than the most current version), you can choose “Actions” next to the report name, and then click on “Previous Versions.”
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Choose the Modified Date and format of the report you wish to receive.  In this case, click on “Delimited Text” with a Modified Date of “Sunday, October 01, 2006 10:50:21 AM.”
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If prompted, choose whether to open or save the report. *

*As with any data protected by the Privacy Act, if you choose to save this report, you must save it to a secure location and ensure that unauthorized parties cannot access it.  Secure encryption software can be used to encrypt and password-protect the file.

Some reports have numerous Previous Versions available to your school.  For example, here is a listing of previous versions for the SSN Name Date of Birth Change Report:

[image: image16.png]Previous Versions - COD Reporting

icrosoft Internet Explorer

MEIE

ok - > - @ [2) A | Qearch [ravortes 3| B &

E]

ddress [&] hitps:jcocheports.cod.ed.govjcognosicgbinfupfegiexe.

The following is a list of al the previous versions available for this report

SSN-NAME-DATE OF BIRTH CHANGE - Previous Versions

Modified

Format

User and User Class

Sunday, October 01, 2006 02:11:01 PM

PDE Delimited text

0(00171404-DL)

Sunday, September 24, 2006 02:24:51 PM

PDE Delimited text

0(00171404-DL)

Sunday, September 17, 2006 08:52:16 PM

PDE Delimited text

0(00171404-DL)

Sunday, September 17, 2006 02:10:55 PM

PDE Delimited text

0(00171404-DL)

Tuesday, February 07, 2006 08:17:25 AM

DF Delimited text

0 (Multple user classes)

Sunday, January 29, 2005 03:00:54 AM

F Delimited text

0 (Multple user classes)

EDF.
PDF D
Sunday, January 22, 2006 03:01:12 AM PDF Delimited text 0 (Muttiple user classes)
Sunday, January 15, 2006 03:00:54 AM PDF Delimited text 0 (Muttiple user classes)
Sunday, January 08, 2006 03:01:03 AM PDF Delimited text 0 (Muttiple user classes) o
Sunday, January 01, 2006 11:40:53 AM PDF Delimited text 0 (Muttiple user classes)
Sunday, December 25, 2005 11:40:56 AM | PDF Delimited text 0 (Multiple user classes)
Sunday, December 04, 2005 11:40:46 AM | PDF Delimited text 0 (Multiple user classes)
Monday, November 28, 2005 06:00:58 AM | PDF Delimited text 0 (Multiple user classes)
Monday, November 21, 2005 06:00:53 AM | PDF Delimited text 0 (Multiple user classes)
Sunday, November 0B, 2005 05:30:45 PM | PDF Delimited text 0 (Multiple user classes)
Sunday, October 30, 2005 05:30:43 PM PDF Delimited text 0 (Multiple user classes)
= - - =
& pone [T 8 @ nterme
Astart ||| 1] @ 2 || .| Ec.|[Es- %o, 3¥o.| 1¥o.| 1Fo.| 2o.| 2o 3¥o.| 1fo.| sc.| sar.| sar. .| CE i)





Click on “PDF” or “Delimited Text” in the Format column for the report date (“Modified” date) you wish to review.

DIRECT LOAN TOOLS

Overview

Direct Loan (DL) Tools for Windows, Release 6.0 is a supplemental software product for Direct Loan participants. You can download software and related user documentation from the U.S.Department of Education’s Federal Student Aid Download (FSAdownload) Web site located at http://fsadownload.ed.gov/.

DL Tools is designed to provide the following functionality related to all Direct Loan schools’ software:

· Compare the School Account Statement (SAS) Report to loans and actual disbursements recorded in EDExpress or an external file, and/or compare the SAS to the DL Tools Cash Database.

· Print the SAS in a readable format.

· Track Cash Receipts (drawdowns) and Refunds of Cash for Direct Loans.

· Rebuild your Direct Loan origination and disbursement records in EDExpress using an automated process.

DL Tools processes data for multiple cycles. Release 6.0 contains Rebuild, Cash Management, and Compare functionalities for the 2004-2005, 2005-2006, and 2006-2007 cycles.  All Direct Loan schools can use the Compare and Cash Management functionality. The Rebuild process can be used by schools to rebuild Direct Loan module records in EDExpress for Windows databases. Non-EDExpress users can export data from a rebuilt EDExpress database to recreate other needed non-EDExpress loans or databases. For information on exporting from EDExpress to an external system and creating file formats, see Volume III of the COD Technical Reference.

DL Tools and Monthly Reconciliation
Using DL Tools, Release 6.0, you can print a variety of reports to assist your Direct Loan

Reconciliation process. DL Tools will allow you to import the SAS report and print the following reports:

• Internal Ending Cash Balance Report

• Cash Detail Comparison

• Loan Detail Comparison – Loan Level

• Disbursement Detail Comparison

• School Account Statement (SAS) Cash Detail

• SAS Loan and Disbursement Detail

• Disbursement Measurement Tool Report (EDExpress schools only)

Keep in mind that these reports can be run for all program years.

Important DL Tools Comparison Reports Note: DL Tools Loan and Disbursement

Comparison Reports are designed to be run using the SAS Reports with YTD detail, not monthly detail.  You can change your report options (YTD detail, for example) by accessing the COD Web site at http://cod.ed.gov/ (see section in this document titled, “School Account Statement (SAS) Options”).
For more information on the DL Tools Software, refer to the COD Technical Reference, Volume IV.
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