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About the Perkins Loan Assignment System (PLAS)

About the Perkins Loan Assignment System (PLAS)

ECSI’s Perkins Loan Assignment System (PLAS) is used to electronically submit assignments under the Federal
Perkins Loan (Perkins Loan) Program to the Department of Education (the Department). Perkins Loan
assignments may also include National Direct Student (NDSL) and National Defense Student Loans (Defense
Loans). This user guide provides technical instructions for this automated assignment process. For additional
assistance with PLAS, contact ECSI Federal Perkins Loan Assignments Support at 844-301-2620 during the
business hours of 8:00 a.m. through 5:00 p.m. (EST), Monday through Friday.

PLAS enables all users to:

1. Enter loan assignment data electronically via PLAS.

2. Upload or mail supporting documentation and hard copy original or certified copy promissory notes
required for assignments. Please note that the Department still requires hard copy original or certified copy
promissory note(s) be mailed to ECSI Federal Perkins Loan Servicer.

3. Search, view, and edit loan assignment information.

4. View a list of reports pertaining to accepted and rejected Perkins Loans listed in the ECSI Federal Perkins
Loan Servicer loan servicing system.

Overview for the User Guide

This user guide provides a broad overview of the processes and steps needed to add a loan assignment to
PLAS. Intentional blank pages divide this user guide into eight (8) sections, which are listed below:

1. Administrative Procedures
2. Access PLAS
3. The Loan Assignment Data Entry Method
4. The Loan Assignment Upload Method
5. Web Reports
6. View, Edit and Delete a Batch
7. View, Edit and Delete an Assignment
8. Appendices
Using the Federal Perkins Loan Assignment System Page 5 of 102
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Two Factor Authentication

Similar to the security process used to access Federal Student Aid
systems, such as the National Student Loan Database System
Primary Destination (NSLDS), authorized users of the Perkins Loan Assignment System
Point Administrator (PLAS) are required to enter two forms of “authentication” to
(DPA): access the system.
The institution’s Primary

DPA for Federal Student This security process is an established technology referred to as

Aid systems is not Two Factor Authentication (TFA). TFA will require each authorized
required to be the same user to log in to PLAS with his or her Login ID and Password as well
person as the as a Security Code generated by a registered TFA security token.
institutions designated

Institution If a user already has a TFA security token because he or she also has
Administrator for PLAS. access to one of Federal Student Aid’s systems, the user only needs

to complete the PLAS User Access Form steps outlined below.

If a user does not have a TFA security token, the user should contact
the institution’s Primary Destination Point Administrator (DPA) for
Federal Student Aid systems to obtain one. Once the token is
received, it will need to be registered. In addition, the user will need
to complete the PLAS User Access Form steps outlined below.

If an institution’s Primary DPA has questions related to TFA security
tokens, contact the TFA Support Center at 800-330-5947, option 2
or by email at TFASupport@ed.gov. Representatives are available
8:00 a.m. through 8:00 p.m. (EST), Monday through Friday.

Page 6 0f 102 Using the Federal Perkins Loan Assignment System
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Administrative Procedures

Administrative Procedures

Institution The responsibility of the Institution Administrator in PLAS is to request access
for users, disable a user’s account, and to reset a user’s password. This person
| The Institution | Wwill need to contact the institution’s Primary Destination Point Administrator

Administrator is a (DPA) for Federal Student Aid systems to obtain a Two Factor Authentication

person that is (TFA) security token.

appointed by the
institution. Only the Institution Administrator is authorized to:

1) Request access for him or herself; and
2) Request access for other users.

The Access Request Form needs to be completed and sent to
PLASAccess@efpls.ed.gov, and the Institution Administrator will need to
complete information to receive the TFA security token.

Request User Access

1. Navigate to https://efpls.ed.gov, which is the ECSI Federal Perkins Loan Servicer webpage.

2. Click the PLAS tile.

) Providing superior technology,

~
= | custom-designed solutions and world

class customer service since 1972.

Using the Federal Perkins Loan Assignment System Page 7 of 102
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Administrative Procedures

3. Onthe Login screen, click the Access Request Form tile.

Welcome

Please log in below to access and manage your accourtt.

LOG IN TO ACCESS YOUR ACCOUNT

OPEID LoginID Password Securty Code

Access Need Help Users
Request Logging In? Technical
Form Guide

4. Print and complete the form. Note: The instructions on the form must be followed.

5.

U.S. Department of Education

Information about your federal student loan

EGSI

L~ Service Never Rests

Perkins Loan Assighment System Access Request

The Perkins Loan Assignment System { PLAS) enables users to electronically submit Federal Perkins Loan
assignment information to the Department of Education. This Access Request Form allows
administrators to request access for users, to modify information about existing users, and to terminate
user access to PLAS.

Before staff members at your institution can obtain access to PLAS, your institution must first designate

an Institution Administrator. The desi d Institution Administrator can then complete this form to

request, modify, and terminate access for themselves and all other users at your Institution. Although
your institution can only ob tain access for two Institution Administrators, it can request access for as
many Institution Users as needed to submit, edit, and delete assignments for the Federal Perkins Loan

Program (incdluding NDSL and Defense Loans).

In order to obtain administrative rights, the designated Institution Administrator must first request
access to PLAS by completing this PLAS Access Request Form. See how to Designate an Institution
Administrator in the table on page 2.

After the Institution Administrator obtains access to PLAS, he or she will be responsible for using this
form to request access for all other users of PLAS, as well as to modify or terminate user access. For a
complete list of Administrative Responsibilities, see page 7.

— ——

Send via email:

PLASAccess@efpls.ed.gov

Mail printed forms:

ECSI Federal Perkins Loan Servicer
Attn: PLAS Access Requests
1200 Cherrington Parkway, Suite 200

Moon Township, PA 15108
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Administrative Procedures

6. Retain a copy of the completed and signed forms for the user’s records.

Once ECSI Federal Perkins Loan Servicer receives the request for access, a staff member reviews the
request and grants or denies access. If access is denied, the Institution Administrator will receive an email
fromPLASAccess@efpls.ed.gov with the reason for denial.

If access is approved, an Activate Your PLAS Account will be sent to your email address provided in the
access request form. Click on the Activate User Profile link in the activation email. Create a password and
continue to the login page.

IMPORTANT: The activation link will expire within 24 hours.

Using the Federal Perkins Loan Assignment System Page 9 of 102
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Reset a Password

To reset a password for a user, the Institution Administrator will follow the procedures listed below. It is
important to verify that the OPEID corresponds to the account of the user requesting a password change.

1. Navigate to https://efpls.ed.gov, which is the ECSI Federal Perkins Loan Servicer webpage.

2. Click on the PLAS tile.

EGSI

)
; / Providing superior technology,
) SI custom-designed solutions and world =
[ . class customer service since 1972.

3. Enter the appropriate OPEID, the Login ID, Password, and Security Code that appears on the TFA security
token, and click the LOGIN button. Note: The system requires an eight digit OPEID. This ID represents the
six digits in use by the institution today followed by two zeros.

=
%

Welcome

Please log in below to access and manage your account.

LOG IN TO ACCESS YOUR ACCOUNT

OPEID LoginID Password Security Code

A

—
Access Need Help Users
Request Logging In? Technical
Form Guide
Page 10 of 102 Using the Federal Perkins Loan Assignment System
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Administrative Procedures

4, Onthe Menu screen, click Users List.

EESI

MENU \ LOGOUT
Menu

Perkins Loan Assignment System Account Administration

Perkins Loan Assignment System Assignment Entry Personnel Security Form

Web Reports Users List :
Change Password
Logoff

5. Onthe Assignment User List screen, locate the Name of the User and click the radio button next to the
User #. Click [Reset User’s Password].

sENw | LOGDWT

Assignment User List

Artioda

|l Liboe s |
[T TR —
(L= |

\ 4

6. On the Reset User Password screen, the Login ID field and the Name field are automatically populated.
Click [Generate Random Password] to create a temporary password for the user. Click [Save Password],

and contact the user with the temporary password. The system will direct the user to change the
password the next time he or she logs in.

BES

BAEML LGOI

Reset User Password
Message: Change Password

Logn o: I [T —
"-:-J"' |- :':I::-\.' -..Hl
)

Passwird ¥ [Generte Random Pasnwnr] @—

|Save Paseward] |Return to User List]

Using the Federal Perkins Loan Assignment System Page 11 of 102
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Administrative Procedures
Disable User Access

To disable user access, the Institution Administrator will need to complete the proper sections on the PLAS
Access Request Form, and follow the instructions below to disable the account in the system.

IMPORTANT!

e To disable access for an Institution Administrator, all three sections of the PLAS Access Request Form

must be completed.

To disable access for other users, complete and sign the first two sections of the PLAS Access Request
Form.
e The forms must be completed and returned to ECSI Federal Perkins Loan Servicer within one (1)

business day (between the hours of 8:00 a.m. to 5:00 p.m. (EST), Monday through Friday) of disabling a
user’s account.

1. From the Welcome screen, access the PLAS Access Request Form, complete the necessary sections and
submit the form.

7~
o Welcome <

Please log in below to access and manage your account.

LOG IN TO ACCESS YOUR ACCOUNT

OPEID Login D Password Secunty Code

Access
Request
Form

Need Help Users
Logging In? Technical

Guide

2. Once the PLAS Access Request Form is completed, log into the system, enter the appropriate OPEID, Login
ID, Password, and Security Code that appears on the TFA security token. Click the LOGIN button.

3. Onthe Menu screen, click Users List.

MENU | LOGOUT

Menu

Perkins Loan Assignment System Account Administration
Perkins Loan Assignment System Assignment Entry Personnel Security Form
Web Reports Upload security Form

Users List "€

Change Password

Logoff

Page 12 of 102 Using the Federal Perkins Loan Assignment System
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Administrative Procedures

On the Assignment User List screen, locate the Name of the User, click the radio button next to the User #,
and click [Disable User Account]. Once these steps are completed, the user will not have access to the

system. However, the user’s name will remain on the Assignment User List screen.

Using the Federal Perkins Loan Assignment System

DC2 - Restricted

Assignment User List

Mg i

Artions:

P> |Dhabde User Aqoount]
|Reset Uier's Password]
| Rt ewh 1En]

|"
~
-
" i prink- c3a|
P & 1,017,288 miypasde
© 1,017,293 d:psu-dpa
© 1,007,2 o piv-ce Active
™ 1,007,500 b piu-dps Active
© L017.307 bbpri-ce ACTVE
| I —

MENY | LOGOWT
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Access PLAS

Access PLAS

Once the PLAS User Access Form is completed, and access is granted from ECSI Federal Perkins Loan Assignment
Support, users receive two emails from PLASAccess@efpls.ed.gov that contain an eight digit OPEID, Login ID, and
Password credentials. With this information, users are able to log into PLAS from any computer with internet

access. This section of the user guide contains instructions to log into the system, reset a password and log out of
PLAS.

Login

1. Navigate to https://efpls.ed.gov, the ECSI Federal Perkins Loan Servicer homepage. Click the PLAS tile.

ey Providing superior technology,

—~ ;
EY.’(S' custom-designed solutions and world

(&= : class customer service since 1972.

2. On the Welcome screen, enter the institution’s OPEID, Login ID, Password, and the Security Code that
appears on the TFA security token. Note: The system requires an eight digit OPEID. This ID represents the six
digits in use by the institution today followed by two zeros. If an invalid Password is keyed into the system, a
reset password page opens. If the user enters an invalid Login ID or OPEID, then the user should refer to the
initial account set up email from PLASAccess@efpls.ed.gov or contact the Institution Administrator to
receive access to this information. Once the user has completed the Welcome screen, click the LOGIN

button.
Welcome
Please log in below to access and manage your account
Access Need Help Users
Request Logging In? Technical
Form Guide
Using the Federal Perkins Loan Assignment System Page 15 of 102
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Access PLAS

3. Review the Rules of Behavior screen; click the checkbox to acknowledge compliance with the Rules of

Behavior. Click [Continue] to move to the next screen.

_PIRuIes of Behavior

You have accessed an official ECST owned and operated computer system. This system may be used by
authorized users for authorized purposes only. Any unauthorized use or modification of any of the
information stored on this system is prohibited. iny attempt to upload unauthorized or restricted

data may also result in loss of access. ECSI may monitor and audit the usage of this system and all
persons are hereby notified that the use of this System constitutes consent to such monitoring and
auditing. PII data submitted via this system adheres to the IFAP standards and regulations and is

the only approved method of electronic tranmsmission. No other electromic forms or dats transmitted

to ECSI outside of this Loan Assignment System (LiS) will he accepted. Hard copy submission of

forms, containing PII data, must adhere to xxx Standards (Rules of hard copy submission.) The 5
sharing of passwords or two-factor authentication tokens required to gain access to this system is

e | | acknowdedge receipt of, understand my responsibilities, and will comply with the "Rules of Behavior" for the Loan
|Assignment System (LAS). | understand that failure to abide by the rules may lead to permanent loss of access to LAS. |
further understand that violation of these rules and responsibilities may be prosecutable under local, State, and/or Federal
Law.

B —— (]

4. The Menu screen provides the user access to navigate to the main features of the system.

2GS
MENU | LOGOUT

Menu

Perkins Loan Assignment System Account Administration
Perkins Loan Assignment System Change Password
Web Reports Logoff

Log out of PLAS

To log out of PLAS, click the LOGOUT link located at the top of all pages within the system. Another way to log
out is to close the browser window. After 15 minutes of inactivity in the system, the user is automatically

logged out.

EESI

MENU | LOGOUT

Menu

Perkins Loan Assignment System Account Administration
Perkins Loan Assignment System Change Password
Web Reports Logoff

Page 16 of 102 Using the Federal Perkins Loan Assignment System
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Access PLAS

Self-Service Reset User Password

Follow the instructions below to complete the user password reset via self-service. If additional help is needed,
contact the Institution Administrator.

1. From the Welcome screen, leave the OPEID, Login ID, Password, and Security Code fields blank. Click
LOGIN to access the password assistance screen.

2
g

Welcome

Please log in below o access and manage your account.

LOG IN TO ACCESS YOUR ACCOUNT

OPEID LoginID Password Secunty Code

Access Need Help Users

Logging In? Technical

Request

Form Guide

2. Onthe Login screen, enter the institution’s OPEID, the user’s Login ID, and Security Code from the TFA
security token. Leave the Password field blank. Click [Reset My Password]. The user will receive a
password reset email with a password reset link. The user will click on the Reset Your Password link. The
user will enter a password and confirm the password by re-entering. For further assistance with
password reset, contact the Institution Administrator.

Login
Please identify yourself. If you do not know the required information for the fields listed below, please contact your Institutional Administrator.

Message: You must provide your OPEID
Items marked with * are required.
OPEID: * | \

Login ID: * | ‘
Password: * I:I
Security Code: * I:I
[Log In] [Reset My Password)] —

Using the Federal Perkins Loan Assignment System Page 17 of 102
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The Loan Assignment Data Entry Method Overview

The Loan Assignment Data Entry Method Overview

The user will need to perform the following steps to submit loan assignments to ECSI Federal Perkins Loan
Servicer. These steps are a broad overview of the Loan Assignment Data Entry Method. Further instructions on
how to use PLAS follow this overview.

1. Log In to PLAS
Log in to PLAS from any computer with internet access.

2. Create a Batch and Enter Loan Assighments
The system is designed to reflect the exact layout of the paper Federal Perkins Loan Program Assignment
Form (OMB 1845-0048). Once the user has created a batch, he or she will enter the information into the
system via the data entry screens. Multiple assignments can be entered and saved into the system, and will
be marked with a status of Entered.

3. Upload Supporting Documents
Supporting documentation must be provided with the loan assignment. The user has the ability to upload
supporting documentation for each of the loan assignments, or mail supporting documents to ECSI Federal
Perkins Loan Servicer. Note: Even if promissory notes are uploaded in the system, all hard copy original or

certified copy promissory notes must be mailed to ECSI Federal Perkins Loan Servicer.

4. Execute Batch Validation
All batches that are entered into the system must be validated to verify that all of the required information
is correct. View the manifest within the batch to determine if the assignment passes the system validation.
If PLAS identifies errors in an assignment during the validation process, the assignment’s status will be
marked as School Pending. Correct any validation errors and validate the batch again. Once an assignment
has successfully passed validation, the status will change to Submitted.

5. Print the Manifest
Print one manifest per batch to accompany all hard copy original or certified copy promissory notes, and
mail to ECSI Federal Perkins Loan Servicer. The user will need to mail supporting documentation that was
not uploaded to the system. All documentation must be mailed within five (5) business days, once the status
of the assignment has changed to Submitted.

6. ECSI Federal Perkins Loan Servicer Validation
A manual validation process occurs once ECSI Federal Perkins Loan Servicer receives hard copy original or
certified copy promissory notes and other supporting documents. If the assignments pass manual validation,
the status will change to Accepted. If the assignments fail manual validation, then the status will change to ECSI/
Pending. ECSI Federal Perkins Loan Servicer staff will contact the submitting institution promptly by phone to
verify or correct the information. The ECSI Federal Perkins Loan Servicer staff member will contact the person
listed as the Authorized Institution Official in Section B on the Institutional Certification Form. Once the
institution corrects the discrepancies, the status will change to Accepted. The Department officially accepts
assignments in Accepted status, and ECSI Federal Perkins Loan Servicer will begin servicing the loan.

Using the Federal Perkins Loan Assignment System Page 19 of 102
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Loan Assignments Data Entry Method - Process Flow

Login to PLAS

Create a Batch and Enter loan assignment via
data entry screens.
Status updated to Entered.

!

Upload supporting documents in PDF
format
User to Execute Batch Validation in User must correct
system assignment data in PLAS.
No upload of supporting documents, Assignments failing validation.
user must mail supporting Validated? Fail———> Status updated to School
documents to ECSI. Pending .
Pass
h 4
Status updated to Submitted.
Print manifests and mail promissory notes and any
other supporting documents to ECSI Federal Perkins
Loan Servicer.
A
ECSI Federal Perkins Loan Servicer validates that User must provide
supporting documents match the information entered corrections to ECSI Federal
into PLAS. Perkins Loan Servicer
’ Records fail validation. Status
? i )
Validated Fail updated to ECS/ Pending.
Pass
v
Status updated to Accepted.
Assignment will be serviced by ECSI Federal
Perkins Loan Servicer.
Status updated to Exported.
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Loan Assignment Data Entry Method

Loan Assignment Data Entry Method

Below is the process for using the data entry screens to create a new batch and add assignments to PLAS.

1. The user will log into PLAS, click Perkins Loan Assignment System.

Menu

Perkins Loan Assignment System Account Administration
=1 Perkins Loan Assignment System Change Password
Web Reports Logoff

MENU | LOGOUT

Create a New Batch

The user must create a new batch before he or she enters an assignment. The Institutional Certification Form is

used to create the batch. The screen is formatted using the same information that is found on the Federal
Perkins Loan Program Assignment Form. Note: The fields in Section A: Institutional Administration will
automatically populate with the institutional information. This section of the form contains the institution’s

name, address, OPEID number, and the name and contact information for the authorized approver for the
transfer of debt through the assignment. If needed, the user can update the address field.

1. Click [Create a New Batch] located on the Assignment Certification Form Administration page.

Assignment Certification Form Administration

Message:

Newr Batches:

——— | [Create a Mew Batch]

[upload a Batch from a File]

Search Options:

Batch Murnber: I

[Find]

35N I [Find]
Last Name: I [Find]
DateRange: From: 08 /[t /o1 Tefoe ffe oS [Find]
Create Batch Report |
Entry Forms [Form Actions
Batch #{Date statisticsjflerts
651 09022015 Show SBlect Action - Select
582 (09/02/2015 Show [Select action =] Select
524 (09/02/2015 Show [Select Action =] Select
685 09022015 Show |59|ect Action x| select
688 09/11/2015 Show |59|ect Action x| select

Using the Federal Perkins Loan Assignment System
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2. On the Institutional Certification Form screen, enter the following information into the fields in Section B
- Certification: The Typed Name of Authorized Institution Official, Phone Number, Typed Title of
Authorized Institution Official, Alternate Contact Person, Signature of Authorized Institution Official, and
Certification Date. Note: Typing the name of the authorized official will meet the requirement for a
Signature.

MENU | LosouT

Institutional Certification Form =

Message:
Aerolizg o the Paperwock Baduction Act of 1995, 5o petsosa e roqized fo sespose 10 col OMB eontrol et The
valid OMB contro] rucber fox this information colisctios i 1245-0045. The tisse tequized to commplete 1hs information eolection s estiraated to aversge 30 Iminwtes pey resparse, OMB Number 1845-0048
inhing et 1o vie itetons, st esting it s, gube the it e, cosplel e i th nfmtioncollio, I you b any comnesta Form Approved

% e suggretions form, please wits to U 5. Depasttent of Eduextian, Washizglon, D.C. 202024651, If you bave e N
onuntas o eoceTsa vegading the #1atus of yous individual sobdssion of this o, writs diseely o Federal et A, U5, Departrest of Educition, parations Servicss, Expiration Date: 12/31/2018
Processing Division, Peekize Loan Assignusents, 50 Bexl Stuee, St 8601, San Faancioco, CA 94105,

Federal Perkins Loan Program/NDSL
Assignment Form: Institutional Certification

The bomowe(s) named on the stached masafest reesived Feeral Perking Loan Program, Nationsl Dirset Studens Lown Progras, or Nutional Defenss Student Lo wn Program losn(s) suthsizsd undes Title IV, PartE, of the Highes Edueation Aet of 163, 03 amended, os authierizsd undes Title [ of tha National Defense Edueativn At
‘The insiftution is assigning all rights and tatle under such note or agreement to the United States Department of Educstion, provided (.0 USC. 1087ec.

SECTION A - INSTITUTIONAL INFORMATION

1. Nazme of Instinution * 2 OPEID Nusiber *
[PENNSYLVANIA STATE UNIVERSITY (THE) 00332900
3 Street Address of Instfution Line 1 * Street Address of Instination Line 2
PRESIDENT'S OFFICE 201 6L0 MAN
4. Ciy ™ 5. State * 6 2P *
UMIVERSITY PARK Perreyivania = iseozisos
Tunderstand that ] inowsngly sk a e statemort o on o tothe Depustment of Education, | sabject 1o e of up 10 $10,000 ox mprisorumenst ofup 1o five 5 yoars or bosh ncer of the Uréted Sates Criminl Code, 15 U5 1001
7. Typed Name of Authorized Instinaionsl Offcial * o £ Phone Number *
% Typed Title of Authonzed Institutional Official * 10. Akernate Contact Person
11, Signature of Authonized Instibstonal Official * 12 Certfication Date *

Menth =)/ oay i veur |

SECTION C - MANIFEST

ADMINISTRATIVE INFORMATION

Recewed Date * Assignments Received * Forms Rejected Before Data Entry
08/01/2015 ]
Jisave] [Cancel]

3. Initially, the information in Section C-Manifest will be blank. The manifest section automatically populates
once assignments are entered into the system.

eyl pua ey v -
BOTE 1 ]
[herabed maryse mains

o e e

4. The system will automatically populate the number of loan assignments that are added to the batch in the
Assignments Received field. Click [Save].

ADMINMISTRATIVE INFORMATION

Recewed Date :
09/01/2015 0

> [save] [cancel]

Received Forms Rejected Before Data Entry
0
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Enter Loan Assignments

Like the paper Assignment and Borrower Loan Form, this page in PLAS holds detailed information about a loan
assignment. This includes contact information for the borrower, the cosigner (if applicable), historical and
detailed financial information about the loan, and any loan cancellation information. Follow the steps below to
add loan assignments to a batch.

1. On the Assignment Certification Form Administration screen, click the drop down arrow next to the Batch
# that will contain the new assignment. Click View Manifest, and click Select.

MENU LOGDUT

Assignment Certification Form Administration

Message:

Newr Batches:
[Create a New Batch]
[Upload a Batch from a Fle]

Search Options:
Batch Number: I [Find]
S5M: I [Find]
Last Name: | [Find]
DateRange: From: IDS ,v'|31 12015 To IDQ ,-’|14 Jl201s [Find]
Create Batch Report
Entry Forms |Form Actions
Date statisticsidlert
5681 09/02/2015 Show [View Marifest 7] Select mm——
682 (9/02/2015 Show Select Action select

‘igw Institutional Form
634 09/02/2015 Show View Manifest

Edit Institutional Farm
685 D9/02/2015 Show Delete an Exisiting Batch

683 09/11/2015 Show Execute Batch Walidation
Print Manifest
Count: 5

select <

Select

Select

2. On Assignment and Borrower Loan Form Manifest screen, click [Create a New Assignment]. Assignments
that are created in the system are given a Sequence # and will appear under the Batch Number: section of

the screen.
HEMU | LOSLOUY
Assignment Borrower and Loan Form Manifest
Mg
P ||| ew sl -Dﬂ‘".'r'
[Ereste & Hers h#ﬂlm 1] et ba Baldh L]
Semaich Oplicenc
F stered F sohool Pending F Suomitted P Aeviewed F £051 Pending P Gjected P sccepted P Siported  [Refiesh ta]

Batch Humbes; #1

i cosrer Warnll ity Dkl 1 Lot | dited Dt died tty  Pocumentdiotions e
D e el e = see
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3. Onthe Borrower and Loan Information Form screen, enter information for each loan assignment in the
batch. All fields marked with a red asterisk are required fields and must be completed.

MENU | LOGOUT

Borrower and Loan Information Form
Message:
Federal Perkins Loan Program/NDSL OMB Number 1845-0048
Assignment Form: Borrower and Loan Information Form Approved
Expiration Date:12/31/2018

SECTION A - BEORROWER INFORMATION

1. Current or Last Known Name (Last *, First *, M) 2. Previous Mame(s) (Oplional)

3. Social Security Mumnber * 4. Date of Birth * 5. Departure Date
Maonth era\,r j! Year j Monﬂ'-jf Day jr Year j

6. Current or last known permanent Current or last known permanent address 2 7. Telephone Number *

address *

£ Current or last known permanent city * 9. Current or last known permanent state * 10. Current or last known permanent zip *
State |

Current or last known permanent country

SECTION B - COSIGNER INFORMATION (Complete if applicable)

11. Mame of cosigner of Loan: (Last, First, MI) 12. Social Security Mumber of Cosigner
(Cotional)

4. After all required fields are completed, click [Save] at the bottom of the form. To continue, attach
supporting documents for this assignment, or add more loan assignments to the batch by repeating steps
2-4,

SECTION E - CANCELLATION INFORMATION (Sea Ins:
38. Type of Cancellation 40. Principal Cancelled 41. Interest Cancelled 42. Cancellation Service Start Date 43. Cancellation Service End Date

Hone =l month =]/ Lay =]/ vear | Montn x|/ vay =|7 vear =|
None =l Montn x|« Day [|s rear x| Montn =] s Day x| vear x|
Nore =l Mot <] Day  =|s rear | Morith =] 7 Day | wear -]
None =l Month =]/ Day |/ vear | Month =]/ Day = vear &
None =l Month =]/ Day =]/ vear | Month =]/ Day =|s vear &
None =l Month =]/ Day =]/ vear =] Maonth 2|7 Day  =|r vear &

 [~pnmursrarive mrormamion
[Prom MNote Received: I

Payment History Received:

Interest Rate Matches Prom: I

Torm 1845 Matches Prom: T

Date of Last Disbursement After Date ofDeya.ALuA e Explanahon Received ™
Return From TPD Servicer [

[No B3N Provided and Loan Made before September 13,1982 I

Due Diligence Documentation Received ™

| Approve First and Last Disbursement Dates not within the same fiscal year I

[save] [Cancel]
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Upload Supporting Documents

Supporting documents for each of the loan assignments must be uploaded to the system or mailed to ECSI
Federal Perkins Loan Servicer. All documentation must be mailed to ECSI Federal Perkins Loan Servicer within
five (5) business days, once the status of the assignment has changed to Submitted.

IMPORTANT!

e The user has two options for uploading supporting documentation to PLAS. 1) Enter all assignments in a
batch before attaching the supporting documents or 2) upload supporting documents after entering each
loan assignment.

e Even if electronic copies of promissory notes are uploaded to PLAS, all hard copy original or certified copy
promissory notes must be mailed to ECSI Federal Perkins Loan Servicer via registered mail.

o If the institution has a letter from the Department with permission to use an alternate supporting
document, then the letter and alternate document can be uploaded (in PDF format) to PLAS in place of the
required document, or the user can mail the letter and alternate document to ECSI Federal Perkins Loan
Servicer via registered mail.

1. On the Assignment Borrower and Loan Form Manifest screen, locate the loan assignment that requires
supporting documents, and click the drop down arrow located under the Actions column. Click Attach
Assignment Documents, and click Select.

MIHW | LOGDUT

Assignment Borrower and Loan Form Manifest

Meszage

W fssipnments Dther:
[Creste a Hew Avipument] (Feturn 1 Bateh Lhi]

Sesrch Dpiony
F Entered F School Feredng P Scbeaimed P koviowsd P E051 Fasdng P Rgocted ' Accepted P Exporiod  [Refresh Lha)

Batch Mumber: 61

Criati Loan Report
mm bl | mmﬂﬂ ﬂm_mmm— 1ddnl K m_-

O
i ASSgriment
Edit an Exsting Assignmant
[ I E-z."ua t:ar wni ¢

e Eniuta Assgrimeny Valdaton
b 145 fver D183 08 e W aldation Emmod List
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2. On the Attach Assignment Documents screen, click the Browse... button next to the name of each
document associated with the loan.

Attach Assignment Documents

Message:

OMB 1845 - Institutional Certification:  Browse... |No file selected:

OB 1845 - Borrower and Loan Information:  Browse... | Mo file selected,
Promissory Mote:  Browse... | Mo file selected.

Payment History, _Browse... | Mo file selected.

Acceleration Documentation: _Browse... | No file selected.
Litigation Documentation _Browse. Mo file selected.

Bankruptoy Documentation _Brawse... | Mo file selected.

Date of Last Disbursement Explanation _Browse... |No file selected.
Due Diligence Documentation _Browse.. | Mo file sslected.
Miscellaneous Documnentation _Bromse.. |No file selected.

Cther Documentation _Browse... | Mo file selected.

Upload Documents | Return to Manifest |
—ee

3. When the user’s operating system dialogue box (Windows Explorer or Mac) opens, navigate to the file
containing the supporting document and double-click on the file name. The operating system dialogue box
(Windows Explorer or Mac) closes and the path to the document appears in place of the Browse... button.
Repeat this process for each supporting document associated with the assighnment. Note: Only one file can
be uploaded for each PDF file listed on this screen. When a file is uploaded, it replaces any previously
uploaded file.

4. Click Upload Documents button at the bottom of the page.

I Upload Docurnents | Return to Manifest | I

When the upload is complete, a message at the top of this page indicates whether the upload was successful.

ECSI

MENU | LOGOUT

Attach Assignment Documents

Thank you!

Your files have been successfully transmitted.
It will take up to 5 minutes far your documents to be loaded for viewing,

[Return to Manifest]
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If the wrong file was uploaded, or if there were problems with the uploaded file, then the system will show
an Error! Invalid File Type! message. To correct an error message, follow the instructions in the above steps
1-4 to replace the file.

OMB 1845 - Institutional Certification: _Browss. .. | Assignment Borrower and Loan Form.csy Error!
Invalid File Type!
OMB 1845 - Borrower and Loan Information: _Browse... | No file selected
Promissory MNote: _Browse... | Mo file selected.
Payment History: _Browse... | No file selected,

Acceleration Documentation: _Browse,.. | Mo file selected.

Litigation Documentation _Browse... | Mo file selected.

Bankruptcy Documentation _Browse... | Mo file selected.

Date of Last Dishursement Explanation _Browse... | Mo file selectsd.
Due Diligence Documentation _Browse... | Mo file selected.
Miscellaneous Documentation _Browse... | No fils selected.

Other Documentation _Browse... | No file selected.

Rt o s |

5. The system performs a sweep minutes after the documentation has uploaded. This means the user: 1) will
need to wait five minutes, 2) go to View Manifest, 3) locate the Sequence # and 4) hover over the
Documents column. If the document was uploaded, a pop-up screen will show the link to the document. It
is recommended that the user click on the link to validate that the intended document was uploaded
correctly. If the user determines that the document type was not uploaded correctly, follow steps 1-4 in
this section.
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Execute Batch Validation

Validations for batch assignments are performed in PLAS, and by ECSI Federal Perkins Loan Servicer. This
section of the user guide reviews the process of PLAS validation, and how the user can view and correct
validation errors. For the Loan Assignment Data Entry Method, users will need to validate the batch
immediately. Users have the option of validating the batch after all assignments are entered, or validating the
batch after each assignment is entered. To view a list of validations that PLAS runs, view Appendix-J: About

Automatic Validation.

1. On the Assignment Certification Form Administration screen, click the drop down arrow next to the
batch, click Execute Batch Validation, and click Select.

Assignment Certification Form Administration

Message:

Newr Batches:
[Create a Mew Batch]
[upload a Batch from a Fle]

Search Options:
Batch Number: | [Find]
S5N: | [Find]
Last Name: | [Find]
DateRange: From:oe /31 /f0is Tefos e /[0S [Find]
Create Batch Report |
Entry Forms  |Form Actions
Batch #|Date statisticsfalerts
681 03/02/2015 Show Execute Elatch validation * 5'3'3(‘ +—
622 0940242015 Show Select Action Select
Wiew Institutional Farm
681  09/02/2015 Show Wiy Manifiest Select

Edit Institutional Farm

Delete an Exisiting Batch
Execute Batch Validation
Print Manifest

Select

setfier

685 09/02/2015 Show
688 09/11/2015 Show
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2. On the Assignment Certification Form Administration screen, the system will display a validation-
completed message. Click the drop down arrow next to the batch number, then select View Manifest
and click Select to review the validation for the assignment.

Assignment Certification Form Administration

Message: Validation completed with 0 forms skipped and 10 forms validated. «§

Newr Batches:
[Create a New Batch]
[Upload a Batch from a File]

Search Options:
Batch Number; l— [Find]
s [ [Find]
Last Name: [ [Find]
DateRange: From: 08 ¢1 /2015 Teoe  shs sfeois [Find]

Create Batch Report
Entry Forms  [Form Actions

Batch #Date tatisticgAlert P
651 (090272015 Show [view vanifest  v] select
632 09/02/2015 Show Select Action ] select

634 09/02/2015 Show Select Action ~ | Select

685 09/02/2015 Show Select Action ~ | select

633 09/11/2015 Show Selact Action ~ | Select

3. If validation of the batch is successful, the status of all assignments in the batch is changed to
Submitted. If validation of the batch is not successful, the status of the assignments in the batch will
display School Pending. If errors appear in the loan assignment data, corrections are required before
the validation for the assignment is performed again.

MERY | LOGOUT

Aszignment Borrower and Loan Form Manifest

e Formwalicht ed witout mrors

Mew dssignments: other:
Micale & B Assgranent] [Fe s Vo Bt b L]
Smaridh Option:

F Ertoed F Sghool Pending F sberitied P Eeviewed F ES1 Pending = Aoppected F Aooepted F Exporied  [Redieih tha]

Wi lihs Ruambies: 657

Croate Loan Report

mmmmm_m

s Sl Sulbrrett e abh Upioad 5 e SpRp ACtion I*ﬂﬁ"
AT 5 o | St staon =] bt

0115 Batoh Upioad € 5 hrom [Satect Action x| welect
Bath Upgioad: £ i 5 heo SgR? Artion 'I"""‘"

TS Babch Ugoad- £0R ¢ % b | S - :Isrln.l

B Sched Bendng Rabih Upioad - £0)
—tP E7  Schoo Fendng

:E  SchoolFeadng

B9 Schogd Pendng

1S Batich
Babdh Upicad : £ R0ATID 5 b [k Action =] weect
y [ ot Action =] wrlet
| ryp— =] vebert
| akencn Action =] sedect

posd- (08 OR0arang % b [ St Action dtrlﬂ.l

T¥0 Schood Pendng

x| Schood Pendng|

1% Babch Updead - £

v §chanl B
33 Schad B
29358

S Babsh Upoad - €

Shead @ Babeh Upinad- £
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View and Correct Validation Errors

As stated in the previous section, a Pending status indicates that errors appear in the loan assignment data,

corrections are required before the validation for the assignment if performed again. The user can double
click on the column heading Sequence #, SSN, or Borrower Name to change the view to descending or
ascending order.

1. On the Assignment Borrower and Loan Form Manifest screen, click the drop down arrow next to the
Sequence #, click View Validation Error List, and click Select.

Assignment Borrower and Loan Form Manifest <

g o P vilichi! bl wnl ol oy

M A nmen ther:
Harabe » hbew daslgrameni] [Pt 8 Misich k]

Simarih Option

F entered F Schod Pending F Susmitted P Aeviewed F 00 Pendieg F Agected F Acoepted F Gported  [Retresh 1)

BdER | LDGEOWT

P bih Nuiniei: 682

Croate Lown Repork:

Schosl Pusaing
Seho Paseing
Schooi Pending
Schooi Pending
Sehal Pesding
Schvool Pending
Schvool Pasing

Schosl Fending

15 Batch Upload S = Sedet ¢
15 Batch Upload [ Gt Ao = | Seeat

Batch Liphoad Gaslect Achon el 1
v Bpmgrrment

Batch Ligaad - ECS £t I Exrig Asgrvment _—
Dplebe: an Exsting Asrigrament .

#iktach Essgnment Doouments
Executn Ersonment 'aldation

15 Batch Uplosd - ECS
(15 Batch Uplasd
Batch Lipload
Batch Liptoad

2. Onthe Assignment Borrower and Loan Form Error List screen, review the error messages and either

click [Export to Excel] to view the errors in a separate spreadsheet, or click [Return to Assignment List]

to return to the Assignment Borrower and Loan Form Manifest screen, and update the existing
assignment.
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Assignment Borrower and Loan Form Error List

Message:

<

[Refresh List] [Return to Assignment List] [Export to Excel] <

Error List for Assignment # 2356 in Batch # 682,

(52 T 5 T 5|
0013 Dateof Last Grace Period Enced or Will End is invalid or missing

0020 Date of Default is invalid, in the future, or missing
Count: 2
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3. Onthe Assignment Borrower and Loan Form Manifest screen, click the drop down arrow next to the
Sequence #, select Edit an Existing Assignment, and click Select.

WEN | LOGOUT

Assignment Borrower and Loan Form Manifest

Mg

e

R A nimeenl i
[P by A b Lt |

|Eresde s Hewe Avibgamend]

Serch Ophions:
F pntered F Schodl Perdng P submized F seviewsd F 00350 pending P aeected F acorpted F Gported [Retiness Ut

Batch Mumiber: 633

Creghe Loan Report
bequenceshitatys S Borrower Name  Entry Date Estered By Jlast Edited Datellast Edied By Dosumentdctions _ [elen |
rrry . .

05 OSf14/2005 [Getect Acton ]

CHOANS Tl s

—
o7 £ 09035
InE £
e 1
L u) O
Fa 1} {3
= {=5
e %) (=5
2354 fet [Gstoct Achor | et

4. On the Borrower and Loan Information Form, update the errors that are listed on the Assignment
Borrower and Loan Form Error List screen. Click [Save] at the bottom of the screen. The status of the

assignment will change from School Pending to Entered.

MENU | LOGOUT

Borrower and Loan Information Form <
Message:

Federal Perkins Loan Program/NDSL
Assignment Form: Borrower and Loan Information

 ADMINISTRATIVE INFORMATION

Prom Note Received: 7

Prom Motz Received Date:

Payment History Received: 7

Interest Rate Matches Prom: 7

Form 1845 Matches Prom: 7

Date of Last Disbursement After Date of Departure Explanation Received T
Return From TPD Servicer [T

o 53N Provided and Loan Made before September 13, 1982 I

Due Diligence Documentation Received 7

Approve First and Last Disbursement Dates not within the same fiscal year 7

[save] [Cancel]
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5. Click the drop down arrow next to the Sequence # that has the status of Entered, and click Execute
Assignment Validation. If the errors are corrected, the status will change to Submitted. If the errors
were not corrected, an error message will appear in the Message section of the screen, and the status

will change to School Pending.

BB | LOEOUT
Assignment Borrower and Loan Form Manifest<
Prsmpe: Formvsldred mkbouk e
B i himei [+ [T
Hiraln & Hie A peissi] i burs b Dl Lhif]
Sl Optloni
F Erviesresg F Fhom Fenang F'\-l.rlulrh:lp EWHW'"-F v FEnarg = A eperied = Arrepted = Enpories  efied U]

Batch Bumis. &8

Cregie Losn Repord
equesce
- an

TS e

|sebext Bction [ salect
[Eakect mctie =] et
[Sebect mctir =] saleci
[Entect Lter =] welent
[Fast i =] sebent

Ve Vaicishion Eear Lt

e Ei =l acleii)

6. Continue reviewing assignments with validation errors, and correcting the errors by repeating steps 1-5.
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Print the Manifest

The information on the manifest enables processors at ECSI Federal Perkins Loan Servicer to associate the
supporting documents received via mail with the associated loan assignments in PLAS. Note: The Department
requires that ECSI Federal Perkins Loan Servicer receive the hard copy original or certified copy promissory
notes for each loan assignment. Follow the steps below to print the required manifest.

5. On the Assignment Certification Form Administration screen, click the drop down arrow next to a batch
number, select Print Manifest, and click Select. A manifest will open in a separate internet browser tab
containing the assignment’s batch and sequence number(s).

Assignment Certification Form Administration <€t

Message:

NewrBatches:
[Create a New Batch]
[Upload a Batch from a File]

Search Options:

Batch Nurber: [Find]

SSM: [Find]

Last Name: [Find]

DateRange: From:fos /1 /pois Telps sfe sf0is [Find]
Create Batch Report I

Entry Forms  [Form jActions H
Patch #Date S tatisticsgilerts
631 mﬂm—Wsﬂed

682 08/02/2015 Show Select Action
Wigw Institutional Farm

684 05/02/2015 Show Wigw Manifiest
Edlit Institutional Farmn
G55 D/02/2015 Show Delete an Exisiting Batch
82 09/11/2015 Show Execute Batch Validation | select

6. To print out the manifest by social security number or alphabetically by the borrower’s name, click the
Social Security Number header, or the Borrower’s Name header. Print the manifest from this tab. Note: To
print out the manifest from the internet browser tab, the user will select the print option from the internet

browser.
*E S B
Batch Manifest
Batchc 660
——— Bnrey Barary Mmingr Barreans) Na=a Lewn Type mamy Py -"'.J::?:m ;::\:
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Mail Supporting Documents

Package the manifest, the hard copy original or certified copy promissory notes, and any supporting documents
that were not uploaded using PLAS, and mail them to ECSI Federal Perkins Loan Servicer following the
instructions below.

1. Double-package the manifest and the supporting documents in opaque materials approved by the U.S.
Postal Service.

2. Include the “To” and “From” addresses on both the inner and outer packages.
3. Do notinclude information about the sensitivity of the package contents on the package.
4. Mail the package via registered mail to:

ECSI Federal Perkins Loan Servicer
1200 Cherrington Parkway, Suite 200
Moon Township, PA 15108

IMPORTANT! Documents mailed to the Department regional offices or to its headquarters in Washington D.C.
will be returned to the institution.

After ECSI Federal Perkins Loan Servicer receives all supporting documentation for a batch, staff members will
perform a manual validation to ensure that the information in the documents matches the data in the loan
assignments entered into PLAS.

If the manual validation is successful, the institution is notified via an email containing the Accepted Report.
The accepted report is available in PLAS within the Web Reports section. This means that the assignments
have been accepted and the status of the assignment is changed to Exported. Although the accepted
assignments will be accessible and viewable, they will not be available for edit or deletion.

If the manual validation is not successful, an ECSI Federal Perkins Loan Servicer staff member will contact the
institution to verify or correct loan assignment information. ECSI Federal Perkins Loan Servicer staff will
contact the submitting institution promptly by phone to verify or correct the information. The ECSI Federal
Perkins Loan Servicer staff member will contact the person listed as the Authorized Institution Official in
Section B on the Institutional Certification Form.
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The Loan Assignment Upload Method Overview

The user will need to perform the following steps to submit loan assignments to ECSI Federal Perkins Loan
Servicer. These steps provide a broad overview of the Loan Assignment Upload Method. Further instructions
on how to use PLAS follow this overview.

1. Log In to PLAS
Log in to PLAS from any computer with internet access.

2. Upload Files to Create Assignments
The user will upload assignment information in a pipe delimited text file and upload a .zip file that contains
PDFs of the supporting documents for the assignments to the system. In an overnight process, the system
extracts the data from the files, creates a new batch with assignments, and marks the status of the

assignments as Entered. ECSI Federal Perkins Loan Servicer will match the supporting documents from the
.zip file with the assignments.

3. Execute Batch Validation
All batches that are entered into the system must be validated to verify that all of the required information
is correct. View the manifest within the batch to determine if the assignment passes the system validation.
If PLAS identifies errors in an assignment during the validation process, the assighment’s status will display a
status of School Pending. Correct any validation errors and validate the batch again. Once an assignment
has successfully passed validation, the status will change to Submitted.

4. Print the Manifest
Print one manifest per batch to accompany all hard copy original or certified copy promissory notes, and mail
to ECSI Federal Perkins Loan Servicer. The user will need to mail the supporting documentation that was not

uploaded to the system. All documentation must be mailed with five (5) business days, once the status of the
assignment has changed to Submitted.

5. ECSI Federal Perkins Loan Servicer Validation
A manual validation process occurs once ECSI Federal Perkins Loan Servicer receives hard copy original or
certified copy promissory notes and other supporting documents. If the assignments pass manual validation,
the status will change to Accepted. If the assignments fail manual validation, then the status will change to ECSI/
Pending. ECSI Federal Perkins Loan Servicer staff will contact the submitting institution promptly by phone to
verify or correct the information. The ECSI Federal Perkins Loan Servicer staff member will contact the person
listed as the Authorized Institution Official in Section B on the Institutional Certification Form. Once the
institution corrects the discrepancies, the status will change to Accepted. The Department officially accepts
assignments in Accepted status, and ECSI Federal Perkins Loan Servicer will begin servicing the loan.
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Login to PLAS

Upload delimited text file
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Prerequisite for Loan Assignment Upload Method

This section of the user guide describes how to submit loan assignments via data upload to PLAS. If the user has
not previously created a pipe delimited text (.txt) file he or she will need work to with the institution’s IT
department to create this file. This file is created from data extracted from the institution’s loan servicing system.
For assistance with the format and layout of the pipe delimited text file, see Appendices A through G. For
information on how to create a pipe delimited text file, see Appendix-H How to Create a Pipe Delimited Text
File. Note: If the user needs assistance with creating the pipe delimited text file, contact the institution’s IT
department.

Additionally, the user can upload a .zip file that contains PDFs of the supporting documents for the assignments
within the pipe delimited text file. For information on how to create a .zip file, see Appendix-l How to Create a
.zip File with PDFs. This is the only opportunity in the process to upload the pipe delimited text file and the .zip
file. If a .zip file containing PDFs of the supporting documents for the assignments are not uploaded at this
time, then the user can skip step 3 under the Upload Assignment via a Data File section and follow the
instructions under the Upload Supporting Documents section. Note: If the user needs assistance with creating
a .zip file containing PDFs of supporting documents, contact the institution’s IT department.

Warning! Because a single typographical error can result in an entire data file being rejected by PLAS, it is
strongly recommended that manual pipe delimited text files (.txt) are not created. If the user prefers to enter
assignments into PLAS, please follow the instructions for the Loan Assignment Data Entry Method.

Loan Assignment Upload Method

When a pipe delimited text file (.txt) is uploaded containing information about multiple loan assignments, a
batch is automatically created for all of the assignments in the file. After PLAS extracts the data from the pipe
delimited text file, the system populates the Institutional Certification Form screen, as well as the Assignment
Borrower and Loan Information Form for each of the loan assignments listed in the pipe delimited text file.
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Upload Assignments via a Data File

1. Loginto PLAS, from the Menu screen. Click Perkins Loan Assignment System. On the Assignment
Certification Form Administration screen, click [Upload a Batch from a File].

Assignment Certification Form Administration

Message:

NewrBatches:
[Create a Hew Batch]
[upload a Batch from a File]

Search Options:

Batch Number: [Find]

SSN: [Find]

Last Name: [Find]

DateRange: From: |08 /31  fj2015 Tejod  fftd4 2015 [Find]
Create Batch Report

Entry Forms [Form jActions H
Batch #jDate StatisticsAlert:

631 (09/02/2015 Show Selert Action | Select

682 09/02/2015 Show [Selct action =] select
684 09/02/2015 Show [Select action ] Select
655 09/02/2015 Show [Select action 7] Select
682 09/11/2015 Show [Solect action =] select

2. Onthe Upload Batch screen, click the Browse... button that appears after Data File. When the user’s
operating system dialogue box (Windows Explorer or Mac) opens, navigate to the location of the pipe
delimited text file that contains the data for the loan assignments, and double-click on the file name. The
operating system dialogue box closes and the path to the file appears next to the Data File: Browse...
button. If the user is not uploading the .zip file containing PDFs of supporting documentation for each of
the loan assignments, click the Upload Batch button, and continue to Step 4.

Upload Batch

Message

A

A

Data File:  Browss... IND file selactad. <
ImageFile:  Browse. . IND file selected.

Upload Batch | Return to Batch List
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3. To upload the .zip file containing PDFs of supporting documentation for each of the loan assignments
submitted in the pipe delimited text file, click the Browse... button that appears after Image File. When
the user’s operating system dialogue box (Windows Explorer or Mac) opens, navigate to the location of
the .zip file, and double click on the file name. The operating system dialogue box closes and the path to
the document appears next to the Image File: Browse... button. Click Upload Batch button. Note: The
user can upload supporting documentation in the Attach Loan Documents screen.

Upload Batch

Mesage

Data File:  Braowse... |N0 file selected.
ImageFile:  Browse... |1ﬁ'ﬂfe == =i

Unload Batch | @R :

4. When the data file is uploaded, the system performs a check for four (4) key pieces of data. 1) OPEID of
user logging into PLAS must match OPEID in file 2) 13 required fields in the header 3) 11 required fields
in the footer and 4) record count of three (3) or more in the file. If the upload passes the system check,
then a File(s) uploaded successfully! message will appear.

BES| s

File{s) uploaded successfully!
v

will be loaded for validation within

File Upload

Message:

Data File: Browse. | ASSIGN_00332900_20150606 tdt

Image File; Browse.. | Mo file selected

Upload Batch Return to Batch List
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If the upload fails the system check, then an Error! message will appear. Note: If an Error! message is
received, please check the data file for the four (4) validation items listed in Step 4.

match file.

File Upload

Message:

Data File: _Browse.. | ASSIGN_00252900_20150806061525 b4

Image File: Browse.. | assignment supporting documents.zip

Upload Batch Feturn to Batch List

5. Files uploaded to PLAS before 5pm (EST) will be available the next business day. Files uploaded after
5pm (EST) will be available after two (2) business days. The system extracts the data from the files,
creates a new batch with assignments, and marks the status as Entered. There will be a visual indicator
that will show the user that the system created the new batch.

Upload Supporting Documents

Supporting documents for each of the loan assignments must be uploaded to the system or mailed to ECSI
Federal Perkins Loan Servicer. All documentation must be mailed to ECSI Federal Perkins Loan Servicer within
five (5) business days, once the status of the assignment has changed to Submitted.

IMPORTANT!

e The user has two options for uploading supporting documentation to PLAS. 1) Enter all assignments in a
batch before attaching the supporting documents or 2) upload supporting documents after entering each

loan assignment.

e Even if electronic copies of promissory notes are uploaded to PLAS, all hard copy original or certified copy
promissory notes must be mailed to ECSI Federal Perkins Loan Servicer via registered mail.

o If the institution has a letter from the Department with permission to use an alternate supporting
document, then the letter and alternate document can be uploaded (in PDF format) to PLAS in place of the
required document, or the user can mail the letter and alternate document to ECSI Federal Perkins Loan

Servicer via registered mail.
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1. On the Assignment Borrower and Loan Form Manifest screen, locate the loan assignment that requires
supporting documents, and click the drop down arrow located under the Actions column. Click Attach
Assignment Documents, and click Select.

MENS | LOGDUT

Assignment Borrower and Loan Form Manifest

Messape
e dssignment Dhher:
[Creste a Hewe dsipament] I%eturn 1n Batzh Lhi|
Sesrch Dpiony

F Eatered P Sehool berdeg P Sobemed F koviewsd P EGS) besdieng P Rggocted P acceptod P Esportod  nefeesh wi]

Batch Humber; 8.1

anmentogietions, e

Hhow |J.!I.|I A Doyl ;I

145 e (L8308

o 4 alicdatior Ervod Lt

2. Onthe Attach Assignment Documents screen, click the Browse... button next to the name of each
document associated with the loan.

Attach Assignment Documents

Message:

OMB 1845 - Institutional Certification: Brawse... | reeess =0

OMB 1245 - Borrower and Loan Information:  Browse... |MNo file selected.

Promissory Mote: Browse... | No file selected,
Payrment History, Browse... | Mo file selected.

Acceleration Documentation: _Browse... | No file selected.
Litigation Documentation _Browse... | No file selected.

Bankruptcy Documentation _Browse... | Mo file selected.

Date of Last Disbursement Explanation _Browse... |No file selected.
Due Diligence Documentation _Browse... | Mo file selected,
Miscellaneous Documentation _Browse... |No file selected.

Other Documentation _Browse | Mo file selected.

Upload Documents | Return to Manifest |
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3. When the user’s operating system dialogue box (Windows Explorer or Mac) opens, navigate to the file
containing the supporting document and double-click on the file name. The operating system dialogue box
(Windows Explorer or Mac) closes and the path to the document appears in place of the Browse... button.
Repeat this process for each supporting document associated with the assignment. Note: Only one file can
be uploaded for each PDF file listed on this screen. When a file is uploaded, it replaces any previously
uploaded file.

4. Click Upload Documents button at the bottom of the page.

I Upload Docurnents | Return to Manifest | I

When the upload is complete, a message at the top of this page indicates whether the upload was successful.

(=N |
MENU | LOGOUT

Attach Assignment Documents

Thank you!

Your files have been successfully transmitted.
It will take up to 5 minutes far your documents to be loaded for viewing,

[Return to Manifest]

If the wrong file was uploaded, or if there were problems with the uploaded file, then the system will show
an Error! Invalid File Type! message. To correct an error message, follow the instructions in the above steps
1-4 to replace the file.

OMB 1845 - Institutional Certification: _Browss. .. | Assignment Borrower and Loan Form.csy Errord
Invalid File Type!
OMB 1845 - Borrower and Loan Information: _Browse... | No file selected.
Promissory MNote: _Browse... | Mo file selected.

Payment History: _Browse... | No file selected,

Acceleration Documentation: _Browse,.. | Mo file selected.

Litigation Documentation _Brawse... | Mo file selected.

Bankruptcy Documentation _Browse... | Mo file selected.

Date of Last Dishursement Explanation _Browse... | Mo file selectsd
Due Diligence Documentation _Browse... | Mo file selected.
Miscellaneous Documentation _Browse... | Mo file selected.

Other Documentation _Browss... | Mo file selected

Rt o s |
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5. The system performs a sweep minutes after the documentation has uploaded. This means the user: 1) will
need to wait five minutes, 2) go to View Manifest, 3) locate the Sequence # and 4) hover over the
Documents column. If the document was uploaded, a pop-up screen will show the link to the document. It
is recommended that the user click on the link to validate that the intended document was uploaded
correctly. If the user determines that the document type was not uploaded correctly, follow steps 1-4 in
this section.

Execute Batch Validation

Validations for batch assignments are performed in PLAS, and by ECSI Federal Perkins Loan Servicer. This
section of the user guide reviews the process of PLAS validation, and how the user can view and correct
validation errors. For the Loan Assignment Data Entry Method, users will need to validate the batch
immediately. Users have the option of validating the batch after all assignments are entered, or validating the
batch after each assignment is entered. To view a list of validations that PLAS runs, view Appendix-J: About
Automatic Validation.

1. On the Assignment Certification Form Administration screen, click the drop down arrow next to the
batch, click Execute Batch Validation, and click Select.

Assignment Certification Form Administration <——

Message:

Newr Batches:
[Create a Newv Batch]
[upload a Batch from a Fle]

Search Options:
Batch Nurnber: | [Find]
S5M: I [Find]
Last Name: | [Find]
DateRange: From:fog  /[31 /015 Tofos sfa sfeois [Find]
Create Batch Report |
Entry Forms |Form Actions
Batch #|Date statisticsfalerts
681  03/02/2015 Show Execute Batch Yalidation SE|Ett —
682 09/02/2015 Show Select Action select
Wiew Institutional Farm
681  09/02/2015 Show Wiy Manifiest Select

Edit Institutional Farm

Delete an Exisiting Batch
Execute Batch Walidation
Print Manifest

685 09/02/2015 Show
633 09/11/2015 Show
Count: 5
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2. On the Assignment Certification Form Administration screen, the system will display a validation-
completed message. Click the drop down arrow next to the batch number, select View Manifest and
click Select to review the validation for the assignment.

Assignment Certification Form Administration

Message: Validation completed with 0 forms skipped and 10 forms validated.

<
<«

NewrBatches:
[Create a New Batch]
[Upload a Batch from a File]

Search Options:
Batch Nurnber: l— [Find]
s [ [Find]
Last Name: l— [Find]
DateRange: From: l?jlrflm To: IF;IM_/IE [Find]

Create Batch Report

Mﬁ
Date tatisticgAlert:

681 09/02/2015 show Wigr Manlfest

682 09/02/2015 Show W select

634 09/02/2015 Show [Select action ] Seect

655 09/02/2015 Show [Select action =] Select

688 0971172015 Show [Select Action =] Seect

3. If validation of the batch is successful, the status of all assignments in the batch is changed to
Submitted. If validation of the batch is not successful, the status of the assignments in the batch will
display School Pending. If errors appear in the loan assignment data, corrections are required before
the validation for the assignment is performed again.

MERW | LOGOWT

Assignment Borrower and Loan Form Manifest
e e Form valicst ed wethoet srors

Mew dssignments: Dther:
Mreale & Rew Assigrment] [Retn 1o Bl List)

Smanih Optiony:
F Ertered F Sthool Pendieg F ssbeitted P eviewed F £G51 Pending F gjected P Accepted F Bported. [Retiesh )

Fiatily Roimlio: 657

eate Loan Report
— Sulbvattesd th Upinad 5 b Zadoct Achion =] weler

Upesd- [0h  CROARE & oo |t izt _lh'kl-l
hUpigad £ 5o [Soiect ction Rt

abeh Upload - £ 5 oo Sadect Achion =] wetect

b | St cton =] wrbext

B8 Schogl Pending

———l  5chool Fending

BB School Feading

789 Schod Sendng LS Bteh Upinad - £
TED  Schod Fendng TS Babch Upisad - £ % by ;li-rln.l
s | School Fending Babdh Upioad : € ¥ i 5 ey g, Eﬁﬂhl
THZ  Schoo Bending Upicad- £ =] welert
733 Schoo Fendng Baplsh Upicad - £ =] trbrct
School Fondng Babdh Upioad - £ :l*-l--l
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View and Correct Validation Errors

As stated in the previous section, a Pending status indicates that errors appear in the loan assignment data
that need to be corrected. If errors appear in the loan assignment data, corrections are required before the
validation for the assignment is performed again. The user can double click on the column heading Sequence
#, SSN, or Borrower Name to change the view to descending or ascending order.

1. On the Assignment Borrower and Loan Form Manifest screen, click the drop down arrow next to the
Sequence #, click View Validation Error List, and click Select.

MENY | LOGOUT

- . <&
Assignment Borrower and Loan Form Manifest =

Ehiiaig e Form vt ed without énrori

M g nmenty: thee:
Hueste & b A dgrasent| |Retisn b Rstih Lisd ]
Smmrch Options:

F Ertered F 5chod Pending F Submitted P Revewed F 030 Pendieg F Agected F Acoepted F Gported  [Reliesh )

i lidh Nuiilie: 682

Craate Loan Bagort

EE Susbaiit o Q00005 Batch Upboad - ECS1 09¢ E 5t mﬁl—
EE " Shirw [t acton =] e
Ers
ECS
ECS
ES
e

ECH

Fi 1] frhol Fenging

ZET Schol Perdng Gl Arhon

View Asigrrment

Ecit 5 Exithrg Atsgrvment
Db 30 Existing Assigramenit
dHtach Exsgnment Doouments
Evaruin Ermonment ' aldgtion

IEE School Fending
I3 Schogl Fendng
30 School Fendng
S Sehia Ferding
3D School Pendng
I3 Schonl Pendng
34 Schod Perding

Batch Upload

Batch Upload

1% Batch Upload

2. On the Assignment Borrower and Loan Form Error List screen, review the error messages and either
click [Export to Excel] to view the errors in a separate spreadsheet, or click [Return to Assignment List]
to return to the Assignment Borrower and Loan Form Manifest screen, and update the existing
assignment.

Assignment Borrower and Loan Form Error Listg=—————

Message:

[Refresh List] [Return to Assignment List] [Export to Excel] :

Error List for Assignment # 2356 in Batch # 682,

(52 T 5 T 5|
0013 Dateof Last Grace Period Enced or Will End is invalid or missing

0020 Date of Default is invalid, in the future, or missing
Count: 2
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3. Onthe Assignment Borrower and Loan Form Manifest screen, click the drop down arrow next to the
Sequence #, select Edit an Existing Assignment, and click Select.

HERU | LOGOUT

Assignment Borrower and Loan Form Manifest <«
Meviagr

A T h:

|Eresde s Hews Arskgrmend | [t o Mok Uit |

Sapmich Options:

F e F Schocl fending F Submited F Reviewsd F (051 Pending F Asjected F fccopted F Dported [Reiiresh L]

Batch Mumiber: 683

Cresfe Loan Report
'mmm-mm m-mmm_M|

30 [Setoct Arton _| eirat
e -
;T
I
]
=
2361 [Seloct Achon =] Seleat
i Ea =] dciont
%3 School Pend [ setect Arton x| Seleat
X Somodl Pendig 15 Bateh Uipioad - £05 [Saiact Acton =] Setet

4. On the Borrower and Loan Information Form, update the errors that are listed on the Assignment
Borrower and Loan Form Error List screen. Click [Save] at the bottom of the screen. The status of the
assignment will change from School Pending to Entered.

MENU | LOGOUT

Borrower and Loan Information Form <
Message:
Federal Perkins Loan Program/NDSL
Assignment Form: Borrower and Loan Information

ADMINISTRATIVE INFORMATION

Prom Nete Recetved: 7

Protn Nete Received Date:

Payment History Received: T

Interest Rate Matches Prom: 7

Form 1845 Matches Prom: ™

Date of Last Disbursement After Date of Departure Explanation Recewed 7
Return From TPD Servicer [T

Mo S5I Provided and Loan Made before Septeraber 13, 1982 T

Due Diligence Documentation Received 7

Approve First and Last Disbursement Dates not within the same fscal year 7

[save] [Cancel]
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5. Click the drop down arrow next to the Sequence # that has the status of Entered, and click Execute
Assignment Validation. If the errors are corrected, the status will change to Submitted. If the errors
were not corrected, an error message will appear in the Message section of the screen, and the Status
will change to School Pending.

BB | LOEOUT

Assignment Borrower and Loan Form Manifest <

Mesmpe: Form valdried wthout erory

B kg nimei [+ [ITEH

Heralr @ e Avipessnd] IWebum s S efdh Lhe|

Siaiils Opalomi

F Ervieresd F Fhon Fenang F Submited F Kyt F ECH P g = Leperied = Aroeped = Erportes  peficd List]

Batch BMunms GEd

Crpate Loen Report
I T -ECH OO 17 ' [Seect £t =] salert
[Eakert ot =] sedent
— [Foteet, tter =] salent
| bt Lo ter _;l'..l..l
|.|J.-\.'-. tir = Sebesi

[ie i =] terrp—————

6. Continue reviewing assignments with validation errors, and correcting the errors by repeating steps 1-5.
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Print the Manifest

The information on the manifest enables processors at ECSI Federal Perkins Loan Servicer to associate the
supporting documents received via mail with the associated loan assignments in PLAS. Note: The Department
requires that ECSI Federal Perkins Loan Servicer receive the hard copy original or certified copy promissory
notes for each loan assignment. Follow the steps below to print the required manifest.

1. On the Assignment Certification Form Administration screen, click the radio button next to a batch

number, and click [Print Manifest]. A manifest will open in a separate internet browser tab containing the
assignment’s batch and sequence number.

Assignment Certification Form Administration g

Message:

New Batches: Existing Batches: Other:
[Create a New Batch] [View Institutional Form]
[UploadaBatch from a File] || [View Manifest]

[Edit Institutional Form]
[Delete an Existing Batch]
[Execute Batch validation]
[Print Manifest] <

Search Options:

Batch Number: N [Find]
S5M A [Find]
Last Name; A [Find]
DateRange: From: 08 V/[17 V/feo1sY Toifos /1 Wy feoisY [Find]
Create Batch Report
[Entry [Farm
#{Date Alerts|
e < O 08/17/2015 Show
€ 861 08/17/2015 Show
€ 862 08/17/2015 Show
€ 663 08/17/2015 Show
€ 664 08/17/2015 Show
€ 678 08/25/2015 Show
€ 679 08/27/2015 Show

Count: 7

2. To print out the manifest by social security number or alphabetically by the borrower’s name, click the
Social Security Number header, or the Borrower’s Name header. Print the manifest from this tab. Note: To
print out the manifest from the internet browser tab, the user will follow the same steps that are used
today to print material from the internet.

vE 94 a8 0
Batch Maniflest
Batch: 660
_—> v Barery Member Barren) = Lo Trpr aeee P ?'::?;::I‘I 5:"'_:'
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Mail Supporting Documents

Package the manifest, the hard copy original or certified copy promissory notes, and any supporting
documents that were not uploaded using PLAS, and mail them to ECSI Federal Perkins Loan Servicer following
the instructions below.

1. Double-package the manifest and the supporting documents in opaque materials approved by the U.S.
Postal Service.

2. Include the “To” and “From” addresses on both the inner and outer packages.
3. Do notinclude information about the sensitivity of the package contents on the package.
4. Mail the package via registered mail to:

ECSI Federal Perkins Loan Servicer
1200 Cherrington Parkway, Suite 200
Moon Township, PA 15108

IMPORTANT! Documents mailed to the Department regional offices or to its headquarters in Washington D.C.
will be returned to the institution.

After ECSI Federal Perkins Loan Servicer receives all supporting documentation for a batch, staff members will
perform a manual validation to ensure that the information in the documents matches the data in the loan
assignments entered into PLAS.

If the manual validation is successful, the institution is notified via an email containing the Accepted Report.
The accepted report is available in PLAS within the Web Reports section. This means that the assignments
have been accepted and the status of the assighnment is changed to Exported. Although the accepted
assignments will be accessible and viewable, they will not be available for edit or deletion.

If the manual validation is not successful, an ECSI Federal Perkins Loan Servicer staff will contact the
submitting institution promptly by phone to verify or correct the information. The ECSI Federal Perkins Loan
Servicer staff member will contact the person listed as the Authorized Institution Official in Section B on the
Institutional Certification Form.
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Web Reports

After ECSI receives hard copy original or certified copy promissory notes and other supporting documentation
for each batch, a manual validation will be performed by ECSI Federal Perkins Loan Servicer. The manual
validation process ensures that the information in each of the loan assignments matches what was entered

into PLAS. Once assignments are accepted, the corresponding Accepted Report and Rejected Report will be
available for review in PLAS.

To Access Reports:

1. Onthe Menu screen, click Web Reports.

5GSI

MENU | LOGOUT
Menu

Perkins Loan Assignment System Account Administration
Perkins Loan Assignment System Change Password
—tl Web Reports Logoff

2. Toview a report, click the [v] next to the report name.

MENU | LOGOUT
View Web Reports
This page contains links to PDF documents, if you do not have Adobe Reader installed please follow this link to install it.

Message:

Period: 11/2014 v [Show Reports]

b __H b H Ol (R
_> [v] ASSIGNMENT filename.csv 11/12/2014 03.30 9,383 Acceptad Report
[v] ASSIGNMENT filename.pdf 11/12/2014 06.32 3,827 Rejected Report
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About the Accepted Report

The Accepted Report contains a summary of loans entered into PLAS, accepted by ECSI Federal Perkins Loan
Servicer. It displays a list of borrower names, types of loan, loan amounts, and outstanding balances. There is
summary information on the loan, including the total number of loans listed in the system and total

outstanding balance assigned per OPEID.

ExecutTon pate: ©8/11/73007 1200555 PM US DEpartment of Education
ECSI Federal Perkins Loan Servicer
perkins Load Database Eeport
mepart/uoad bate: 08117005
For crlginating School Q0332000 - FERNSTLVANLIA STATE UMIVERSITY (THE)
FLAS PLAS
Batch Sequence Account  Last: First; eiddle mame  Debt Prim smt Prin smt Int Due
Mumbar wimber wumber Id Loaned aut
678 2342 PERZ4] 5,000 00 5,000, 00 Q.00
LT ] 2346 PERZ2AD 2 5. 00 2 500 00 0. 0l
678 1345 PERZAD 2 2000, 00 2,000, 00 Q.00
Lo | 2343 PERZAD 2,000, 00 2,000, 00 Q.00
678 2344 PER24ID 1,004, 00 1,000, 00 Q.00
1z, 500.00 1z, 50:0.00 Q.00
THESE LOGNS FAYE DEEN ACCEFTED FOR ASSIGMNMEMT DY THE UNITED STATES DEFAETMENT OF EDUCATION AS OF: (9711715

Page 1

coll Costs/s
Pen Charges
.00

. 0

Q.00

Q.00

About the Rejected Report

The Rejected Report shows assignments rejected by ECSI Federal Perkins Loan Servicer. The report shows the
information entered for a particular loan and the reason for the rejection. The institution can resubmit the

assighment.
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View, Edit and Delete a Batch

View, Edit and Delete a Batch

Use the Search Options to locate an entered batch in PLAS. The system will allow the batch to be viewed,
edited, and deleted. Note: If the status has been changed to Submitted then the user will not be able to edit or
delete the batch. Contact ESCI Federal Perkins Loan Servicer to delete the batch if the status has been changed
to Submitted.

View a Batch

Use the Search Options to access and view the Institutional Certification Form associated with a batch. When
the user views the form, and returns to this screen, the previous search criteria is saved.

1. On the Assignment Certification Form Administration screen, use the Search Options dialog box to search
for a batch or one or more assignments associated with a borrower by entering in one of the following
identifiers: Batch Number, SSN, Last Name, or a Date Range when the batch was entered into PLAS. Click
[Find] to locate the search criteria. Note: The system pulls batches from the last fourteen days. Use the
Date Range fields to view batches beyond the fourteen-day timeframe.

Assignment Certification Form Administration <—}——

Message:
Newr Batches:
[Create a New Batch]
[upload a Batch from a Fle]
Search Options: <
Batch Number; [Find] q—
S5M: [Find]
Last Name: [Find]
DateRange! From: Iua /31 flzois To |DQ ,r|14 #2015 [Find]
Create Batch Report |
Entry Forms  [Form jActions
Date tatisticsAlerts
681 09/02/2015 Show 59|Ect Action - Selecl
682 (09/02/2015 Show [Select action =] Select
684 09/02/2015 Show [Select action | select
635 09/02/2015 Show | Select Action | select
688 09/11/2015 Show [Select action =] select
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2. Alist of batches that contain the criteria entered in the Search Options appears in the table at the bottom

of the screen. Click the drop down arrow next to the batch, select View Institutional Form, and click

Select. This opens in another tab within the system and allows the user to view the information on the

form. Close the tab to return to the Assignment Certification Form Administration screen. Review the next

section to learn how to edit the Institutional Certification Form.

Assignment Certification Form Administration

Message:

New Batches:
[Create a Mew Batch]
[Upload a Batch from a File]

Search Options:

Batch Number: | [Find]

S5N: | [Find]

Last Name: | [Find]

DateRange: From:|og  /f31 /2015 Tofoo she  fle01s [Find]
Create Batch Report I

Entry Forms [Form |Acti
Date statisticgAlert:

09/02/2015 Show [Wiew Institutional Form =] Select

6a2 09‘{02‘(2015 Show SE|ECt .l'-'\CIDﬂ
stitutional Form
684 09/02/2015 Show Wiew Manifest

Edit Institutional Form
Delete an Exisiting Batch
Execute Batch Walidation
Pririt Manifest

655  (09/02/2015 Show
09/11/2015 Show
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Edit a Batch

By selecting the Edit Institutional Form option, the institutional information for the batch will be displayed in
editable fields.

1. On the Assignment Certification Form Administration screen, click the drop down arrow next to the
batch, select Edit Institutional Form, and click Select. Edit the Institutional Certification Form, and click
[Save] at the bottom of the page to save the changes to the form.

Assignment Certification Form Administration ——

Message:

Newr Batches:
[Create a Mew Batch]
[Upload a Batch from a Fle]

Search Options:
Batch Mumber: | [Find]
S5M: I [Find]
Last Name: | [Find]
DateRange: From:IDB /31 2015 Terfoe e ;|2015 [Find]
Create Batch Report |
Entry Forms [Form |Actions
Batch #{Date statisticsiAlert

681 05/02/2015 Show Edlt Institutional Form > 5‘3'3(‘ —
652 09/02/2015 Show Select Action

wigw Institutional Form
684 09/02/2015 Show Wigw Manifest

Edit Institutiona Form
Delete an Exisiting Batch
Execute Batch Walidation
Print Manifest

655 05/02/2015 Show
686 09/11/2015 Show
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Delete a Batch

Although not a common practice in the system, the user has the option of deleting a batch if needed. An
example for deleting a batch may include (but is not limited to) user error while entering the batch.

Warning! When a batch is deleted, all of the loan assignments housed within the batch are deleted.

1. On the Assignment Certification Form Administration screen, to delete the batch click the drop down

arrow next to the batch number, select Delete an Existing Batch, and click Select.

Assignment Certification Form Administration

Message:

Newr Batches:
[Create a Hew Batch]

[upload a Batch from a File]

Search Options:

Batch Number: |

[Find]
[Find]
[Find]

[Find]

S5M: I
Last Name: |
DateRange: From: |03 ,-’|31 Jl201s To IDQ /14 f|2015

Create Batch Repart |

Entry Forms  |Form ctions
Batch #Date statisticsjilert:
681 09/02/2015 Show Edlt Imstitutional Form = SE|E(1
682 09/02/2015 Show | Delete an Exisiting Batch = | Select

634 09/02/2015 Show Select Action

685 09/02/2015 Show Wigw Manifest
Eciit Instituiti | Fi
682  09/11/2015 Show T T
. 3 Execute Elatch Waidation
ek Marfont

Wiew Institutional Form

Select

Select

2. Click OK to delete the batch, or click Cancel to exit without deleting the batch.

Are you sure you wwant to delete the batch?

Ok I Cancel
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View, Edit, and Delete an Assignment

View, Edit, and Delete an Assignment

Use the Search Options dialog box to locate assignments in PLAS. View the assignments on the Borrower and
Loan Information Form Manifest screen. When a loan assignment search is entered based on a borrower’s
name or social security number, the search function displays all batches that contain assignments matching the
criteria entered. Note: If the status has been changed to Submitted then the user will not be able to edit or
delete the Assignment. Contact ESCI Federal Perkins Loan Servicer to delete the assignment.

View an Assignment

1. On the Assignment Certification Form Administration Manifest screen, use the Search Options dialog box
to search for a batch or one or more assignments associated with a borrower by entering in one of the
following identifiers: Batch Number, SSN, Last Name, or a Date Range when the batch was entered into
PLAS. Click [Find] to locate the search criteria. Click the drop down arrow next to the batch, select View
Manifest, and click Select. Note: The system pulls batches from the last fourteen (14) days. Use the Date
Range fields to view batches beyond the fourteen-day timeframe.

Assignment Certification Form Administration

Message:

Newr Batches:
[Create a New Batch]
[upload a Batch from a Hle]

Search Options: A—
Batch Number; I [Find],
1 I [Find]
Last Name: | [Find]
DateRange: From: IDB ,-’|31 Fl2015 To IDQ J-’Il‘l /12015 [Find]
Create Batch Report |
Entry Forms [Form jActions
Date s tatisticsalert:
531 09/02/2015 Show Select Action - Seletl
682 08/02/2015 Show [\iew Marifest =] Selectlm—
684 09/02/2015 Show Select Action select

Yigwy Institutional Form
625 09/02/2015 Show

638 09/11/2015 Show

Calact
T
Edit Institutional Form

Delete an Exisiting Batch | 3ekert
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View, Edit, and Delete an Assignment

2. Onthe Assignment Borrower and Loan Form Manifest screen, the assignments appear at the bottom of
the screen. To narrow the search results for the assignments, click on a status checkbox located under the
Search Options dialogue box. Click on [Refresh List] to search for the new assignments criteria.

Assignment Borrower and Loan Form Manifest <

B i
Merm g nimenEs: L
Haraie & Hew Asdgrmenk] e e

.Emnhl:-vp'ﬂms: D —————————

Eabilh Rumnber 662

Lok 10

F inexl F it Peniding F Submitted F Biviewsd F 051 2 g F Bt F nccoptid F Exported  [Relnesh L] :

o Bwich List]

Cregte Losn Report
mmmmm-m_m
i+ n ETS Ferding ol ECS OR142015 show [ Select arton =] terliat
FEE  Sched bunding B LT ek T s ] | akac | ALEC _|\-.-ln|
3T School Ferdng ECSl  O30a72005 I‘.-'.*h:l Arfion ;I Grlea
B School Fesdng % Baboh Upload - BG5S O3/082005 [ Sedct acon L ]
D dehad 8 51 CMCEaNS [ Gkinct mcmew =] seein
W0 Gchas OOV A0S [ Sedect Acton =] selean
23 School P D0IA5 [Setact acnon x| St
JED Schoo Feedng RS I"‘"' I AcBon ;I Sedeat
T3 Schon Serdng RS =] edenn
Sehon Fending =] sedest

3. Onthe Assignment Borrower and Loan Form Manifest screen, click the drop down arrow next to an
assignment, select View Assignment, and click Select. The Borrower and Loan Information screen opens
in a new tab and allows the user to view the assignment. Click the X to close the tab to return to the
Assignment Borrower and Loan Form Manifest screen. Note: To make changes to the assighment, see

the instructions for Edit an Assignment.

Assignment Borrower and Loan Form Manifest

Moessipe:
e Assig nimenits: Ot
[Creaie a e Aesigninent] | R fum

Saearch Options

F frtered F e Pendng B Submitted B Reiewed F E051 percing P Rejected P dccested B Deported  [Refresh L)

o B ch k] |

Eatch Humber: 832

Create Loan Repart

235 ECH Pending 022015 Batch Upload - EC5I
256 School Penchag 15 Babeh Ligload - EC51
ZH/T  Schod PFending 15 Batch Upoad - ECSI
¥HEE  Schoo Fending 15 Batch Upload - ECSI
ZA2% School Pending % Batch Uplosd - EC51

(14,2005
.Lv._...t.-_n_r. Show
09/032015
2808 F 2015
O 03201%

B E-mm-mmz_

| view Assgrment = | vl
Sakect ACTION w_
Eckt o Exsiireg Bsdagnment Selet
o te an Exkti ALE

et an Exktieg Aspgrineni .

Ettach Assgryment Dooumenits
Exdsduts Aiugramert W,
Wi Wabdation Eimor Lt

S0 ket

Z300  School Pending 1% Batch Upload - EGSI 030572015 [Sedect fictan =] Sedest
231 Schod Pending 15 Batch Uplosd- EC3 O/0RF015 i [Sebet toton =] sebeen
ZET  Schoo Pendling 15 Batch Ugload - ECSI 03/03720L5 |-',:h-| ACTion ﬂ Seleat
IF  School Penchag 15 Babch Ugload- ECSI 09/ 0&70L5 [Fabert mcmne ﬂ Sebet
Schod Pending 15 Batch Upload DE/0E0L5 |_=¢1:\-| Arfion j Selech
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Edit an Assignment

View, Edit, and Delete an Assignment

To edit information about assignments, follow the steps below.

1. On the Assignment Borrower and Loan Form Manifest screen, click the drop down arrow next to the
assignment, select Edit an Existing Assignment, and click Select.

Mg

Rrwr Ansignimenl
ICreate a Hew Aviigranent |

[Seareh options:

Assipnment Borrower and Loan Form Manifest <«

F Entered F 5chocl rendng F submisted F seiewed F B0 fendng F sgected F Accepted P Exported  plefrests List]

Hhnr
[P b 1 s L]

Batch Muindir: &l

IH/E  EC Pending
Sitoa Pending|

e ]
BT Sohodl Panding
TEE
i)
230
rEl
;2
I3 S
I Sitoo Pending

Creshes Loan Roport
bequence tatus____KsM ___ Bomower Mame__Fatry Date Evtered By Jast Edked Dateflast EdRed By Documenigcions bt
: s

0022015 Babch Upload: ECS1  OSYLASA015 oW [Gewctacon 5]
o Ugioad- BC51 0ROAA015 Show [Eckt o Exmting Asugrrreert. 5] Selert

Bsboh Uplagad. EOS1 000 005 SR Select Bt delec
‘Wi Argremerd

Batth Upisasd- ECS1  OSYCH/005 [ e
e it & ik

oh Uploadd- EC51 0/DR/2015 how P 1':,";?.‘. Fial B L

Babeh Uploed: EC51  0S/0/2015 show Espcute Assgrmer Vakien  |select
Wigw Y ation Eror Lt

Bl Upload. [051  (RYOG015 how A =] bt
Babch Upioad: ECS1  0SY0E/2015. show : x| et
Batch Upicad: E051 030872005 how [Solact acton ] tedent
Bbch Uploesd- ECB1 00005 shaw [5etect 2cton =] sebert

2. Edit the information on Borrower and Loan Information Form, and click [Save] at the bottom of the page

to save the changes.
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View, Edit, and Delete an Assignment

Delete an Assignment

To delete an assignment in PLAS, follow the steps below.

1. On the Assignment Borrower and Loan Form, click the drop down arrow next to the assignment, select
Delete an Existing Assignment, and click Select.

Assignment Borrower and Loan Form Manifest

ey e You cannok et the form of This bme

Mewassgnments Cthe:
e eale @ Mer Asidgmireent] [Fetisn b Bl L]
Seanih Oplodric

F erteed F Sthod Pendeg P Ssbeited P Beviewed P 651 Pending P Reiected P Socepted P Eported  Jefvesh i)

Watih Rombe: 687

oo Loan Roport
mmmm mmm_ ekt
i 2] ECSI Pending oo atch Upload- ECH 03/14,/201%

IIIH- # 5 Dailieg Mgyt _I#

Jha Scho Fendng
7 School Pondng
268 Schonl Pending

3 Batch Liplaad -

5 Batch Upload
1% Bateh Upload
1% Baidch Liplaad - ECH

(v, Lak Yrall]
DR0370LS SR
Dia,F 01

canyrmLs

Bt i Euntireg Adinpvrand L]

B9 Sehodd Bending

TED  Schend Pending

Batch Uplaad - ECR
D303 2015 Batch Upload

CARYILS
09037015

231 School Pending |<.-.1c t oo =] Selieit

i -7 ichonl Fending 00 2015 Batch Uiplosd - (nelak el | e | A, v | St
I3 Schood Pendng DALY Byich Uplosd - OO [t Bt x| el
2354 Skl Puniding 09032015 Bateh Upload DA3P0Ls | Sedact Aces = | el

Codini= 10

2. Click OK to delete the assignment, or click Cancel to exit without deleting the assignment.

Are you sure you want to delete the assignment?

OK I Cancel
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Appendices

Appendices

Appendix A-AbDOUt Data File LAYOULS .....ccccuiiiiiciiiee ettt e ettt e e et e e e e eate e e e e satae e s sntaeeesntaeeesnsaeaeenns 62
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Appendix D-About ASSIZNMENT RECOIUS ......uiiiiiiiieeciiiee ettt e e e et e e e seate e e e s ebtaeeesantaeeesntaeeesansaeaesnns 67
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Appendix I-How to Create a .zip File WIth PDFS.....cccciiiiiiiiie ettt siree e s s sare e e s snae e e s snaaeaeeans 98
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Appendix A-About Data File Layouts

Before a file is uploaded to PLAS, a pipe delimited text (.txt) file must be generated that contains:

e Institutional Certification information in the Header Record.

e Borrower and Loan Information for each assignment in the Assignment Record.

e A summation of key fields in each of the assignment records in the Trailer Record.
Each field in a pipe delimited data file has a maximum length that cannot be exceeded and must be separated
from the next field by a pipe (|) symbol. The maximum length, along with other information about what must

appear in each field, is listed in the File Layout table in this appendix.

IMPORTANT!

The following format must be used when naming a delimited text file that is uploaded into PLAS:
ASSIGN-OPEID-YYYYMMDDHHMMSS.txt.

Follow the rules below when editing data in a delimited text file:

o Allow the fields to wrap without pressing [Enter]. Using the [Enter] key will cause an error to occur when
PLAS is processing the batch file.

e Do not use dollar signs in fields containing a monetary value.
e Include a decimal point to indicate the cents associated with an amount.

e Trim the leading zeros on the left of the decimal point from numeric fields.
e Leave off trailing blanks from text fields.

e Enter a second pipe to indicate that a field is empty when a field does not contain any data.
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Appendix B-About the Header Record

The Header Record must contain the information that appears on the Institutional Certification Form.

This information must appear in the first line of the data file, separated by pipes. The information that appears
in each field is displayed in the Header Record Layout. The file layout indicates the format and length of each
field.
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Appendix C-Header Record Layout

The following table indicates how each of the header record fields must be formatted when the data file is
uploaded to PLAS.

Field Name Description
Yes

Name of ALPHA 60 Name of the Institution
Institution
Yes OPEID NUM 8 OPEID of the Institution named in
Field 1
Yes Street Address ALPHA- 35 Street address Line 1 of the Institution
1 NUM named in Field 1
No Street Address ALPHA- 35 Street address Line 2 of the Institution
2 NUM named in Field 1
Yes City ALPHA 25 City of the Institution named in Field 1
Yes State ALPHA 2 Two letter abbreviation for the state
the Institution in Field 1 is located
Yes ZIP Code NUM 14 Mailing ZIP code of the Institution
named in Field 1
Yes Name of ALPHA- 50 Full name of authorized institutional
Authorized NUM official for Institution in Field 1
Institutional
Official
Yes Phone Number NUM 20 Telephone number for authorized
official named in Field 8
Yes Title of ALPHA 30 Title of authorized official named in
Authorized Field 8
Institutional
Official
Using the Federal Perkins Loan Assignment System Page 65 of 102
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ﬂ Field Name Description

Certification This is the date the loan transfers
Date from the Institution to the
Department. This date will use the
following format:
“YYYYMMDD”

13 ll
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Appendix D-About Assignment Records

Assignment records make up the bulk of the data file. Each field must be separated by a pipe.

The information that should appear in each field appears in the Assignment Record Layout. The file layout
indicates the format and length of each field.
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Appendix E-Assignment Record Layout

The following table indicates how each of the assignment record fields must be formatted when the data file is
uploaded to PLAS.

Institutional Certification Form Header

Page 68 of 102
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Yes

Yes

No

Yes

Yes

Yes

Yes

Yes

Yes

Name of
Institution

OPEID

Street
Address 1

Street
Address 2

City

State

ZIP Code

Name of
Authorized
Institutional
Official

Phone
Number

Title of
Authorized
Institutional
Official

ALPHA

NUM

ALPHA-
NUM

ALPHA-
NUM

ALPHA

ALPHA

NUM

ALPHA-
NUM

NUM

ALPHA

Using the Federal Perkins Loan Assignment System

35

35

25

14

50

20

30

Name of the Institution

OPEID of the Institution named in
Field 1

Street address Line 1 of the
Institution named in Field 1

Street address Line 2 of the
Institution named in Field 1

City of the Institution named in
Field 1

Two letter abbreviation for the
state the Institution in Field 1 is
located

Mailing ZIP code of the Institution
named in Field 1

Full name of authorized
institutional official for Institution
in Field 1

Telephone number for authorized
official named in Field 8

Title of authorized official named
in Field 8



ﬂ Field Name Data Type Length Description

gz;zflcanon This is the date the loan transfers

from the Institution to the

Department. This date will use the
following format:
“YYYYMMDD”

13 II
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Assignment Form File Layout

Yes Borrower Last ALPHA 20 The borrower’s last name for
Name whom the assignment is being
submitted
Yes Borrower First ALPHA 12 The borrower’s first name for
Name whom the assighment is being
submitted
No Borrower ALPHA 1 The borrower’s middle initial for
Middle Initial whom the assignment is being
submitted
Yes Borrower SSN NUM 9 The borrower’s Social Security
Number for whom the
assignment is being submitted
No Borrower ALPHA 50 The borrower’s previous name.
Previous This field is NOT required.
Name
Yes Borrower Date NUM 8 Date of birth of the borrower.
of Birth This date will use the following
format: YYYYMMDD (Year,
Month, Day)
7 Yes Borrower Date NUM 8 Date the borrower left school.
of Departure This date will use the following
format: YYYYMMDD (Year,
Month, Day)
Yes Borrower ALPHA 1 The status of the borrower’s
Current or address. This field will need to be
Last Known one of the following statuses:
Address Status A = Domestic
F = Foreign
M = Military
Yes B ALPHA- 40 Address of the borrower named
orrower o
Address Line 1 ) in Field 1
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Required | Field Name Data Length Description
Type

ALPHA- Second address line of the
NUM borrower named in Field 1. This
field is NOT required.

Yes B ALPHA City of the borrower named in
orrower Fiold 1
ie

Address City

Borrower
Address Line 2

Yes Borrower Zip NUM 11 The ZIP code of the borrower
Code named in Field 1
Not required Cosigner Last ALPHA Last name of the cosigner of the
unless Name loan.
cosigner Field is required if a cosigner is
present on present on the loan.
the loan
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Required | Field Name

Description

Not required Cosigner
unless Middle Initial
cosigner
present on
the loan

Not required Cosigner

unless Social Security
cosigner Number
present on
the loan

Not required Cosigner
unless Address Status
cosigner
present on
the loan

Not required Cosigner
unless Address Line 1
cosigner
present on
the loan

Not required Cosigner
unless Address Line 2
cosigner
present on
the loan

Not required Cosigner

unless Phone
cosigner on  Number
the loan
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ALPHA

NUM

ALPHA

ALPHA-
NUM

ALPHA-
NUM

NUM
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40

40

25

Middle initial of the cosigner of
the loan.

Field is required if a cosigner is
present on the loan.

Social Security Number of the
cosigner of the loan.

Field is required if a cosigner is
present on the loan.

The status of the cosigner’s
address. This field will need to be
one of the following statuses:

A = Domestic

F = Foreign

M = Military

Field is required if a cosigner is
present on the loan.

Address of the cosigner named
for the loan.

Field is required if a cosigner is
present on the loan.

Second address line of the
cosigner named for the loan.

Field is required if a cosigner is
present on the loan.

Phone number for the cosigner of
the loan.

Field is required if a cosigner is
present on the loan.



Required

Field Name

Description

Not required
unless
cosigner
present on
the loan

Not required
unless
cosigner
present on
the loan

Not required
unless
cosigner
present on
the loan

No

Yes

Yes

Yes

Yes

Cosigner
Address City

Cosigner
Address State

Cosigner Zip
Code

Cosigner
Country Name

Date of First
Disbursement

Type of Loan

Applicable
Interest Rate
on Loan

Date of Last
Disbursement

ALPHA

ALPHA

NUM

ALPHA

NUM

ALPHA

NUM

NUM
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25

11

30

City of the cosigner named for
the loan.

Field is required if a cosigner is
present on the loan.

2 letter abbreviation of state of
the cosigner of the loan.

Field is required if a cosigner is
present on the loan.

The ZIP code of the cosigner of
the loan.

Field is required if a cosigner is
present on the loan.

Country name of cosigner of the
loan.

The date the borrower received
the first disbursement on their
loan. This date will use the
following format: YYYYMMDD
(Year, Month, Day)

The type of loan to be assigned.
Valid types are:

P = Perkins

| = National Direct Student Loan
E = National Defense Student
Loan

Percentage rate of the loan. This
value is entered as a percentage
(xx.xxx).

The date the last loan
disbursement was received. This
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Required | Field Name Data Length Description
Type

Yes Date of Last The date the grace period on the
Grace Period loan ended or will end. This date
Ended or Will will use the following format:
End YYYYMMDD (Year, Month, Day)

| .lI

34 Loan 1
Accelerated
Status 2 = Loan accelerated

This field is required.

1 = Loan not accelerated

Loan Litigation 1

1 = Loan not litigated
Status

2 = Loan litigated
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Required | Field Name Description

Required if  Borrower NUM 1 The following values are valid:
loan statusis Repayment 0 = not answered (loan in default)
In School, Status 1 = In school
Grace, 2 = Grace
Repayment, 3 = Repayment
or Deferred 7 = Deferred

Required if  Assignment ALPHA- 100 Required open field to give
Field 39is8 Reason Memo NUM reason for Status 8 in Field 39.
(Other)

Required if  Principal NUM 11 Dollar Value for Principal Amount
there wasan Amount Adjusted in the following format:
adjustment  Adjustment 99999999.99
to principal
amount
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Required

Required if

there was a

cancellation

to principal
amount

Yes

Required if
there was a
collection
cost repaid
on the loan

Required if

interest was
repaid on the

loan

Required if

interest was
cancelled for

the loan

Yes

Required if
there are
collection

cost/penalty

or late
charges for
the loan

Field Name

Principal
Amount
Cancelled

Principal
Amount
Outstanding

Collection
Cost Repaid

Interest
Repaid

Interest
Cancelled

Interest Due

Collection
Cost/Penalty
and Late
Charges

NUM

NUM

NUM

NUM

NUM

NUM

NUM

Using the Federal Perkins Loan Assignment System

11

11

11

11

11

11

11

Description

Dollar Value for Principal Amount
Cancelled in the following format:
99999999.99

Dollar Value for Principal Amount
Outstanding in the following:
format 99999999.99

Dollar Value for Collection Cost
Repaid in the following format:
99999999.99

Dollar Value for Interest Repaid in
the following format:
99999999.99

Dollar Value for Interest
Cancelled in the following format:
99999999.99

Dollar Value for Interest Due in
the following format:
99999999.99

Dollar Value for Collection Costs/
Penalty and Late Charges in the
following format: 99999999.99



Required | Field Name Description

Yes Total Amount NUM 11 Dollar Value for Total Amount
Outstanding Outstanding in the following:
format 99999999.99

Type of AEPAL . The following values are valid

Cancellation (1 when defining the type of

of 6 records) cancellation:
on the loan BFS = Child, Family, Early

Important: Intervention 15%

The data file BGS = Child, Family, Early
layout can Intervention 20%

accommodate BHS = Child, Family, Early
up to six Intervention 30%

cancellation BFR = Firefighter 15%
BGR = Firefighter 20%

Required if
there is a
cancellation

records for

each loan
assignment. BHR = Firefighter 30%

BFH = Headstart 15%

BFL = Law 15%

BGL = Law 20%

BHL = Law 30%

BFI = Librarian 15%

BGI = Librarian 20%

BHI = Librarian 30%

BFM = Medical Technician 15%
BGM = Medical Technician 20%
BHM = Medical Technician 30%
Bl = Military After 1972 12.5%
BFJ = Military After 2008 15%
BGJ = Military After 2008 20%
BHJ = Military After 2008 30%
BE = Military Before 1972 12.5%
BFN = Nursing 15%

BGN = Nursing 20%
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Required | Field Name Description

BHN = Nursing 30%

BS = Pre-K/Childcare 15%
BFA = Public Defender 15%
BGA = Public Defender 20%
BHA = Public Defender 30%
BFE = Speech Language 15%
BGE = Speech Language 20%
BHE = Speech Language 30%
BF = Teacher After 1972 15%
BG = Teacher After 1972 20%
BH = Teacher After 1972 30%
BC = Teacher Before 1972 10%
BD = Teacher Before 1972 15%
BFU = University Faculty 15%
BGU = University Faculty 20%
BHU = University Faculty 30%
BFV = Various 25%

BGV = Various 20%

BHV = Various 30%

BFP = Volunteer 15%

BGP = Volunteer 20%

Required if  Cancellation NUM 6 Percentage rate of Cancellation.
there is a Percentage This value is entered as a

cancellation  Rate (1 of 6) percentage (xx.xxx)

on the loan

Required if  Principal NUM 8

Dollar Value of Principal
Cancelled. This amount should

cancellation  6) match field 42
on the loan

thereis a Cancelled (1 of

Page 78 of 102 Using the Federal Perkins Loan Assignment System
DC2 - Restricted



DC2 - Restricted

Required

Required if
thereis a
cancellation
on the loan

Required if
thereis a
cancellation
on the loan

Required if
thereis a
cancellation
on the loan

Required if
thereis a
second
cancellation
on the loan

Field Name

Interest NUM
Cancelled (1 of

6)

Cancellation NUM

Service Start
Date (1 of 6)

Cancellation NUM
Service End
Date (1 of 6)

Type of ALPHA

Cancellation (2
of 6)

Important:
The data file
layout can
accommodate
up to six
cancellation
records for
each loan
assignment

Using the Federal Perkins Loan Assignment System

Description

Dollar Value of Interest Cancelled.
This amount should match field
46

The date the cancellation began
for the loan. This date will use the
following format: YYYYMMDD
(Year, Month, Day)

The date the cancellation ended
for the loan. This date will use
the following format: YYYYMMDD
(Year, Month, Day)

The following values are valid
when defining the type of
cancellation:

BFS = Child, Family, Early
Intervention 15%

BGS = Child, Family, Early
Intervention 20%

BHS = Child, Family, Early
Intervention 30%

BFR = Firefighter 15%

BGR = Firefighter 20%

BHR = Firefighter 30%

BFH = Headstart 15%

BFL = Law 15%

BGL = Law 20%

BHL = Law 30%

BFI = Librarian 15%

BGI = Librarian 20%

BHI = Librarian 30%

BFM = Medical Technician 15%
BGM = Medical Technician 20%
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Required | Field Name Description

BHM = Medical Technician 30%
Bl = Military After 1972 12.5%
BFJ = Military After 2008 15%
BGJ = Military After 2008 20%
BHJ = Military After 2008 30%
BE = Military Before 1972 12.5%
BFN = Nursing 15%

BGN = Nursing 20%

BHN = Nursing 30%

BS = Pre-K/Childcare 15%

BFA = Public Defender 15%
BGA = Public Defender 20%
BHA = Public Defender 30%
BFE = Speech Language 15%
BGE = Speech Language 20%
BHE = Speech Language 30%
BF = Teacher After 1972 15%
BG = Teacher After 1972 20%
BH = Teacher After 1972 30%
BC = Teacher Before 1972 10%
BD = Teacher Before 1972 15%
BFU = University Faculty 15%
BGU = University Faculty 20%
BHU = University Faculty 30%
BFV = Various 25%

BGV = Various 20%

BHV = Various 30%

BFP = Volunteer 15%
BGP = Volunteer 20%
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Required

Required if
thereis a
second
cancellation
on the loan

Required if
thereis a
second
cancellation
on the loan

Required if
thereis a
second
cancellation
on the loan

Required if
thereis a
second
cancellation
on the loan

Required if
thereis a
second
cancellation
on the loan

Required if
thereis a
third
cancellation
on the loan

Field Name

Cancellation NUM
Percentage
Rate (2 of 6)

Principal NUM
Cancelled (2 of
6)

Interest NUM
Cancelled (2 of
6)

Cancellation NUM
Service Start
(2 of 6) Date

Cancellation NUM
Service End
Date (2 of 6)

Type of ALPHA

Cancellation (3
of 6)

Important:
The data file
layout can
accommodate

Using the Federal Perkins Loan Assignment System

Description

Percentage rate of Cancellation.
This value is entered as a
percentage (Xx.xxx)

Dollar Value of Principal
Cancelled. This amount should
match field 42

Dollar Value of Interest Cancelled.
This amount should match field
46

The date the cancellation began
for the loan. This date will use the
following format: YYYYMMDD
(Year, Month, Day)

The date the cancellation ended
for the loan. This date will use
the following format: YYYYMMDD
(Year, Month, Day)

The following values are valid
when defining the type of
cancellation:

BFS = Child, Family, Early
Intervention 15%

BGS = Child, Family, Early
Intervention 20%

BHS = Child, Family, Early
Intervention 30%

BFR = Firefighter 15%
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Required | Field Name Description

up to six BGR = Firefighter 20%
cancellation

- £ H 0,
e BHR = Firefighter 30%
each loan BFH = Headstart 15%
assignment BFL=Llaw 15%

BGL = Law 20%

BHL = Law 30%

BFI = Librarian 15%

BGI = Librarian 20%

BHI = Librarian 30%

BFM = Medical Technician 15%
BGM = Medical Technician 20%
BHM = Medical Technician 30%
Bl = Military After 1972 12.5%
BFJ = Military After 2008 15%
BGJ = Military After 2008 20%
BHJ = Military After 2008 30%
BE = Military Before 1972 12.5%
BFN = Nursing 15%

BGN = Nursing 20%

BHN = Nursing 30%

BS = Pre-K/Childcare 15%

BFA = Public Defender 15%
BGA = Public Defender 20%
BHA = Public Defender 30%

BFE = Speech Language 15%
BGE = Speech Language 20%
BHE = Speech Language 30%

BF = Teacher After 1972 15%
BG = Teacher After 1972 20%

BH = Teacher After 1972 30%
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Required

Field Name

Description

Required if
thereis a
third
cancellation
on the loan

Required if
thereis a
third
cancellation
on the loan

Required if
thereis a
third
cancellation
on the loan

Required if
thereis a
third
cancellation
on the loan

Cancellation
Percentage
Rate (3 of 6)

Principal
Cancelled (3 of
6)

Interest
Cancelled (3 of
6)

Cancellation
Service Start
Date (3 of 6)

NUM

NUM

NUM

NUM

Using the Federal Perkins Loan Assignment System
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BC = Teacher Before 1972 10%
BD = Teacher Before 1972 15%
BFU = University Faculty 15%
BGU = University Faculty 20%
BHU = University Faculty 30%
BFV = Various 25%

BGV = Various 20%

BHV = Various 30%

BFP = Volunteer 15%

BGP = Volunteer 20%

Percentage rate of Cancellation.
This value is entered as a
percentage (Xx.xxx)

Dollar Value of Principal
Cancelled. This amount should
match field 42

Dollar Value of Interest Cancelled.
This amount should match field
46

The date the cancellation began
for the loan. This date will use the
following format: YYYYMMDD
(Year, Month, Day)
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Required

Field Name

Description
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Required if
thereis a
third
cancellation
on the loan

Required if
thereis a
fourth
cancellation
on the loan

Cancellation
Service End
Date (3 of 6)

Type of
Cancellation (4
of 6)

Important:
The data file
layout can
accommodate
up to six
cancellation
records for
each loan
assignment

NUM

ALPHA

Using the Federal Perkins Loan Assignment System

The date the cancellation ended
for the loan. This date will use

the following format: YYYYMMDD
(Year, Month, Day)

The following values are valid
when defining the type of
cancellation:

BFS = Child, Family, Early
Intervention 15%

BGS = Child, Family, Early
Intervention 20%

BHS = Child, Family, Early
Intervention 30%

BFR = Firefighter 15%

BGR = Firefighter 20%

BHR = Firefighter 30%

BFH = Headstart 15%

BFL = Law 15%

BGL = Law 20%

BHL = Law 30%

BFI = Librarian 15%

BGI = Librarian 20%

BHI = Librarian 30%

BFM = Medical Technician 15%
BGM = Medical Technician 20%
BHM = Medical Technician 30%
Bl = Military After 1972 12.5%
BFJ = Military After 2008 15%
BGJ = Military After 2008 20%
BHJ = Military After 2008 30%
BE = Military Before 1972 12.5%
BFN = Nursing 15%



Required | Field Name Description

BGN = Nursing 20%

BHN = Nursing 30%

BS = Pre-K/Childcare 15%
BFA = Public Defender 15%
BGA = Public Defender 20%
BHA = Public Defender 30%
BFE = Speech Language 15%
BGE = Speech Language 20%
BHE = Speech Language 30%
BF = Teacher After 1972 15%
BG = Teacher After 1972 20%
BH = Teacher After 1972 30%
BC = Teacher Before 1972 10%
BD = Teacher Before 1972 15%
BFU = University Faculty 15%
BGU = University Faculty 20%
BHU = University Faculty 30%
BFV = Various 25%

BGV = Various 20%

BHV = Various 30%

BFP = Volunteer 15%

BGP = Volunteer 20%

Required if Cancellation NUM 6 Percentage rate of Cancellation.
there is a This value is entered as a
PETEETTEEE percentage (Xx.xxx)
oLl Rate (4 of 6)
cancellation
on the loan
Required if Sriesel NUM 8 Dollar Value of Principal
thereis a Cancelled. This amount should
Cancelled (4 of
i ) match Field 42
6
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Required

Field Name

Description
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cancellation
on the loan

Required if
thereis a
fourth
cancellation
on the loan

Required if
thereis a
fourth
cancellation
on the loan

Required if
thereis a
fourth
cancellation
on the loan

Required if
thereis a
fifth
cancellation
on the loan

Interest

Cancelled (4 of

6)

Cancellation
Service Start
Date (4 of 6)

Cancellation
Service End
Date (4 of 6)

Type of

Cancellation (5

of 6)

NUM

NUM

NUM

ALPHA

Using the Federal Perkins Loan Assignment System

Dollar Value of Interest Cancelled.
This amount should match Field
46

The date the cancellation began
for the loan. This date will use the
following format: YYYYMMDD
(Year, Month, Day)

The date the cancellation ended
for the loan. This date will use
the following format: YYYYMMDD
(Year, Month, Day)

The following values are valid
when defining the type of
cancellation:

BFS = Child, Family, Early
Intervention 15%

BGS = Child, Family, Early
Intervention 20%

BHS = Child, Family, Early
Intervention 30%

BFR = Firefighter 15%
BGR = Firefighter 20%
BHR = Firefighter 30%
BFH = Headstart 15%
BFL = Law 15%

BGL = Law 20%

BHL = Law 30%

BFI = Librarian 15%



Required | Field Name Description

BGI = Librarian 20%

BHI = Librarian 30%

BFM = Medical Technician 15%
BGM = Medical Technician 20%
BHM = Medical Technician 30%
Bl = Military After 1972 12.5%
BFJ = Military After 2008 15%
BGJ = Military After 2008 20%
BHJ = Military After 2008 30%
BE = Military Before 1972 12.5%
BFN = Nursing 15%

BGN = Nursing 20%

BHN = Nursing 30%

BS = Pre-K/Childcare 15%

BFA = Public Defender 15%
BGA = Public Defender 20%
BHA = Public Defender 30%

BFE = Speech Language 15%
BGE = Speech Language 20%
BHE = Speech Language 30%

BF = Teacher After 1972 15%
BG = Teacher After 1972 20%
BH = Teacher After 1972 30%
BC = Teacher Before 1972 10%
BD = Teacher Before 1972 15%
BFU = University Faculty 15%
BGU = University Faculty 20%
BHU = University Faculty 30%
BFV = Various 25%

BGV = Various 20%
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Required

Field Name

Description
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Required if
thereis a
fifth
cancellation
on the loan

Required if
thereis a
fifth
cancellation
on the loan

Required if
thereis a
fifth
cancellation
on the loan

Required if
thereis a
fifth
cancellation
on the loan

Required if
thereis a
fifth
cancellation
on the loan

Required if
thereis a
sixth

Cancellation
Percentage
Rate (5 of 6)

Principal
Cancelled (5 of
6)

Interest
Cancelled (5 of
6)

Cancellation
Service Start
Date (5 of 6)

Cancellation
Service End
Date (5 of 6)

Type of
Cancellation (6
of 6)

NUM

NUM

NUM

NUM

NUM

ALPHA

BHV = Various 30%
BFP = Volunteer 15%
BGP = Volunteer 20%

Percentage rate of Cancellation.
This value is entered as a
percentage (Xx.xxx)

Dollar Value of Principal
Cancelled. This amount should
match Field 42

Dollar Value of Interest Cancelled.
This amount should match Field
46

The date the cancellation began
for the loan. This date will use the
following format: YYYYMMDD
(Year, Month, Day)

The date the cancellation ended
for the loan. This date will use
the following format: YYYYMMDD
(Year, Month, Day)

The following values are valid
when defining the type of
cancellation:

BFS = Child, Family, Early
Intervention 15%

Using the Federal Perkins Loan Assignment System



Required | Field Name Data Description
Type

ST BGS = Child, Family, Early

on the loan Intervention 20%

Important:
The data file BHS = Child, Family, Early
layout can Intervention 30%

accommodate BFR = Firefighter 15%
up to six BGR = Firefighter 20%
cancellation o
records for BHR = Firefighter 30%
each loan BFH = Headstart 15%
assignment BFL = Law 15%
BGL = Law 20%
BHL = Law 30%
BFI = Librarian 15%
BGI = Librarian 20%
BHI = Librarian 30%
BFM = Medical Technician 15%
BGM = Medical Technician 20%
BHM = Medical Technician 30%
Bl = Military After 1972 12.5%
BFJ = Military After 2008 15%
BGJ = Military After 2008 20%
BHJ = Military After 2008 30%
BE = Military Before 1972 12.5%
BFN = Nursing 15%
BGN = Nursing 20%
BHN = Nursing 30%
BS = Pre-K/Childcare 15%
BFA = Public Defender 15%
BGA = Public Defender 20%
BHA = Public Defender 30%
BFE = Speech Language 15%

BGE = Speech Language 20%
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Required | Field Name

Description
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Required if
thereis a
sixth
cancellation
on the loan

Required if
thereis a
sixth
cancellation
on the loan

Required if
thereis a
sixth
cancellation
on the loan

Required if
thereis a
sixth

Cancellation
Percentage
Rate (6 of 6)

Principal
Cancelled (6 of
6)

Interest
Cancelled (6 of
6)

Cancellation
Service Start
Date (6 of 6)

NUM

NUM

NUM

NUM

Using the Federal Perkins Loan Assignment System

BHE = Speech Language 30%
BF = Teacher After 1972 15%
BG = Teacher After 1972 20%
BH = Teacher After 1972 30%
BC = Teacher Before 1972 10%
BD = Teacher Before 1972 15%
BFU = University Faculty 15%
BGU = University Faculty 20%
BHU = University Faculty 30%
BFV = Various 25%

BGV = Various 20%

BHV = Various 30%

BFP = Volunteer 15%

BGP = Volunteer 20%

Percentage rate of Cancellation.
This value is entered as a
percentage (Xxx.xxx)

Dollar Value of Principal
Cancelled. This amount should
match Field 42

Dollar Value of Interest Cancelled.
This amount should match Field
46

The date the cancellation began
for the loan. This date will use the
following format: YYYYMMDD
(Year, Month, Day)



Required | Field Name

Description

cancellation
on the loan

Required if  Cancellation NUM
thereis a Service End
sixth Date (6 of 6)
cancellation
on the loan

Assignment Batch Trailer

Required | Field Name Data

Type
Yes Total NUM
Disbursement
Amount
Yes Total Principal NUM
Amount
Adjusted
Yes Total Principal NUM
Amount Paid
Yes Total Principal NUM
Amount
Cancelled

Using the Federal Perkins Loan Assignment System
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11

11

11

11

The date the cancellation ended
for the loan. This date will use
the following format: YYYYMMDD
(Year, Month, Day)

Description

Total dollar amount of
Disbursement Amount for all
assigned loans within the batch in
the following format: 99999999.99

Total dollar amount of Total
Principal Amount Adjusted for all
assigned loans within the batch in
the following format: 99999999.99

Total dollar amount of Total
Principal Amount Paid for all
assigned loans within the batch in
the following format: 99999999.99

Total dollar amount of Total
Principal Amount Cancelled for all
assigned loans within the batch in
the following format: 99999999.99
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Required | Field Name

Description

Yes

Yes

Yes

Yes

Yes

Yes

Yes
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Total
Disbursement
Amount

Total Principal
Amount
Adjusted

Total Principal
Amount Paid

Total Principal
Amount
Cancelled

Total
Disbursement
Amount

Total Principal
Amount
Adjusted

Total Principal
Amount Paid

NUM

NUM

NUM

NUM

NUM

NUM

NUM

Using the Federal Perkins Loan Assignment System

11

11

11

11

11

11

11

Total dollar amount of
Disbursement Amount for all
assigned loans within the batch in
the following format: 99999999.99

Total dollar amount of Total
Principal Amount Adjusted for all
assigned loans within the batch in
the following format: 99999999.99

Total dollar amount of Total
Principal Amount Paid for all
assigned loans within the batch in
the following format: 99999999.99

Total dollar amount of Total
Principal Amount Cancelled for all
assigned loans within the batch in
the following format: 99999999.99

Total dollar amount of
Disbursement Amount for all
assigned loans within the batch in
the following format: 99999999.99

Total dollar amount of Total
Principal Amount Adjusted for all
assigned loans within the batch in
the following format: 99999999.99

Total dollar amount of Total
Principal Amount Paid for all
assigned loans within the batch in
the following format: 99999999.99



Appendix F-About the Trailer Record

The trailer record is a summation of key fields in each of the assignment records in the batch file. This
information is extremely important for validating that all the data for each assignment has been entered.

The information required in each field appears in the Trailer Record Layout. The file layout indicates the format
and length of each field.
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Appendix G-Trailer Record Layout

The following table indicates how each of the fields in the Trailer Record must be formatted when the data file

is uploaded to PLAS.

Yes

Yes

Yes

Yes

Yes
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Total
Disbursement
Amount

Total Principal
Amount
Adjusted

Total Principal
Amount Paid

Total Principal
Amount
Cancelled

Total Principal
Amount
Outstanding

Total Collection
Costs Repaid

Data Type

NUM

NUM

NUM

NUM

NUM

NUM

Length

11

11

11

11

11

11

Description

Total dollar amount of
Disbursement Amount for all
assigned loans within the batch in
the following format: 99999999.99

Total dollar amount of Total
Principal Amount Adjusted for all
assigned loans within the batch in
the following format: 99999999.99

Total dollar amount of Total
Principal Amount Paid for all
assigned loans within the batch in
the following format: 99999999.99

Total dollar amount of Total
Principal Amount Cancelled for all
assigned loans within the batch in
the following format: 99999999.99

Total dollar amount of Total
Principal Amount Outstanding for
all assigned loans within the batch
in the following format:
99999999.99

Total dollar amount of Total
Collection Costs Repaid for all
assigned loans within the batch in
the following format: 99999999.99
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H Field Name Data Type | Length Description
7

NUM 11

Yes Total Interest

Total dollar amount of Total
Cancelled Interest Cancelled for all assigned
loans within the batch in the
following format: 99999999.99

Yes Total Collection NUM 11 Total dollar amount of Collection
Cost, Penalties, Cost, Penalties, and Late Charges
and Late for all assigned loans within the
Charges batch in the following format:

99999999.99
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Appendix H-How to Create a Pipe Delimited Text File

This section of the user guide provides steps on how to create a pipe delimited text file from a Microsoft Excel
document. Note: The user will need to add all leading zeros that are created when using the pipe delimited
text file. If assistance is required with the creation and format of the pipe delimited text file, contact the
institution’s IT department.

1. Onthe user’s computer desktop, locate the Start menu and click Control Panel.

2. Click Clock, Language, and Region, and click Region and Language. Note: In older versions of Microsoft
office, this option may be called Region and Language.

Adjust your computer's settings View by: Category ™

System and Security User Accounts
Review your computer's status &) Change account type
Back up your computer B

Find and fix problems Appearance and Personalization
L Ch, the th
b Network and Internet cngetne fheme
= Change desktop background
M View network status and tasks
-
ﬁ'

Adjust screen resolution
Choose homegroup and sharing aptions .

—

! View devices and printers

Add a device
Ease of Access

Let Windows suggest settings

Connect te a projecter

. |
Adjust commenly used mobility settings

£

@

/ Hardware and Sound ii Clock, Language, and Region
e
-’ Optimize visual display

Programs

Uninstall a program

Get programs

[

T
b

3. Onthe Region and Language screen, click Additional settings... button.

4. The Customize Format screen opens. Locate the List separator: field, and click on the field. Using the
keyboard, press the Shift key and the pipe (]) key (located under the Backspace key) at the same time. Click
the Apply button, and click OK button.

o

9 Customize Format

[ Murbers [ curency | Tme | Date |
Example
Positive:  123,456,789.00 Negative:  -123,456,789.00
Decimal symbol: . -
No. of digits after decimal:
Digit grouping symbol: . -
Negative sign symbol: - -
Negative number format:
Display leading zeros: 07 ~
List separator: | -
Measurement system:
Standard digits:
Use native digits:
Click Reset to restore the system default settings for
numbers, currency, time, and date.

T ) e ] o]
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5. Depending upon the version of Microsoft Office, the user may need to click the Apply button, and click the
OK button on the Region and Language screen.

6. Once the file is created from data extracted from the institution’s loan servicing system, format the
Microsoft Excel spreadsheet to the specifications listed in Appendices A through G.

7. On Microsoft Excel, click File, and click Save As.

| save

(5 Open

[ Close

8. On the Save As window, create a File Name, and click on the drop down arrow next to Save as Type. Click
the CSV (Comma delimited). Click the Save button.

Save As

_—
. = 3 » Libraries » Documents »
= =

iments })|

Organize =

\1—.‘ Microsoft Excel
¢ Favorites ‘ ‘
B Desktop
i Downloads

% Recent Places

4 Libraries
3 Documents.
Jﬁ Music

Mew folder

Documents library
Includes: 2 locations

Name Date modified

2/24/2014 4:37 PM
7/30/2015 6:13 PM
7/28/2015 3:40 PM
7/10/2015 10:00 AM
8/19/2015 8:45 AM

Adobe
| Adobe Captivate Cached Projects

. Camtasia Studic
. My Adobe Captivate Projects
W My Music

=| My Pictures

Type

File folder
File folder
File folder
File folder
File folder

File folder

Arrange by:

B=: -

@
Folder =

Size

8/19/2015 8:45 AM
< n

File name:  LukevsVadar

Save as type: | CSV (Comma delimited)

# Hide Folders

Authors: Crawford, Kelly

Tags: Add atag

Tools = Save Cancel

9. Locate the file, and right click and select Open With..., and select the Notepad option. This will open the

pipe delimited text file.

Open
Print

7-Zip
Scan with AVG
Open with.

Share with

Restore previous versions

Send to

Cut
Copy

Create shortcut

Delete

Rename

Properties

" LukevsVadar - Notepad

File Edit Format WView Help

Name | Company |Email|Password

vadar | xvz | vadar@l232. com|45678

Johnson|ABC| johnson@l23. come|123456
skywalker | ABC|skywalker@l23. com|91011

spock | xvZ |spock@l23. com|121314
.
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Appendix I-How to Create a .zip File with PDFs

This section of the user guide provides steps on how to create a .zip file with PDFs. If assistance is required for
creation and format of the .zip file with PDFs, contact the Institution’s IT department.

1. Once the user has created the PDFs and saved the documents to a folder, right click on the folder and click
Send to. Click Compressed (zipped) folder.

Open
1-Zip

Share with
Snagit

Restore previous versions
Scan with AVG
Include in library

Send to

£} Bluetooth device
1, Compressed (zipped) folder
|

Cut

Cony Desktop (create shortcut)
< Documents

Create shortcut 50 Faxrecipient

Delete _J  Mail recipient

Rename

ecsil-sys (\ecsintl.ecsi.lecal) (H:)
ecsi2-voll (\\ecsint0.ecsilocal) (1)
schools (\iecsint0.ecsi.local) (L)

workarea (\\ecsistor.ecsi.local) (M:)

Properties

ecsil-sys (\\ecsint0.ecsilocal) (N:)

4 training (\\ecsi-fps\departments) (Q:)
schools (\\wdatal.sal local) (S:)
schools (Viwdata2.sal local) (U:)
ecsi2-voll (\\ecsintd) (W:)

ecsiz-voll (Mpow-fps) (X:)

schools (\iwdata2.sal local) (¥:)
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Appendix J- About Automatic Assignment Validations

PLAS automatically checks to make sure that the following information meets the criteria listed below, before
the validation process runs.

1. Borrower Last Name is present

2. Borrower First Name is present

3. Social Security Number is present

4. Social Security Number is nine (9) digits

5. Borrower Date of Birth is present

6. Borrower Departure Date is present

7. Borrower Permanent Address Line 1 is present

8. Borrower Permanent City is present

9. Borrower State is present

10. Borrower Zip Code is present

11. Borrower Country is present

12. Borrower Telephone Number is present

13. Cosigner Social Security Number is nine (9) digits

14. Date of First Disbursement is present and valid

15. Type of Loan is present

16. Applicable Interest Rate on the Loan is present

17. Date of Last Grace Period Ended or Will End is present and valid

18. Date of Default is present and valid

19. Date of Acceleration is valid

20. Date of Acceleration is present when the loan is accelerated

21. Date of Acceleration is after Date of Departure when the loan is accelerated
22. Date of Acceleration is after the Date of Last Grace Period Ended or Will End when the loan is accelerated
23. Date of Acceleration is after the Date of Default when the loan is accelerated

24. Litigation Date is present and valid
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25. Litigation Paperwork Box is checked as being received

26. Borrower Repayment Status is Repayment on a loan that is not in default but is accelerated or litigated
27. Borrower Repayment Status is present on a loan that is not in default

28. Reason loan is being assigned or has been determined to be uncollectable is present

29. Explanation of reason the loan is being assigned or has been determined uncollectable is present (if code 8 is present for
validation in number 28)

30. Disbursement Amount is present

31. Principal Amount Outstanding is present

32. Total Amount Outstanding is present

33. Type of Cancellation is present on Cancellation 1,2,3,4,5,6

34. Cancellation Percentage Rate is present on Cancellation 1,2,3,4,5,6

35. Cancellation Principal Cancelled is present on Cancellation 1,2,3,4,5,6

36. Cancellation Interest Rate is present on Cancellation 1,2,3,4,5,6

37. Cancellation Service Start Date is present and valid on Cancellation 1,2,3,4,5,6

38. Cancellation Service End Date is present and valid on Cancellation 1,2,3,4,5,6

39. Cancellation Service End Date is greater than 1 year from Cancellation Service Start Date on Cancellation 1,2,3,4,5,6
40. Principal Amount Cancelled matches Total Principal Cancelled on all Cancellations
41. Interest Cancelled matches Total Interest Cancelled on all Cancellations

42. Prom Notes were Received Box is checked

43. Departure Date is present when Repayment Status is Not In School

44. Departure Date is blank when Repayment Status is In School

45. Loan Type matches the Date of First Disbursement

46. Interest Rate matches the Date of First Disbursement

47. Borrower Social Security Number is present on loans made after September 13, 1982

48. The ‘No SSN Provided’ Checkbox is checked and the Borrower Social Security Number is not present
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Appendix K- About Automatic Batch Validations

When the data file is uploaded, the system performs a check for four (4) key pieces of data:

1) OPEID of user logging into PLAS must match OPEID in file
2) 13 required fields in the header

3) 11 required fields in the footer and

4) record count of three (3) or more in the file.

If the upload passes the system check, then a File(s) uploaded successfully! message will appear.

If the upload fails the system check, then an Error! message will appear. If an Error! message is received, please
check the data file for the four (4) validation items listed above.
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Appendix L-Assignment Status Definitions for PLAS

Status Definition

Entered Minimum data point requirements have been met to
save and create an assignment (the assignment has at
least an SSN and a name entered). An assignment in
entered status can be edited by the login group who
was responsible for creating it.

School Pending The institution ran validation on an assignment and
there are errors that need to be addressed. At this
point ECSI cannot edit this assignment that is still under
the institution control.

Submitted The institution ran validation on an assignment and no
errors need to be addressed. At this point ECSI has
control of this assignment to perform its validation of
required supporting documents and validation of the
hard copy original or certified copy promissory notes.,
Reviewed ECSI’s PLAS personnel validate the assignment and
supporting paperwork submitted electronically. An
assignment in Reviewed status is pending the arrival of
the hard copy original or certified copy promissory
notes needed for final validation.

ECSI Pending The assignment is being reviewed by ECSI PLAS
personnel and not ready to be accepted into the
servicing system. This status indicates ECSI is taking
action with the institution or regarding the processing
of the required paper documents for the assignment.

Rejected If the assignment enters Rejected status, the
assignment will need to be resubmitted via PLAS.
Accepted The assignment has all data and supporting

documentation required. The assignment and its
supporting documents can be accessed in PLAS for
reference. The information is read only for all PLAS
users.

Exported The assignment is now being actively serviced by ECSI
Federal Perkins Loan Servicer. The assignment and its
supporting documents can be accessed in PLAS for
reference and is read only for all PLAS users.
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