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1 Introduction

1.1 Purpose

The purpose of the LAP User Guide is to introduce new users to the Lender’s Application Process (LAP), its primary functions, screen layout, and general process flow.  Users will also learn how to setup and configure their computer to gain access to LAP via the Internet.

1.2 LAP Overview

The LAP application is designed to serve two purposes.  First, it will allow prospective Lenders and Servicers to request enrollment in the FFEL program and, if approved, receive a Lender ID (LID) or Servicer ID. (Existing Lenders or Servicers requesting an additional ID will also fall under this category).  Second, LAP allows current FFEL program Lenders and Servicers to verify and update their demographic information in order to populate the Lender Reporting System (LaRS) (formerly the hardcopy ED form 799), for its initial release.

Under the first scenario, the representative will use the “enroll now” option to select the type of agency he is representing (i.e. Lender, Servicer, Lender/Trustee).  Once the agency type has been selected, the representative will be required to complete the LAP.  Upon submission and approval a new LID or Servicer ID will be issued to the Lender or Servicer.

Under the second scenario, the representative will use the “existing users” option to verify his data.  With the implementation of LaRS, ED Student Financial Assistance’s (SFA’s) desire is to make sure information contained within the new system is accurate.  To this end, all existing active Lenders and Servicers are required to access LAP to verify and update their demographic information.  Information collected during this process will be converted to LaRS with the initial implementation, and removed from LAP at that time.  Once the data is in LaRS, representatives will use the LaRS profile functionality to make any future changes.

To assist with this process, some information from the existing FFEL system is used to initially populate the LAP application.  Other information from the FFEL system that is identified as “questionable” in its reliability is not used.

In order to access the LAP application, the representative of the Lender or Servicer organization needs to enter the Lender ID (LID) or Servicer (ID), and Federal Tax ID.  

Once in the LAP application, the type of information requested for Lenders is:

1. Lending Contact name, phone, mailing address and email

2. Bank name, mailing address 

3. Associated Guaranty Agencies

4. Entity Information

5. Associated Servicers

6. Additional LIDs

The type of information requested for Servicers is:

1. Servicer Contact name, phone, mailing address and email

2. Associated Lenders (display only to be used by Servicers to verify that Lenders have submitted data)
Information in LAP can be saved at any time prior to submitting it.  Saving data allows users to exit the application without losing their updates, and to call up their saved data by re-entering the application.  However, once the LAP is submitted, there will be no opportunity to change the data using LAP.  Submitted LAP data becomes read-only.  Once LaRS is implemented, converted data from LAP can be updated using the Profile page within LaRS.

Each Servicer will be able to use LAP to view a list of Lenders who have submitted LAP data listing that Servicer.  

Sensitive information, such as bank account and routing number will not be displayed within the LAP application.  This information can only be verified within the LaRS application on the Profile page.  Changes to bank account information will be done through the FMS Help Desk.

Approximately two weeks prior to deploying the LaRS application, verified information within the LAP application will be copied into the LaRS application.  Prior to doing so, SFA personnel will review the LAP information and match LAP data with submitted Organization Participation Agreements (OPAs).  The OPA is a legally binding document between the Lender organization and the Department of Education or between the Servicer organization and the Department of Education.  The purpose of the OPA is to eliminate the need for an “authorizing official” at the Lender or Servicer organization to separately mail a signed document each quarter when the organization submits the LaRS.  Verification of the LAP information, receipt of the OPA, and conversion into the LaRS application must occur prior to SFA accepting and electronic Lender Reporting System report.  

Sign on Procedures

1.3 Frequently Asked Questions

What is required for my workstation to access the LAP system?

The following items are required on your workstation:

· Java-enabled browser (connections via a “proxy server” are not supported)

· Windows 95/98/NT/2000

· Microsoft Internet Explorer version 4.72 or greater (except for versions 6.x); or Netscape Navigator version 4.06 or greater

· Oracle Jinitiator Plug-in 1.1.5.21.1 or higher (loaded automatically when first connected to the LAP application) 

· Pentium Processor 133 Mhz or higher

· 64 MB RAM

· 800 X 600 display with 256 color palette (1024 X 768 is preferred)

· 12 MB disk space installation

NOTE: When running other applications (such as Microsoft Office, e-mail applications, etc.) on your workstation at the same time as running Oracle Applications, you may find that your applications run slowly or not at all.  

So, how does all this work?

Web Access:

Open a browser (Internet Explorer or Netscape Navigator) to access the LAP application by entering the following command:

<Address will be provided at a later date>
If the J-Initiator software is not yet installed on the machine, this software automatically downloads to your machine for installation (this may take some time depending on the internet connection speed).  After J-Initiator installation, you will be redirected to the LAP application.

Do I have to know the IP address to access LAP?

No, you will access an ED website where you will be redirected to the LAP application via a hyperlink. 

<Hyperlink will be provided at a later date>
Note: You can bookmark this address and eliminate the need to remember/ memorize this command in order to access LAP.

Jinitiator Set-up Process

[image: image98.png]22 Developer/2000 Forms Runtime for Windows 95
T action Edit Block Field Record Query Window Help

BT s]sT = 1x]

=lolx|
=l81x|

‘ Lender/Servicer/Trustee Application Process

Please select if you are a Lender. Servicer or Lender/Trustee
& Lender

€ Senicer
© Lender/Trustee

Lender D [800000

Federal Tax D [11-1111111

Lender Name ~ [BASIC BANK

Institution Type | National Bank

I
I

Interest Calculation Method | Actual (365/366 Days)

Continue

Record 11




You will be automatically requested to download and install a file called Jinitiator onto your desktop.  This is a one time only installation, and is only required the first time you access LAP.  For all subsequent signons, skip steps 2-5 of this section.  When moving to the next field in any of the steps in this guide, make sure to either use the Tab Key or Click on the appropriate field.  Do not use the Enter Key to move to the next field.
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Open Internet Explorer, or another Internet browser.  Type the following address: 
 <Address will be provided at a later date> and press the Enter Key.  After a few moments, the ”Security Warning” Window appears.
2. Click the Yes button to begin installation of the Jinitiator software.  The “InstallShield Self-extracting EXE” Window appears.
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3. Click on the Yes button to continue.  After a few moments, the “Welcome” Window appears.  NOTE: the Jinitiator version number may vary.
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4. Click on the Next button to continue.  The “Choose Destination Locator” Window appears.  NOTE: the Jinitiator version number may vary.
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5. Click on the Next button to continue.  (Do not change the Destination Directory.)  After a few moments, the LAP “Welcome” Screen appears.  NOTE: the Jinitiator version number may vary.
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Depending on your Internet connection, this step could take several minutes while Jinitiator is downloading.
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1. Tab to the Lender/Servicer ID field and enter the agency’s six digit Lender/Servicer Identification Number.

2. Tab to the Federal Tax ID field and enter the agency’s nine digit Federal Tax Identification Number.  It is not necessary to enter the hyphen, as the system automatically provides the correct format.

3. Click the Log-In button.
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Throughout this guide, numbered ellipses denote screen fields corresponding with the numbered descriptions that follow.
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Clicking the Enroll Now button will enable prospective FFEL members to apply for a Lender Identification Number (LID) or Servicer ID.  (Directions for how to apply for a LID will be provided in a future release of the LAP User Guide).
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Clicking the Exit button will close the LAP system.

Navigating in FMS

FMS Toolbar Icon Glossary
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The following icons are available on the toolbar, which appears above FMS forms.  The icons appear on the toolbar in color when available for use, and gray when unavailable. 
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  Exit: The Exit icon allows the User to leave the program.
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  Save:  The Save icon saves any pending changes.  This icon also changes the status from “New” to “In Progress.”
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  Save and Proceed:  The Save and Proceed icon saves any pending changes and prepares the window for the entry of a new record.
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  Print:  The Print icon prints the current screen to your assigned default printer.
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  Clear Form:  The Clear Form icon clears all data in the current window.
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 New Record:  The New Record icon creates a new record.
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  Delete Record:  The Delete Record icon deletes the Guaranty Agency, Servicer or Additional LID relationship from its association with the LID.
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  Clear Record:  The Clear Record icon clears all data pertaining to the current record. 
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  List of Values (LOV):  The List of Values icon shows the list of values for the current

(selected) field.
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  Edit:  The Edit icon opens the Editor window for the current field.
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  Window Help:  The Window Help icon displays help information for the screen the user is currently on.
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You may find it helpful to print the FMS Toolbar Icon Glossary (the previous page) and use it as a desk reference as you process your LAP.
Lender Screens

1.4 Lender/Servicer/Trustee Application Process Screen

This screen is used to capture FFEL Provider type, IDs, Name, Institution Type and Interest Calculation Method.
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1. Note that the Lender radio button is pre-populated based upon the Lender Identification number entered on the “Welcome” screen.  

2. Note that your financial institution’s six-digit Lender ID (LID) is pre-populated. 

3. Note that the nine-digit Federal Tax ID assigned to your financial institution by the Internal Revenue Service (IRS) is pre-populated.  

4. Tab to the Lender Name field and note that your financial institution’s name is pre-populated.   If the full, legal name of your financial institution differs from what is shown, enter the correct Lender name here.  This is a required field.

5. Tab to the Institution Type field and note that the institution type is pre-populated.  If the institution type shown does not accurately describe your financial institution, click on the drop-down arrow.  Highlight and click on the institution type that best represents your financial institution.  This is a required field.

6. Tab to the Interest Calculation Method field and note that the interest calculation method is pre-populated.  If the interest calculation method shown is not accurate, click on the drop-down arrow.  Highlight and click on the interest calculation method that your financial institution uses.  If you use a Servicer, press the “Window Help” icon and a list of Servicers with their interest calculation method will be displayed.  You may wish to select the same method used by your Servicer.  This is a required field.

7. Click the Continue button once all mandatory fields have been completed.  This will open the “Contact Information” screen.
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At any time click the save icon  
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 to save your data.  Once you have saved your LAP, you will be able to close your browser or access another web site.  When you return to LAP, you can resume your updates and verification without re-entering the data you already saved.

Contact Information Screen

This screen is used to capture demographic information pertaining to your institution’s contact person.
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The Name, Fed Tax ID, and Lender ID fields automatically populate based upon information entered in the “Lender/Servicer/Trustee Application Process” screen.  
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The LAP Status field automatically populates. The four LAP statuses are:

New – no data has been entered

In Progress – LAP has been partially completed

Submitted – LAP has been completed and submitted for ED approval

Approved – LAP has been approved by ED staff.  Data will be transferred into LaRS.
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Some fields MAY automatically populate based upon information SFA currently has in its database for the Lender.
At this time, take a moment to review the information on this screen for validity.  If changes need to be made, update the information as necessary.  You will also want to enter any information that may be missing.  To do so, follow the steps below:

1. Tab to the First Name field and enter the first name of the contact person for your financial institution.  This person should be authorized to address inquiries concerning information provided on the LAP and regarding your student loan program.  This is a required field.

2. Tab to the Middle Initial field and enter the middle initial of the contact person for your financial institution.  This is not a required field.

3. Tab to the Last Name field and enter the last name of the contact person for your financial institution.  This is a required field.

4. Tab to the Email field and enter the email address of the contact person for your financial institution.  The email address must be in a valid format (e.g. john.doe@aol.com).  This is a required field.

5. Tab to the Phone field and enter the phone number (with area code) of the contact person for your financial institution.  It is not necessary to enter parentheses or hyphens, as the system automatically provides the correct format.  This is a required field.  Include the phone extension, if applicable.

6. Tab to the Fax field and enter the fax number (with area code) of the contact person for your financial institution.   It is not necessary to enter parentheses or hyphens, as the system automatically provides the correct format.  This is not a required field.

7. Tab to Address field and enter the street address for your financial institution in the four lines provided.  Populating the first of these four lines is mandatory.  

8. Tab to the City field and enter the city in which your financial institution is located.  This is a required field.

9. Tab to the State field and enter the postal state abbreviation for your financial institution.  This is a required field.

OR-


Tab to the State field and click the List of Values icon [image: image24.bmp] on the Toolbar.  Select the appropriate state from a list of valid values, and click the OK button.  


10. Tab to the ZIP Code field and enter the five-digit ZIP code in which your financial institution is located.  The four-digit extension is optional.  It is not necessary to include a hyphen, as the system automatically provides the correct format.  This is a required field.

11. Once you have completed all fields on the “Contact Information” screen, click on the drop down arrow.  Highlight and click on “Payment Information”.  This will open the “Payment Information” screen.

Payment Information Screen

This screen is used to capture demographic information pertaining to the bank where your payment should be sent.
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The Name, Fed Tax ID, and Lender ID fields automatically populate based upon information entered in the “Lender/Servicer/Trustee Application Process” screen.  
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The LAP Status field automatically populates.
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Some fields MAY automatically populate based upon information SFA currently has in its database for the Lender.
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  Bank Routing and Account Number information is currently not shown due to security reasons, but will be available in LaRS once your LAP has been approved.
At this time, take a moment to review the information on this screen for validity.  If changes need to be made, update the information as necessary.  You will also want to enter any information that may be missing.  To do so, follow the steps below:

1. Tab to Name field and enter the name of the financial institution where your payment should be sent.  This is a required field.

2. Tab to Address field and enter the street address of the financial institution where your payment should be sent.  Populating the first of these four lines is mandatory.

3. Tab to the City field and enter the city in which the financial institution is located.  This is a required field.

4. Tab to the State field and enter the postal state abbreviation for the financial institution.  This is a required field.

-OR-

Tab to the State field and click the List of Values icon [image: image29.bmp] on the Toolbar.  Select the appropriate state from a list of valid values, and click the OK button.  


5. Tab to the ZIP Code field and enter the five-digit ZIP code in which the financial institution is located.  The four-digit extension is optional.  It is not necessary to include a hyphen, as the system automatically provides the correct format.  This is a required field.  

6. Once you have completed all fields on the “Payment Information” screen, click on the drop down arrow.  Highlight and click on “Guaranty Agency”.  This will open the “Guaranty Agency” screen.

 Guaranty Agency Screen

This screen is used to capture the Guaranty Agencies associated with your institution.
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The Name, Fed Tax ID, and Lender ID fields automatically populate based upon information entered in the “Lender/Servicer/Trustee Application Process” screen.  
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The LAP Status field automatically populates.

1. Click inside the first empty Name field.

2. Click the List of Values icon [image: image32.bmp] on the Toolbar.


3. Select the appropriate Guaranty Agency from the Guaranty Agency list. 

4. Click the OK button.  

 
5. The Guaranty Agency Name and Code fields will automatically populate.  Repeat steps 1 through 4 for each additional Guaranty Agency.  Selecting at least one Guaranty Agency is required.

6. Once you have completed all fields on the “Guaranty Agency” screen, click on the drop down arrow.  Highlight and click on “Servicer Information”.  This will open the “Servicer Information” screen.
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To delete a Guaranty Agency from the Guaranty Agency screen, click inside the field that contains the name of the Guaranty Agency to be deleted.    Click on the  
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 Delete Record icon.  A warning message will appear like the one below.  Click the OK button and the record will be permanently deleted.
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If more than seven Guaranty Agencies are associated with this LID, then click on the 
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New Record icon.  A new line will be provided, and the Guaranty Agency list will automatically appear.  Select the appropriate Guaranty Agency from the list and click the OK button.  Continue adding new lines until all of your associated Guaranty Agencies are listed.

 Servicer Information Screen

This screen is used to capture which Servicers your institution works with.
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The Name, Fed Tax ID, and Lender ID fields automatically populate based upon information entered in the “Lender/Servicer/Trustee Application Process” screen.  
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The LAP Status field automatically populates.

1. If you have a servicing contract with a servicing organization to maintain all or part of your portfolio, then click inside the first empty Name field.  
NOTE:  A Servicer is a company other than your financial institution with whom you contract to service your loan portfolio.
2. Click the List of Values icon [image: image39.bmp] on the Toolbar.



 
3. Select the appropriate Servicer from the Servicer list. 

4. Click the OK button.  

 
5. The Servicer Name and Number fields will automatically populate.  
6. Click on the drop down arrow under the Function field.  Choose the appropriate function for the Servicer.  Repeat steps 1 through 6 for each additional Servicer.
Note: Select “Submit/View” if the Servicer fills out AND submits quarterly billings for your financial institution.  Select “Maintain” if the Servicer fills out but DOES NOT submit quarterly billings for your institution.  
7. Once you have completed all fields on the “Servicer Information” screen, click on the drop down arrow.  Highlight and click on “Additional LID(s) Information”.  This will open the “Additional LID(s) Information” screen.
[image: image40.wmf]FYI




To delete a Servicer from the Servicer Information screen, click inside the field that contains the name of the Servicer to be deleted.    Click on the  
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 Delete Record icon.  A warning message will appear like the one below. Click the OK button and the record will be permanently deleted.
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If more than seven Servicers are associated with this LID, then click on the 
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 New Record icon.  A new line will be provided, and the Servicer list will automatically appear.  Select the appropriate Servicer from the list and click the OK button.  Remember to choose the appropriate function.  Continue adding new lines until all of your associated Servicers are listed.

 Additonal LID(s) Information Screen

This screen is used to capture any additional LID(s) your institution uses for participation in the FFEL program.
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The Name, Fed Tax ID, and Lender ID fields automatically populate based upon information entered in the “Lender/Servicer/Trustee Application Process” screen.  
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The LAP Status field automatically populates.

1. If you administer any portion of your portfolio under a different LID, click inside the first empty Number field and enter the additional LID.  If no name appears in the Name field, recheck that you entered the LID correctly.

 
2. Note that the Lender Name field populates automatically.  Repeat step 1 for each additional LID. 

3. Click the Continue button after all additional LIDs have been entered.
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To delete a LID from the Additional LID(s) Information screen, click inside the field that contains the number of the LID to be deleted.    Click on the  
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 Delete Record icon.  A warning message will appear like the one below.  Click the OK button and the record will be permanently deleted.

[image: image48.wmf]FYI

 
If more than seven additional LIDs are associated with this LID, then click on the 
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New Record icon and a new line will be provided.  Continue adding new lines until all of your additional LIDs are listed.

Disclaimer Screen

This screen is used to submit your LAP information.



1. Read the Disclaimer.

2. Click the Submit button. 



3. A confirmation note will appear.  Click the OK button.  This will bring you back to the “Welcome” screen.
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Your LAP will be saved once you click the submit button.  Once submitted, you will not have the opportunity to log onto LAP again and change your information until LaRS is implemented.  You will be able to log onto LAP and view your information.
Lender/Trustee Screens 

1.5 Lender/Servicer/Trustee Application Process Screen

This screen is used to capture FFEL Provider type, IDs, Name, Institution Type and Interest Calculation Method.


 
1. Note that the Lender radio button is pre-populated based upon the Lender Identification number entered on the “Welcome” screen.  If your financial institution holds loans in its name on behalf of others for purposes of the Federal Family Education Loan Program, select the Lender/Trustee radio button instead.

2. Note that your financial institution’s six-digit Lender/Trustee ID (LID) is pre-populated. 

3. Note that the nine-digit Federal Tax ID assigned to your financial institution by the Internal Revenue Service (IRS) is pre-populated.  

4. Tab to the Lender/Trustee Name field and note that the your financial institution’s name is pre-populated.   If the full, legal name of your financial institution differs from what is shown, enter the correct Lender/Trustee name here.  This is a required field.

5. Tab to the Institution Type field and note that the institution type is pre-populated.  If the institution type shown does not accurately describe your financial institution, click on the drop-down arrow.  Highlight and click on the institution type that best represents your financial institution.  This is a required field.  

6. Tab to the Interest Calculation Method field and note that the interest calculation method is pre-populated.  If the interest calculation method shown is not accurate, click on the drop-down arrow.  Highlight and click on the interest calculation method that your financial institution uses.  If you use a Servicer, press the “Window Help” icon and a list of Servicers with their interest calculation method will be displayed.  You may wish to select the same method used by your Servicer.  This is a required field.

7. Click the Continue button once all mandatory fields have been completed.  This will open the “Contact Information” screen.
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At any time click the save icon  
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 to save your data.  Once you have saved your LAP, you will be able to close your browser or access another web site.  When you return to LAP, you can resume your updates and verification without re-entering the data you already saved.

Contact Information Screen

This screen is used to capture demographic information pertaining to your institution’s contact person.
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The Name, Fed Tax ID, and Lender ID fields automatically populate based upon information entered in the “Lender/Servicer/Trustee Application Process” screen.  
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The LAP Status field automatically populates. The four LAP statuses are:

New – no data has been entered

In Progress – LAP has been partially completed

Submitted – LAP has been completed and submitted for ED approval

Approved – LAP has been approved by ED staff.  Data will be transferred into LaRS.
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Some fields MAY automatically populate based upon information SFA currently has in its database for the Lender/Trustee.
At this time, take a moment to review the information on this screen for validity.  If changes need to be made, update the information as necessary.  You will also want to enter any information that may be missing.  To do so, follow the steps below:

1. Tab to the First Name field and enter the first name of the contact person for your financial institution.  This person should be authorized to address inquiries concerning information provided on the LAP and regarding your student loan program.  This is a required field.

2. Tab to the Middle Initial field and enter the middle initial of the contact person for your financial institution.  This is not a required field.

3. Tab to the Last Name field and enter the last name of the contact person for your financial institution.  This is a required field.

4. Tab to the Email field and enter the email address of the contact person for your financial institution.  The email address must be in a valid format (e.g. john.doe@aol.com).  This is a required field.

5. Tab to the Phone field and enter the phone number (with area code) of the contact person for your financial institution.  It is not necessary to enter parentheses or hyphens, as the system automatically provides the correct format.  This is a required field.  Include the phone extension, if applicable.

6. Tab to the Fax field and enter the fax number (with area code) of the contact person for your financial institution.   It is not necessary to enter parentheses or hyphens, as the system automatically provides the correct format.  This is not a required field

7. Tab to Address field and enter the street address for your financial institution in the four lines provided.  Populating the first of these four lines is mandatory. 

8. Tab to the City field and enter the city in which your financial institution is located.  This is a required field.

9. Tab to the State field and enter the postal state abbreviation for your financial institution.  This is a required field.  

-OR-

Tab to the State field and click the List of Values icon [image: image56.bmp] on the Toolbar.  Select the appropriate state from a list of valid values, and click the OK button.  


10. Tab to the ZIP Code field and enter the five-digit ZIP code in which your financial institution is located.  The four-digit extension is optional.  It is not necessary to include a hyphen, as the system automatically provides the correct format.  This is a required field.  

11. Once you have completed all fields on the “Contact Information” screen, click on the drop down arrow.  Highlight and click on “Payment Information”.  This will open the “Payment Information” screen.

Payment Information Screen

This screen is used to capture demographic information pertaining to the bank where your payment should be sent.
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The Name, Fed Tax ID, and Lender ID fields automatically populate based upon information entered in the “Lender/Servicer/Trustee Application Process” screen.  
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The LAP Status field automatically populates.
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Some fields MAY automatically populate based upon information SFA currently has in its database for the Lender/Trustee.
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  Bank Routing and Account Number information is currently not shown due to security reasons, but will be shown in LaRS once your LAP has been approved.
At this time, take a moment to review the information on this screen for validity.  If changes need to be made, update the information as necessary.  You will also want to enter any information that may be missing.  To do so, follow the steps below:

1. Tab to Name field and enter the name of the financial institution where your payment should be sent.  This is a required field.

2. Tab to Address field and enter the street address of the financial institution where your payment should be sent.  Populating the first of these four lines is mandatory.

3. Tab to the City field and enter the city in which the financial institution is located.  This is a required field.

4. Tab to the State field and enter the postal state abbreviation for the financial institution.  This is a required field.

-OR-

Tab to the State field and click the List of Values icon [image: image61.bmp] on the Toolbar.  Select the appropriate state from a list of valid values, and click the OK button.  


5. Tab to the ZIP Code field and enter the five-digit ZIP code in which the financial institution is located.  The four-digit extension is optional.  It is not necessary to include a hyphen, as the system automatically provides the correct format.  This is a required field.  

6. Once you have completed all fields on the “Payment Information” screen, click on the drop down arrow.  Highlight and click on “Entity Information”.  This will open the “Entity Information” screen.

Entity Information Screen 

This screen is used to capture information about the Entity associated with your institution.


 

1. Tab to the Name field and enter the name of the entity for which you are acting as a trustee (e.g. Bank One, NA ELT for XYZ Company).  This is a required field.

2. Tab to the Address field and enter the street address of the entity for which you are acting as a trustee.  Populating the first of these four lines is mandatory.

3. Tab to the City field and enter the city in which the entity is located.  This is a required field.

4. Tab to the State field and enter the postal state abbreviation for the entity.  This is a required field.

-OR-

Tab to the State field and click the List of Values icon [image: image62.bmp] on the Toolbar.  Select the appropriate state from a list of valid values, and click the OK button.  


5. Tab to the ZIP Code field and enter the five-digit ZIP code in which the entity is located.  The four-digit extension is optional.  It is not necessary to include a hyphen, as the system automatically provides the correct format.  This is a required field.

6. Tab to the Email field and enter the email address of the entity.  The email address must be in a valid format (e.g. bankone@aol.com).  This is a required field.

7. Tab to the Phone field and enter the phone number (with area code) of the entity.  It is not necessary to enter parentheses or hyphens, as the system automatically provides the correct format.  This is a required field.  Include the phone extension, if applicable.

8. Tab to the Fax field and enter the fax number (with area code) of the entity.   It is not necessary to enter parentheses or hyphens, as the system automatically provides the correct format.

9. Once you have completed all fields on the “Entity Information” screen, click on the drop down arrow.  Highlight and click on “Guaranty Agency”.  This will open the “Guaranty Agency” screen.

Guaranty Agency Screen

This screen is used to capture the Guaranty Agencies associated with your institution.
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The Name, Fed Tax ID, and Lender ID fields automatically populate based upon information entered in the “Lender/Servicer/Trustee Application Process” screen.  
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The LAP Status field automatically populates.

1. Click inside the first empty Name field.

2. Click the List of Values icon [image: image65.bmp] on the Toolbar.

 
3. Select the appropriate Guaranty Agency from the Guaranty Agency list. 

4. Click the OK button.  

 
5. The Guaranty Agency Name and Code fields will automatically populate.  Repeat steps 1 through 4 for each additional Guaranty Agency.  Selecting at least one Guaranty Agency is required.

6. Once you have completed all fields on the “Guaranty Agency” screen, click on the drop down arrow.  Highlight and click on “Servicer Information”.  This will open the “Servicer Information” screen.
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To delete a Guaranty Agency from the Guaranty Agency screen, click inside the field that contains the name of the Guaranty Agency to be deleted.    Click on the  
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 Delete Record icon.  A warning message will appear like the one below.  Click the OK button and the record will be permanently deleted.
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If more than seven Guaranty Agencies are associated with this LID, then click on the 
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New Record icon.  A new line will be provided, and the Guaranty Agency list will automatically appear.  Select the appropriate Guaranty Agency from the list and click the OK button.  Continue adding new lines until all of your associated Guaranty Agencies are listed.

 Servicer Information Screen

This screen is used to capture which Servicers your institution works with.
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The Name, Fed Tax ID, and Lender ID fields automatically populate based upon information entered in the “Lender/Servicer/Trustee Application Process” screen.  
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The LAP Status field automatically populates.

1. If you have a servicing contract with a servicing organization to maintain all or part of your portfolio, then click inside the first empty Name field.  
NOTE:  A Servicer is a company other than your financial institution with whom you contract to service your loan portfolio.
2. Click the List of Values icon [image: image72.bmp] on the Toolbar.




3. Select the appropriate Servicer from the Servicer list. 

4. Click the OK button.  

 
5. The Servicer Name and Number fields will automatically populate.  
6. Click on the drop down arrow under the Function field.  Choose the appropriate function for the Servicer.  Repeat steps 1 through 6 for each additional Servicer.
Note: Select “Submit/View” if the Servicer fills out AND submits quarterly billings for your institution.  Select “Maintain” if the Servicer fills out but DOES NOT submit quarterly billings for your institution.  
7. Once you have completed all fields on the “Servicer Information” screen, click on the drop down arrow.  Highlight and click on “Additional LID(s) Information”.  This will open the “Additional LID(s) Information” screen.
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To delete a Servicer from the Servicer Information screen, click inside the field that contains the name of the Servicer to be deleted.    Click on the  
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 Delete Record icon.  A warning message will appear like the one below. Click the OK button and the record will be permanently deleted.
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If more than seven Servicers are associated with this LID, then click on the 
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 New Record icon.  A new line will be provided, and the Servicer list will automatically appear.  Select the appropriate Servicer from the list and click the OK button.  Remember to choose the appropriate function.  Continue adding new lines until all of your associated Servicers are listed.

 Additonal LID(s) Information Screen

This screen is used to capture any additional LID(s) your institution uses for participation in the FFEL program.
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The Name, Fed Tax ID, and Lender ID fields automatically populate based upon information entered in the “Lender/Servicer/Trustee Application Process” screen.  
[image: image78.wmf]FYI


The LAP Status field automatically populates.

1. If you administer any portion of your portfolio under a different LID, click inside the first empty Number field and enter the additional LID.  If no name appears in the Name field, recheck that you entered the LID correctly.

 
2. Note that the Lender Name field populates automatically.  Repeat step 1 for each additional LID. 

3. Click the Continue button after all additional LIDs have been entered.
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To delete a LID from the Additional LID(s) Information screen, click inside the field that contains the number of the LID to be deleted.    Click on the  
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 Delete Record icon.  A warning message will appear like the one below.  Click the OK button and the record will be permanently deleted.
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If more than seven additional LIDs are associated with this LID, then click on the 
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New Record icon and a new line will be provided.  Continue adding new lines until all of your additional LIDs are listed.

Disclaimer Screen

This screen is used to submit your LAP information.



1. Read the Disclaimer.


2. Click the Submit button.


3. A confirmation note will appear.  Click the OK button.  This will bring you back to the “Welcome” screen.
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Your LAP will be saved once you click the submit button.  Once submitted, you will not have the opportunity to log onto LAP again and change your information until LaRS is implemented.  You will be able to log onto LAP and view your information.
Servicer Screens
1.6 Lender/Servicer/Trustee Application Process Screen

This screen is used to capture FFEL Provider type, IDs, and Name.


 
1. Note that the Servicer radio button is pre-populated based upon the Servicer Identification number entered on the “Welcome” screen.  .  

2. Note that your servicing company’s six-digit Servicer ID is pre-populated. 

3. Note that the nine-digit Federal Tax ID assigned to your servicing company by the Internal Revenue Service (IRS) is pre-populated.  

4. Tab to the Servicer Name field and note that your servicing company’s name is pre-populated.   If the full, legal name of your servicing company differs from what is shown, enter the correct Servicer name here.  This is a required field.

5. Click the Continue button once all mandatory fields have been completed.  This will open the “Contact Information” screen.
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At any time click the save icon  
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 to save your data.  Once you have saved your LAP, you will be able to close your browser or access another web site.  When you return to LAP, you can resume your updates and verification without re-entering the data you already saved.

Contact Information Screen

This screen is used to capture demographic information pertaining to your institution’s contact person.
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The Name, Fed Tax ID, and Servicer ID fields automatically populate based upon information entered in the “Lender/Servicer/Trustee Application Process” screen.  
[image: image87.wmf]FYI


The LAP Status field automatically populates. The four LAP statuses are:

New – no data has been entered

In Progress – LAP has been partially completed

Submitted – LAP has been completed and submitted for ED approval

Approved – LAP has been approved by ED staff.  Data will be transferred into LaRS.
[image: image88.wmf]FYI


Some fields MAY automatically populate based upon information SFA currently has in its database for the Servicer.
At this time, take a moment to review the information on this screen for validity.  If changes need to be made, update the information as necessary.  You will also want to enter any information that may be missing.  To do so, follow the steps below:

1. Tab to the First Name field and enter the first name of the contact person for your servicing company.  This person should be authorized to address inquiries concerning information provided on the LAP and regarding lender servicing activities.  This is a required field.

2. Tab to the Middle Initial field and enter the middle initial of the contact person for your servicing company.  This is not a required field.

3. Tab to the Last Name field and enter the last name of the contact person for your servicing company.  This is a required field.

4. Tab to the Email field and enter the email address of the contact person for your servicing company.  The email address must be in a valid format (e.g. john.doe@aol.com).  This is a required field.

5. Tab to the Phone field and enter the phone number (with area code) of the contact person for your servicing company.  It is not necessary to enter parentheses or hyphens, as the system automatically provides the correct format.  This is a required field.  Include the phone extension, if applicable.

6. Tab to the Fax field and enter the fax number (with area code) of the contact person for your servicing company.   It is not necessary to enter parentheses or hyphens, as the system automatically provides the correct format.  This is not a required field.

7. Tab to Address field and enter the street address for your servicing company in the four lines provided.  Populating the first of these four lines is mandatory.

8. Tab to the City field and enter the city in which your servicing company is located.  This is a required field.

9. Tab to the State field and enter the postal state abbreviation for your servicing company.  This is a required field.  

-OR-


Tab to the State field and click the List of Values icon [image: image89.bmp] on the Toolbar.  Select the 

appropriate state from a list of valid values, and click the OK button.  


10. Tab to the ZIP Code field and enter the five-digit ZIP code in which your servicing company is located.  The four-digit extension is optional.  It is not necessary to include a hyphen, as the system automatically provides the correct format.  This is a required field.

11. Once you have completed all fields on the “Contact Information” screen, click on the drop down arrow.  Highlight and click on “Lender Information”.  This will open the “Lender Information” screen.

Lender Information Screen

This screen allows Servicers to identify Lenders that have associated Servicers with them.


1. This page is “read-only”.  Take a moment to review the information on this screen and click the Continue button.  Lenders will appear in numerical order according to their LID.

[image: image90.wmf]FYI




If you have any concerns regarding the information displayed on this page, please contact the specific Lender in question.
Disclaimer Screen

This screen is used to submit your LAP information.


 
1. Read the Disclaimer.

2. Click the Submit button. 


3. A confirmation note will appear.  Click the OK button.  This will bring you back to the “Welcome” screen.

[image: image91.wmf]FYI

 


Your LAP will be saved once you click the submit button.  Once submitted, you will not have the opportunity to log onto LAP again and change your information until LaRS is implemented.  You will be able to log onto LAP, view your information, and continue to monitor the Lenders that have selected you.
� EMBED Word.Picture.8  ���





Student Financial Assistance (SFA)


Financial Management System (FMS)


FFEL Lender Reporting System Redesign


 


Lender’s Application Process (LAP) User Guide


Profile Validation/Update Process 





American Student Assistance











Email Questions to:


� HYPERLINK "mailto:Fsa_lr@ed.gov" ��Fsa_lr@ed.gov�
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