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Guidelines to Begin Processing Direct Loans - Required

	Overview
	Your school has been approved to participate in the Direct Loan Program.  Use the following guidelines to ensure all connections are in place to receive Direct Loan funds and to electronically transmit and receive Direct Loan data.


	Student Aid Internet Gateway (SAIG) Enrollment
	Your school must have a current SAIG enrollment that includes Direct Loan services.  

· To update or complete your SAIG agreement, contact the SAIG Customer Service staff at 1-800-330-5947 or visit the SAIG Enrollment Web site.


	G5
	To receive Direct Loan funds, your bank account information must be in G5.

· If you will use the same bank account as for your other Title IV funds, no further action is needed.  You must be able to account for your Direct Loan funds separately from your other Title IV funds.

· If you will use a different bank account, you must submit a new direct deposit form, Form SF1199A.  

To access G5, users must have an authorized G5 User ID and Password.

· If you already have a valid G5 user ID and password, you do NOT need to request a separate one for Direct Loans.

· If you need a user ID and password, you must submit a completed G5 Users Authorization Form.

For further information about G5, visit the G5 Web site or call the G5/GAPS Hotline at 1-888-336-8930.


	School Processing Options
	Your school has several options to process your Direct Loans.

· Use EDExpress, free software provided by Federal Student Aid.  You can download the most recent version of the software and related documentation from FSA Download.  For more information, contact Central Processing System (CPS) Technical Support at 1-800-330-5947.

· Purchase software from a software provider.

· Develop your own Direct Loan software using the technical specifications found in the COD Technical Reference available on FSA Download.

· Use a Third Party Servicer.


Guidelines to Begin Processing Direct Loans - Recommended

	Overview
	Your school has been approved to participate in the Direct Loan Program.  The following guidelines are recommended to aid your school in processing Direct Loans.


	Initial Contact with COD School Relations Center
	Establish your relationship with your primary Customer Service Representative (CSR) at the COD School Relations Center at 1-800-848-0978 or CODSupport@acs-inc.com.  Your CSR can assist you with:

· Updating your current Direct Loan contact information

· Signing up to receive Direct Loan bulletins via e-mail

· Selecting your Direct Loan Report Options




	Master Promissory Note (MPN) Options
	Your school can process master promissory notes (MPN) in two ways, electronic or paper.

· If you would like to have your borrowers use the electronic process, your school must have access to the Direct Loan Electronic MPN Web site.  Once access is complete, your school can set up the school profile and processing criteria.  The COD School Relations Center can assist your school with this process.

· If you prefer to print your own MPNs, the printing specifications can be found in the COD Technical Reference, Volume 8.  

· If you prefer to have the COD System handle your paper MPN processing for all borrowers, the COD School Relations Center can assist your school in selecting this option via the COD Web site.


	COD Web Site Access
	To view and/or process Direct Loan data on the COD Web Site, your school must have an authorized COD User ID and Password.  To obtain access to the COD Web site, a school must designate a School Security Administrator who is responsible for establishing other users at the institution and other associated procedures.

· School Security Administrators should refer to the IFAP posting at http://ifap.ed.gov/eannouncements/0201UpdatedCODWebsiteSchools.html
· Third party servicers are also able to obtain access to the COD web site by referring to the IFAP posting at: http://ifap.ed.gov/eannouncements/UpdatedCODWebsiteThirdPartyServ.html



	National Student Loan Data System (NSLDS)
	Enroll with the National Student Loan Data System (NSLDS), the national database containing integrated information about loans and grants awarded to students under Title IV.

To obtain access to NSLDS, users should complete section #14 on the paper SAIG enrollment form, or click the "NSLDS Online" button while completing the SAIG online application.


	Direct Loan Listserv
	Direct Loan Operations periodically will send important information about Direct Loan processing through a read-only listserv.

To join, send an e-mail request to the Direct Loan Operations team at dlops@ed.gov.  The request should include your name and school, complete e-mail address and a request to be added to the listserv.


	Web Training and Resources
	A variety of information is available online.

· Information for Financial Aid Professionals (IFAP): www.ifap.ed.gov
· Schools Portal: www.fsa4schools.ed.gov
· Common Origination and Disbursement: www.cod.ed.gov
· Direct Loan Servicing: www.dl.ed.gov
· Direct Loan Consolidation: www.loanconsolidation.ed.gov
· DL Software and Reference Material: www.fsadownload.ed.gov
· FAA Access on the Web: www.fafsa.ed.gov/FOTWWebApp/faa/faa.jsp
· National Student Loan Data System (NSLDS): https://www.nsldsfap.ed.gov/secure/logon.asp
· Department of Education: www.ed.gov
Computer-Based Training (CBT) for the COD Web site is available through several self-paced modules.  It can be accessed at: http://www.ifap.ed.gov/eannouncements/0928UpdCBTProgforCOD.html.

Direct Loan Bulletins provide operational guidance for specific topics, sorted by award year: http://www.ifap.ed.gov/IFAPWebApp/currentDLBulletinsPag.jsp.
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