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DataStream®™ CD-ROM Manual Quick Start Instructions 1

Launching Your DataStream CD-ROM

Self-Starting Method .
The DataStream CD-ROM is self-starting. Simply DX ¥iew Logon x|
place the CD in your CD drive. Within a few seconds,  Di View - Yersion 4.03.160(32Bit)

a login screen will dlsplay CopyrightE* 1394 - 2002 EPSIIA Corporation
Thiz copy of D% Yiew iz icensed bo:

ROMCOMM
Once the login screen appears, enter your USER Serial Number: 0000018351 450301
NAME (ams) and PASSWORD. The password is Maximum nurmber of Users: 0
R .
your institution’s system number as assigned by B ACCESSING THE DATA STORED HEREON, vOU
Campus Partners. This five-digit number can be found = AEKNOWLEDGE THAT YDUR USE OF THE SOFT'WARE
. INSTALLED FOR VIEWING THE DATA IS SUBJECT TO
in the upper left-hand corner of any report. Please THE EPSI14 D% VIEW LICENSE AGREEMENT.
contact your Customer Service Representatlve if you Portionz of thiz product are diztributed under license from
cannot locate your system number. DC Micra Development, Copyright [c] 1934-2001 DE Micro
Development. All nghtz reserved.
= U zernarme: IamS LI
DXR

Pazzword: I xxxxx

Ok Cancel |

Fig. 1-1. Logon Screen

Choose between viewing your Student Loan Journal(s) or your monthly System III reports by
highlighting your selection and clicking OK. The first page of the first report then appears.

Select Report E3 |
I“ — Drawer
A5 Reports
Student Loan Journals
System Il Reportz — Falder
Q00001 000000000 UMMERSITY OF
— Descrphion
% tecending O Descending  © Mo Sort Ok
&dd Delete Change Help | Cancel |

Fig. 1-2. Select Report Screen
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DataStream™™ CD-ROM Manual Quick Start Instructions
Tip of the Day
Note: After the first page of your report appears a “Tip of the Day” will appear. If you do not want
this to appear each time you load your CD, uncheck the “Show Tips at Startup” box.
By

Did pou know. . Mext Tip

“Chel+D* waill dizplay the "Select Drawer"

dialog bio.

_. ............ DK ............ ._ Fig. 1-3.
v Show Tips at Startup = WO Tip of the Day Screen

Opening and Viewing Reports
Searching by Report Name

To begin your search by report name, select SEARCH > INDEX SEARCH on the toolbar.

3

=101 ]

EEHE Edit Page | Search  Options Window Help =52 x|

@h::l‘ §|El|l Index Search :zi J J Im—_| ﬂ

Keyword Search

B

v Highlight Results F3

Fig.1-4. Search Options Screen

2

Quick Start Instructions April 2003
Campus Partners Confidential



DataStream™™ CD-ROM Manual

Quick Start Instructions 3

When the INDEX SEARCH dialog box appears, select “Rpt Dscrp,” enter the EXACT NAME the
report you are looking for in the search criteria, and click OK.

Search Criteria

Clear | Fpt Dzcip

-

= j ||Transau:tiu:uns and Adjustments

Clear |

-/

|

Clear |

-l

|

Clear |

-

-l

Clear |

[ Casze Sensitive Search
[+ Highlight &1l Decurences
[ Append To Results

-l

Ry

Load | Save Clear all |

Search by Partial Report Name
If you do not know the exact name of the report you can enter a partial name followed by an asterisk.
(See example in Fig. 1-6. rpt dscrp=trans*) The Search Results screen will appear with the documents
that meet your search criteria.

Search Criteria

Clear | Rpt Dscrp

-l

= j lbrans*

Clear |

-l

Rj

Clear |

-l

Rj

Clear |

-l

R

Clear |

[ Casze Sensitive Search
[+ Highlight &l Decurences
[ Append To Results

-

Ej

Load | Save Clear Al |

x|

Reparts

Al Clear |
Student Loan Jourmalz
System |l Reports
| | ]

Fig. 1-5. I.ndex
Help Search Dialogue
LCancel Box

x|
Reports
Al Clear |
Student Loan Journals
Sysztem ||| Reportz
Fig 1-6. Index
| | I Search Dialogue
Box illustrating
Help search by
Cancel partial name

On the Search Results screen, double click the document you wish to view or select the document, and
then click the GO TO PAGE button on the Search Results screen toolbar.

4@ %]
ﬂﬂ/ﬂ o[ S| wls] 2|
Fpt Dscrp Fage Report
Go To Page TBANSACTIONS AHD ADJUSTMENTS 7 Suster Il Reports
TRAMSACTIONS AMD ADJUSTMENTS 1308 Suster Il Repaorts
3 TRAMSACTIONS AMD ADJUSTMENTS 4320 Sustem Il Reports
4 TRANSACTIONS AMD ADJUSTMENTS 538 Sustem Il Reports
5 TRANSACTIONS AMD ADJUSTMENTS EO03 Sustem Il Reports
5 TRANSACTIONS AMND ADJUSTMENTS EN3 Suystem |1l Reports
7 TRAMNSACTIONS AMD ADJUSTMEMTS E385 Swystem (Il Reports
g TRANSACTIONS AMD ADJUSTMENTS E536 Suster Il Reports
Fig. 1-7 Search Results Screen
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Search by System/Lender/SubLender/Program Number

If you are searching for a specific report for a specific loan program, select “Rpt Dscrp” and enter the
name of the report AND select “Customer Number” and enter the SLSP
(System/Lender/SubLender/Program number) of the loan program.

Begin by clicking the SEARCH > INDEX SEARCH button on the toolbar.

5l =lo] x|

E File Edit Page | Search Options  Window Help = |3 ﬁ

—uﬁ = —I—Lé E‘é E::v:osr::::rch Ei J J "||]|]%—v| E

v Highlight Results F3 Fig.l-S
Search Options Screen

When the INDEX SEARCH dialog box appears, select “CUSTOMER NUMBER.” You can now
search by a variety of options

a. Search by SYSTEM number only by entering the System number followed by an asterisk
(example: 00000%).

b. Search by SYSETM-LENDER number by entering the System-Lender number followed
by an asterisk (example: 00000-001%).

c. Search by SYSTEM-LENDER-SUBLENDER by entering the System-Lender-SubLender
number followed by an asterisk (example 00000-001-010%).

d. Search by PROGRAM NUMBER by entering an asterisk followed by the program
number (example: *00005.)

e. Search by SYSETM-LENDER-SUBLENDER-PROGRAM number by entering the
System-Lender-SubLender (example: 00000-001-010-00005).

X|
Search Criteria Feports
Clear |Eustu:umerNumI:uer: j |= j |EIEIEIEIEI" Al Clear |
oo 1 T
| A3
cea | a3
cea | (e

[ Casze Sensitive Search
Iv Highlight All Docurrences Load | Save Clear Al |
[ Append To Besults

dl | H

o

Cancel

Fig.1-9. Index Search Options Screen with Search by System Number Entered

Enter the search criteria and click OK. The Search Results screen will appear with documents that
meet your search criteria.
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Viewing all Available Reports

If you select Report description and leave the criteria blank, all your reports will appear.

X

Search Criteria Reparts

Clear | [Fipt Dscrp = = All Clear |
s 1l craemil Bt
Clear | j| j|
Clear - -
Clear || B Ei | .
_Clear || = | |

Help

[ Case Sensitive Search
[+ Highlight &Il Decurences Load | Save Clear Al |
[ Append Tao Besults

LCancel

Fig.1-10. Index Search Dialogue Screen

Navigating Between Pages

You can navigate between pages of a report by clicking the PREVIOUS PAGE or NEXT PAGE
buttons on the toolbar. You can also use the Page Up and Page Down keys on your keyboard to move
between Pages.

Previous Page Next Page

& =10 %]

Efile Edit Page Searth Optiong ‘wWindow Help =] x|
Bl sRlE| Y|ald] 5 ) o fw ] w2

Fig. 1-11 Reports Tool Bar
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Switching Between Student Loan Journals and System III Reports and Vise Versa

Select the CLEAR button on the Index Search dialog box. Highlight the type of report
to search for.

x|

Search Criteria Reparts // Clear button
Clear | |Eustu:umer Mumber: j |= j [ Al | Cle |

e Al e

Clear | | j | j |

Cl - =
| o e . -

Clear | | j | j |

[ Case Sensitive Search

Hel
Iv Highlight &1l Decurrences Load | Jave Cheer 2l | ﬂ Cancel
[ Append To Besults = |

Fig. 1-12. Index Search Dialogue Box
Saving and Printing Reports

To just print the page that you are viewing, click on the PRINTER button on the toolbar.

Printer Button

E FEile Edt Fage Search Option: Window Help ;lilﬂ
Blo| SlR|8| <]+ 2| #@%] f[oox -] ¥
Fig. 1-13. Reports Tool Bar
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To print the entire report, select FILE > PRINT from the menu bar.

# Elle Edit Page Search Option: ‘Window Help

1= BB

B [Ble) k] el o fuse ]

=10] ]
=8| x|

Select Report  Chl+R

E sizting Beports
Frevious Report

Open Clrl+0
Cloge

Erint Chil+F
Frint Presiew

Frinter Setup

Export Chl+E

Bookmarks Chrl+B

Logoff
-l Fig. 1-14. Menu Bar
. — or {th File > Print
Print pages from report AMS Fieports 7000001000000 1/6530 0.315,0.012 with File > I'rin

Selected

The following window then appears. Check the box beside ENTIRE STATEMENT and click OK.

x|
Prirter: ‘\\GULFSTREAMAHP Laser)et 2200 C5
Lopiss: I-Ii Cancel
Fage Range
(= Help
s |

E nter page numberz and/or page ranges
geparated by commasz. For example, 1,3.5-12

Frirter

i bl

[ Page Stamp Scale: [100% -

Fig. 1-15. Print Dialogue Box with ENTIRE
STATEMENT Checked
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DataStream®™ CD-ROM Manual Quick Start Instructions 8

To print a range of pages select the circle beside PAGES, enter the page number or range of pages to
be printed and click OK.

Printer:  S5GULFSTREAMYHE Lazerlet 2200 C5 ] .
. Fig. 1-16.
Copis: |1 Cancel Print Dialogue Box with Range of Pages
Fage Fange to be Printed Entered
" Current Page Help

* Pages: |'| -0

E nter page numberz and/or page ranges
zeparated by commasz. For example, 1.3.5-12

[ Entire Statemert

[ Page Stamp Seale: [100% -

Ui,

Printer

Quick Start Instructions April 2003
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To save a report as a PDF file to your C: Drive, select FILE > EXPORT.

4E! N =[S
! E File Edt Page Search QOptions Window Help -8 ﬂ
Drawer Ctl+D d = B
= | 4| dh|5n - K2
o oee [EL2] B¢l B O oo ] )
| Select Beport  Chl+R B
Eigting Beports
Previousz Report
Open Chi+0
Close
Frint Chil+P
Frint Frexview
Printer Setup
Erport Chl+E =
Bookmarks Ctrl+B
| Logoff .
: it .i| Fig.1-17. Menu Bar
e Est S 2l | with File > Export
" Export pages to different formats AMS Reports TO00007 0000000 1.8540 3,150, 0.000 Selected

When the export box opens, select PDF as the export type. Then enter the page numbers and/or the
page ranges to be printed. To print the entire report, check the Entire Statement box as seen in
Fig. 1-18. Verify where the file will be saved. Then click OK.

The file will then be saved as a PDF
to the location you specified. Open

the file and chose FILE and PRINT
from the menu bar.

Fig. 1-18. Export Dialogue Box

General l Dptiu:uns] Imagesl

|n:::"-.temp"~untitled. pdf Browse

Expart Tope Pagesz to Expart
" Text
o Cunrent Page
" Image ~
" Subget " Pages: |
G E nter page numbers and/or page ranges
= POF zeparated by commaz. For example, 1,3,5-12

] | Cancel Help

Note: You must have Acrobat Reader installed on your PC to read and print PDF files.
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To save a report as a text (.txt) file to your C: Drive, go to FILE >EXPORT.

JE ] - |O] x| f
! E File | Edit Page Search Option: Window Help = ﬂ I
Diraweer Chil+Dr ’ = =
D s 26| s O] o 7] W2
_—H Folder Chil+F d | ‘ ﬁ ‘ | J 100% M
Select Report  Clil+R ]
Exizting Beports
Frevious Report
Open Chil+0
LCloze
Frint Ctil+P
Frint Prexiew
Frinter Setup
Expart Chil+E I
Bookmarks Clrl+B
: Logoff .
: -|| Fig. 1-19. Menu
s Est R 2| Bar with File >
| Export pages to different formats AMS Reports F000007 0000000 |1 /8550 2180, 0.000 EXpOI't Selected

Within the export box (as shown below) select Text as the export type. Then enter the page
numbers and/or the page ranges to be printed. To print the entire report, check the Entire
Statement box. Verify where the file will be saved. Then click OK. The file will then be saved as
a .txt to the location you specified.

x|
General l Elptin:nns] Images]
|E:'\TEMF"‘arepnrt.t:-:t Browsze
Expart Tepe FPages to Export
0 Text
* Current Page
" Image ~
" Subzet ™ Pages: |
e Enter page numbers and/or page ranges
™ POF zeparated by commas. For example, 1,3.5-12
Fig. 1-20. Export Dialogue Box
k. | Cancel Help .
with Text Selected
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Importing Your Data
To import your data into an Excel spreadsheet, open a blank Excel worksheet or

workbook. Once the workbook is opened, select Open from the File Menu. Now locate your
document.

Next, you determine how the information should look in your Excel file. The Text

Import Wizard - Step 1 of 3 appears and guides you through the import process. We recommend that
you choose the fixed width option. Then select the Next button.

2] %]
The Text \Wizard has determined that your data is Delimited,
If this is correct, choose Mext, or choose the Data Type that best describes vour data.
Criginal data type
Choose the File type that best describes wour data;
" Delimited - Characters such as commas or kabs separate each field,
% Fixed width - Fields are aligned in columns with spaces between each Figld.

Start impart at pow: 1 El: File Crigin: |Windnws {AMSI) j

Preview of File C:\Report bxk

tmlml.&lmlmll—t
L=

Cancel i Mext= i Firish |

Fig.1-21. Text Import Wizard-Step 1
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The Text Import Wizard - Step 2 of 3 allows you to set field widths or column breaks. You can

create, delete, and move break lines. To CREATE a break line, simply click at the desired

position. To DELETE a break line, double click on the line. To MOVE a break line, click on the line
and drag it to the desired position. Once you have all your break lines in the correct position, select the
Next button.

2]

This screen leks you set Figld widths (column breaks),

Lines with arrows signify a column break.

To CREATE a break line, click at the desired position,
To DELETE a break line, double click on the line.
To MOYE a break line, dick and drag it

Data preview
10 20 a0 40 S0

Cancel < Back i Mexts= i Eirish |

Fig.1-22. Text Import Wizard-Step 2

You may also format columns after you have imported your data into you Microsoft Excel
spreadsheet. You may create, delete, or move a break line.

Quick Start Instructions April 2003
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2%
This screen lets wou select each column and set olumn data Format
the Data Format. & General
'General' converts numeric values bo numbers, date " Text
values to dates, and all remaining walues ko bext, " Date: |MDY -

" Do not jmport colurnm (Skipd

Daka preview

Nl

Cancel < Back

Fig.1-23. Text Import Wizard-Step 3

The Text Import Wizard - Step 3 of 3 screen lets you select each column and set the Data Format
by General, Text, Date, or not at all. If you select 'General', your data will convert numeric
values to numbers. The date values are converted to dates, and all remaining values to text. You
may also choose not to import a column by selecting 'Do not import column (Skip)'. Once you
have determined your data format(s), select the Finish button.

Quick Start Instructions April 2003
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Your data is imported into an Excel spreadsheet.

™. Microsoft Excel - Sample_xls
Eﬁile Edit Wiew Insert Format Tools Data Window Help

DEHSRY sBBET - @ =445 B9d v -7

|4z atl |2 |F @@ ZEEE| B ¢ &

Ad6 - = 1

A | 8 | ¢ | o | E | F | & [ W [ 1+ | 4 [3

| 40
| 41| 17 TRANSACTIONS #r ** REVERSALS & ADJUSTMENTS =
| 42| 1 DEBITS CREDITS DEBITS CREDITS
| 431 1. CASH ON HAND J
| 441 A CASH PAYMENTS - BORROWER PAYMENTS 0.00
45 1. LOCKBOX PAYMENTS 0.00
46 Tl COLLECTION AGENCY PAYMENTS 0.00
| 47 | T - TAX OFFSET PAYMENTS 0.00
| 45 | 1/- CLAIM PAYMENTS 0.00
491 B CASHPAYMENT REVERSALS (
50 1
|51 [1 TOTA L CASH PAYMENTS 0.00
52
|53[1  C. MON-CASH PAYM ENTS - BORROWER PAYMENTS 0.00
| 54 1/- COLLECTION AGENCY PAYMENTS 0.00
| 55 | 1/- TAX OFFSET PAYMENTS 0.00
| 56 | 1/- CLAIM PAYMENTS 0.00
| 57 1/- DISBURSEMENT CANCELLATION 0.00
|58[1 D MON-CASH PAYM EMT REVERSALS
53 1
| 60 |1 TOTA L NON-CASH PAYMENTS 0.00
Bl
621 E CREDIT BALAMC E REFUNDS 0.00
B3
|B4/1 F MET REFROCESS ING ADJUSTMENTS 0.00
R -
144k [ M archive I d I I _'IJJ
Ready [ | | UM | [

Fig.1-24. Excel Spreadsheet

You may need to make adjustments to the column widths.

Open the file and chose FILE > PRINT from the menu bar.
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