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1 Introduction eXpressReports

1. INTRODUCTION

Internet Access to Reports

eXpressReports provides Internet access to your weekly and monthly student loan management
reports. Reports are available for you to view and print on the first business day following the
cutoff date. By using eXpressReports, you can monitor cash activity, perform management
analysis, conduct default prevention activities, and complete fiscal reporting in a more timely
manner.

There are several benefits to accessing eXpressReports on-line reports via the Internet including:

& Immediate access to student loan management reports;

& Secure access using unique user IDs, passwords, and data encryption;

<z Several applications can be open at the same time — no need to close on-line report files each
time you want to access another application;

& Multiple users can access information simultaneously — each person in your office is issued a
personal ID and password;

To use eXpressReports, all you need for your desktop computer is access to the Internet, the
latest version of Adobe Acrobat Reader, and an unzip utility program.

NOTE:
If you currently do not have Adobe Acrobat Reader your PC, you will need to download this
software from adobe.com. Please check with your IT department before downloading and
installing any software.

eXpressReports Campus Partners June 2004
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Documentation

The eXpressReports Manual is available in PDF format. The PDF file includes bookmarks to
each chapter for easier and faster navigation through the documentation. You will need to follow
these instructions to access the eXpressReports Manual.

Enter our Web site address (www.campuspartners.com/documentation) in your default
Internet browser, you will see the following User Agreement screen. In order to see the
documentation, you must agree to the provisions of the user agreement.

Campus Partners ——

You are int Horme / Reading Room Agreement

Products & Services Publications
_ Welcome to the Campus Partners Reading Room
Publications . . -
Before entering our Reading Room, please indicate your acceptance of our
Downloadable Forms User Agreement.
Tutorials & FAQs User Agreement
_ I understand that the information contained on the following linked pages is

intended for the use of Campus Partners' customers (schools and lenders). I may
Contact Us use this material in the course of carrying out my duties as a student loan
professional at a school or lender that has a contractual agreement with Campus

Partners. As a customer, [ may print, store, or reproduce this material as
necessary to use Campus Partners' products and services.

I agree

Figure 1-1. Reading Room User Agreement Screen

After accepting the provisions of the user agreement, you will enter our Reading Room.

Campus Partners ——

You are in: Home / Reading Room

AboutUs

Products & Services Publications

_ Welcome to the Reading Room!
The following manuals are available in PDF format. Download time for each
Downloadable Forms. manual depends on the size of the document that you are opening and the
speed of your computer.
Tutorials & FAQs
By placing these manuals on our Web page, we are providing you with powerful
m and constantly available tools for using our products. When you open each PDF
file, you will see 3 bookmarked table of contents down the left-hand =ide of the
Contact Us document. Clicking on these bookmarks will take you directly to the topic you

choose,

We think you will find it quicker and sasier to use these online manuals than using
the printed version.

Plus, accessing them on the Web guarantees that you get the most recent
version of the manual available, and best of all--they are free to you.

Figure 1-2. Reading Room Screen
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A list of a customer manuals and instructions for opening the PDF files can be accessed by
scrolling down the page

Campus Partners —

AboutUs You are in: Home / Reading Room

Products & Services Publications

_ Welcome to the Reading Room!
The following manuals are available in PDF format. Download time for each
manual depends on the size of the document that you are opening and the
speed of your computer.
By placing these manuals on our Web page, we are providing you with powerful
m and constantly available tools for using our products. When you open each PDF
file, you will see a bookmarked table of contents down the left-hand side of the
document. Clicking on these bookmarks will take you directly to the topic you

choose.

We think you will find it quicker and easier to use these online manuals than using
the printed version.

Plus, accessing them on the Web guarantees that you get the most recent
version of the manual available, and best of all--they are free to you.

For instructions on viewing these PDF files, see below.

Manual Name m Date last updated on the Web

Collections System Manual 1.37 MB 1/15/04

Glossary 0.19 MB 8/2/03

On-Line Processing Manual 4,79 MB 12/24/03

Federal Regulations Manual-2004 2.01 MB 5/6/04

Docurmentirect 2,15 MB 442/03

WehConnect 1.56 MB 2/25/03

DataStreant 2,77 MB 8/29/03

DataStrearm Quick Start Guide 0.31 MB 4/11/03

Service Overview Manual 3.38 MB 10/30/02

User Guide for mvcampusloan.com  |2.2 MB 3/18/04

cXprassfeports 740 KB L/20/04

Telscanforence Handouts | Size | _Date lsst updated on the Web__|

Systemn 30 851 KB 4/29/04 Figure 1_3. List Of

Assignments 156 KB 4/20/04 .

Bankruptcy 176 KB 4429704 manuals avallable
from our Web site

. o
¥ou must have the latest version of Adobe Acrobat Reader installed on your and IHStrUCtlons for
o B SR S % > installing Adobe

et eLE.COM Acrobat Reader
To view the PDF documentation, select the eXpressReports Documentation link. You must
have the latest version of Adobe Acrobat Reader installed on your computer to view the user
documentation. If you do not have the free Adobe Acrobat Reader downloaded to your
computer, you can follow the links on the page to the Adobe Web site. You will need to restart
your computer once you have successfully installed the software.

eXpressReports Campus Partners June 2004



4 Accessing Your Reports eXpressReports

2. ACCESSING YOUR REPORTS

Once you have registered for eXpressReports, you will need to follow these instructions to

access your reports.

After you have entered our Web site address (www.campuspartners.com), the following screen

appears.

Campus Partners

AboutUs
Products & Services
News.

Publications

Downloadable Forms.

Contact Us

Systemii
Manage your

Illn!.l!l loan // I
l.nlul time
" Click Here! ,

Figure 2-1. Welcome

Whatever
you can do
or dream
you can...
begin it now.

Campus Partners News
Intreeucing Camgus
Fartnen
™ it Mo

Chack cun the lstwrt

Click Here!

Screen

To access the eXpressReports web site, click on the eXpressReports link at the bottom on the
screen. After connecting to our eXpressReports web site, enter your User ID and password.
This screen is also the initial screen if you are using the Shortcut Key on your Desktop. For

more information on how to create a Shortcut Key on your desktop, see page 14-16.

eXpressReports
4 Home

Access your reports from anywhere!

e his
< 2 ciui liabily. Thi

eXpressReports Login

i mputer system is restricted to Campus Partners authorized users for Ca
unauthe or Mo dF of t system, dats con ed in =

» Bookmark this page

us Partners business purpases anly. The
transit b f rarn this sys Q e is

User ID : l—
Password: l—

» Forgotten your password?
» Need a User ID & Password?
» Change Password

» eXpressRaports Documentation

CAMPUS
PARTNERS

Help Desk

Figure 2-2. Login Screen

eXpressReports

Campus Partners
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3. LOCATING YOUR REPORTS

Once your ID and password has been verified, you are ready to locate your reports.
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Figure 3-1. Select Report Screen

On the Select Report Screen, reports can be selected by listing all of the reports available by date
under a particular program number or by listing all of the available reports by date under a report

description.

After making your selections, click on Report to display the first page of the report that you

selected.
| SYSTEM III REPORTS - DAILY - May 11 2004 Seloct New Beport Zoom | $0% 'I Lageff
[foeronse dppi T 0 IEEIEEEE || e
= Ms
H&as a2
—
[ S ——

b m

Figure 3-2. eXpressReports Window
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4. FEATURES OF eXpressReports

Toolbar
This section describes the features available once you have located your report. These options
are located on your Toolbar.

H I il
I SYSTEM ITI REPORTS - DAILY - May 11 2004 Selsct Mew Report  zoom [00% =] Loonff |
I Page 1 of 154 »pl || [Keyword sean =] | search |
- - |
R | \
ABCD g F ¢ .

Figure 4-1. Toolbar

A. First Page
The First Page button is used to take you to the first page within the report

B. Previous
The Previous button is used to take you to the previous page within the report.

C. Next
The Next button is used to take you to the next page within the report.

D. Last Page
The Last Page button is used to take you to the last page within the report

E. Go to
The Go to button is used to skip forward/backward to a particular page within a report.

F. Print

e The Print button is used to print page(s) of the report. Click on the Print button
located on the Toolbar. After selecting the Print button, a menu will pop up, allowing
you to select various print options:

e Current Page (to print the current page you are viewing), or

e Entire Report (to print the entire report you are viewing),

e Range-To (to print a range of pages by entering the page number where you want to
begin printing in the Range dialog box and entering the last page you want to print by
entering the page number in the To dialog box).

Once you have completed your print selection, click Print.

eXpressReports Campus Partners June 2004
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3 Print Repoit - Microzoft Internet Explorer

SYSTEM III REPORTS - MONTHLY
00004-000-000-00000 - Feb 29 2004

Print Options

Print Current Page (1 of 14)
Print Entire Report (14 pages)

Frint Range |1 tD|14

Adobe Acrobat will be launched,
Please select PRINT from aAcrobat.

Figure 4-2. Print Screen

The report will be launched in Adobe Acrobat Reader. Click on the print button to begin
printing.

The default setting for the paper orientation is Landscape. To change your printer, page
orientation, or paper size and source, you will need to change the setting in your printer setup.

eXpressReports Campus Partners June 2004
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G. Download

Download into a Zip File

The Download function is used to save a report to your hard drive or network. Once you have
located the report or the page you would like to download, click on the Download button located
on the Toolbar. The file will be compressed into Zip archive format.

File Download |

Some files can hamm pour computer. [f the file information below
looks sugpicious, or you do nat fully st the source, do not opet or
save this file,

File name: dwweh zip
File type:  WinZip File

From: amz. hepziian. com

Woould pou like to open the fle or zave it ko your computer?

en | [

W Alwaps ask before opening this tpe of file

Cancel | tore Info |

“J Downloading.. - Microsoft Internet Explorer !E[E

Retrieving pages and preparing ZIP file...

Close This window Wwhen Download Finished |

T

Figure 4-3. Download Screen

NOTE:
If you currently do not have ZIP utility software on your PC, you will need to download this
software. Winzip, the most commonly used software, can be downloaded from Winzip.com.
Please check with your IT department before downloading and installing any software.

Using Internet Explorer

Your browser will prompt you to respond to this question, “Would you like to open the file or
save it to your computer?” If you select Open the file, the file will not be saved to your C drive.
If you select, Save this file to disk, by default it will be saved to your Desktop.

Once your file has been successfully downloaded you will get a Download Complete message.
Select Close. Another window will appear, select “Close this window when download finished”
to close this window.

eXpressReports Campus Partners June 2004
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Once you have located the file on your disk drive, double click the file to open your Zip
program. Double click the file in your Zip program, and it will open in Notepad. To save the
file, click on Save as located under the File menu.

Using Netscape Navigator

Y our browser will prompt you to respond to this question, “Would should Netscape do with this
file?” If you select "Open it with the default application," the file will not be saved to your C
drive. If you select "Save it to disk," it will be saved to your Desktop by default.

Opening dxweb._zip E3
The file "duweb.zip" iz of type application/zip, and Netzcape does not know
hiow to handle this file type. This file iz located at: =

https: //ams. hepsiian. comdams,

What should Metzcape do with thiz file?
() Open it with the default application
(O Openitwith |
(=) Save it to disk

[ Ahways show this dialog befare handling files of this type

[ (1] ][ Cancel

Figure 4-4. Download Screen

Once you have located the file on your disk drive, double click the file to open your Zip
program. Double click the file in your Zip program, and it will open in Notepad. To save the
file, click on Save as located under the File menu.

For information on how to import your data into a Microsoft Excel spreadsheet, see page 11.

File Edit Search Help
[Report Hame: 28B48585-System 111 Reports—Daily; I i’
BPage 113
11111-006-000-000008 PREFACE
REPORT HAME : £63IN281 S6416335 BOOO0-000-000-006008 861
REPORT DESCRIPTION: CASH ACTIVITY REPORT REPORT SEQ!I
RUN DATE: 85 /85 /84
AS OF DATE: 85 /85 /84
4] | v

Figure 4-5. File Opened in Notepad

eXpressReports Campus Partners June 2004
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H. Select New Report

Select New Report allows you to return to the Select Report Screen to select a new report.

I. Zoom

Allows you to zoom in and out of text while in a report.

J. Logoff

Logs you out of eXpressReports

K. Search

The Search button is used to search for a particular text string within the report you are viewing.
Enter the text string you would like to find, then click the Search button. When the selection is

located, the text will be highlighted.

The Student Loan Journal allows for additional searching by Social Security Number, Program

Number, Borrower Name, Account Number, Status, and Note Date.

Student L.oan Journal

00001—000-000-00000 AIII,
AMEZ-SAMPLE UWIVERSITY /HDSL

STEVE

A5 OF DATE 04730704

Borrower Nam = Telephone Mum ber bt CD-Tape (112 | CurreniDue | Coll Fems LziAidDE  |fcqusdinl |LaitalD
Preg 4 -Loan Mum bar-Sag, Cohorl Aacounihla Plan-Fragq al4 | Pmilue Oher Coat LamiAciTeps  |Oly bidmi | Mok Dl
Addeas OF RF Flg AciflolOays Held ET Skbw 5|5 | LChgDue | Tob Due L=ifm smi  [hiRzk® | SenDal
5. Feza Dial= Placed Pugenca Mo [WCCL| MalPay D= Poatpnd Ami L=miPay O AC. - Type | DefHDT
AIII, STEVE 910/607-2277 BaD - H ols L00| 0070000 23314047207
00001-223-45-6789-01 MO| 000-54-9695-01] I - 12297 .00|  HOHE .136406/01/
EFG - SAMPLE COLLEGE-WD3L  ¥1| 0leésl -0l68l | B [@9) 74.5Y 1304.22 .00 5.000(12701;
F O BROX 2901 FER 00700700 5723704 _oo|oogoog0n 1 - 109724,
WINSTON-SALEM WC 271022901
ALICE, CHILDREZS 919,748-5308 BEAD - H . oo .00| 127117901814 . 780472305
O0002-470-66-3437-049 ooG-01-4083-01] 14 - Of Azas_ A _oo|ADIUAT _245910714;
11% SOUTH SPRUCE ST 07270 -06371 | B 9 H 46200 3757.60 SO0 A_000 06701,
WINSTON-34LEM, NC 27101 0000700 06,704,704 L00| 000000 1 - 106705,
ANDERZON, STEYE Q00/000-0000 BAD - H .o 00| 0070000 7540404720/
O0001-554-45-5441-11 Ho| [OOn-49-4498-01] I - {f 1746 94 .00 HOHE _136d10/01;
LINK HOH b ¥1| 05598 -0559& T 148_ 871 1835.77 SO0 5000 06701,
o000 DIR 00700700 07/01/04 .o0|oos00s00 1 - 1(olsoz,
ANDERSON, WAYNE Q00/003-0000 Babd - [ 425 00| 08719794 54634047307
O0001-912-34-5A02-01 Ho| [O0B-49-8x58-01] I - F 153421 a0. 00| ADIUST J13AA0E 01y
UINK HOH ¥1| 03956 —03557 B [ g 64,54 1e627.99 .00 5000|0901,
Qooon PER 0O/00/00 05701704 .o0|oosoos00 1 - 1(o7s02;
BARBER, BETSY o00/00a-0000 BabD - B F Mvls 00| 0672598 AR 14047307
O0001-242-11-6938-01 Wo| 242-11-6938-01] 1 - F 100,54 _oo|aDIuaT _ooedoa o1y
UINK HOH ¥1| 04642z -04316 | B F ols 100.52| 100.0Q 5.000 0601,
WINSTON-SALEM, HWC 27102 DfF D&FLE/92 0001 ¥[ 05723704 .00| 02713792 1 - 1|02s16;
BARBER, BETSY o00/00a-0000 Bab - / [ Mvls 00| 10723791 528 89047307
00001-242-42-4242-42 WO| 242-42-4242-01] 1 - b 129427 .00 aDIUET .1025909 701,
IR L. TR £y PR T PR ) - = sl -l LT - LI - P )
Figure 4-6. Search
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5. HELPFUL HINTS

Importing Your Data

To import your data into an Excel spreadsheet, you need to open a new Excel worksheet or
workbook. Once you have opened your workbook, go to the File Menu and select the Open
option. Then you must locate the text document.

Next, you need to 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. It is
recommended that you choose the Fixed Width option. Then select the Next button.

Text Import Wizard - Step 1 of 3

The Text Wizard has determined that wour daka is Fixed Width,
If this is correct, choose Mext, or choose the Data Tvpe that best describes your data.

riginal data type

Choose the file bype that best describes vour data:

" Delimited - Charackers such as commas or kabs separate each field.

(v F 1i - Fields are sligned in columns with spaces between each Field,

Skark import &k pow: 1 3: File Origin: |Winu:|u:uws [AMST) ﬂ

Preview of File ., 1AMS_SYSTEM III REPORTS - DaILY_20040505-....

1l [Report Hame: 20040505-5Sy=tem III Feports-Dailwy: |1 -
12 [IPage 113

|3

14|

=N

E hd

Cancel | | Mext = | Finish |

Figure 5-1. Text Import Wizard - Step 1 of 3

eXpressReports Campus Partners June 2004



12 Helpful Hints eXpressReports

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, you simply click at the desired
position. To DELETE a break line, you need to double click on the line. To MOVE a break
line, you 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.

Text Import Wizard - Step 2 of 3 K E3

This screen leks wou set Field widths (colunin breaks),

Lines with arrows signify a column break,
To CREATE a break line, click, at the desired position,
To CELETE a break line, double click on the line.
To MOWE a break line, dlick and drag it.

~Data preview
120 ) 130 ) 140 ) 150 ) 160 ,

00 | 10 [05-03-04 A OH-LINE waLsy -
00 | 10 [04-06-04 A OH-LINE waLsy

42 | 10 [05-01-04 W OH-LINE wino

00 | 10 [03-22-04 W OH-LINE w139

00 | 10 [04.--09-04 A OH-LINE w139

00 110 031904 A OH-LINE 139 LI
KT

Cancel | < Back |

Figure 5-2. Text Import Wizard - Step 2 of 3

You will be able to format columns after you have imported your data into you Microsoft Excel
spreadsheet.

eXpressReports Campus Partners June 2004
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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. Your data then will be imported
into an Excel spreadsheet. You may need to adjust the column widths.

Text Import Wizard - Step 3 of 3
This screen lets yvou select each columin and set Column data Formnat

the Data Format. {* General

‘General' converts numeric values to numbers, date " Text
values bo dakes, and all remaining values ko kext, " Date; MDY -

" Do ok import calumn (Skip)

Daka preview

PMT EEJH

PMT REJE
FMT REJE

Cancel | < Back. |

Figure 5-3. Text Import Wizard - Step 3 of 3

X Microsoft Excel - AMS_SYSTEM IIl REPORTS - DAILY_20040505-System |1l Reports-Dai... [I[=] B3
‘ﬂ File Edit YWew Insert Format Tools Daka Window Help =& ﬂ
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Airial 0 B I U EE=E=EEH|% %, W oD A
A PSR O B +

4189 | =
A B C ] E F [E] H ol

187 | POST DATPROG#LCAMOUNT PT TRAM DATTOTAL S BATCHATEUSER

188

189 1

190|05/05/04  04113-238- 40 10 o504 W 00080086 WIas

191 |ADDY, HEVOB00-610, 1 569.84 10 o504 W 00030057 WIgs

192 ADE, KRIZ00291-000- 120 10 o304 W 02000093 W3as

193 | ADESOUND2E87-215- 40 10 o504 W 000E/0053 WIas

194 | ADKINS | h04020-295. 40 10 /504 A 0225/0058 Wagy

195 | ADKINS | FO0436-234- 515 10 52304 W 01110034 Wi

196 | ADOMNAL (01596-089- 74 10 /504 A 02250077 Wagy

197 | AGBAJE, 02156-085 14675 44 10 42604 A 01140002 W113

198 | AGLUILAR, 03751-570- 40 10 a/a04 W 00030063 Wass

44 [» [»]AMS_SYSTEM III REPORTS - DALLY_ |4]

Figure 5-4. Microsoft Excel Sample
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Creating a Shortcut Key
Using Microsoft Internet Explorer

After connecting to the eXpressReports Web site, as shown in Figure 2-2, select the File on the
Menu Toolbar. Scroll down to the Send option and select the "Shortcut to Desktop" option.

File Edit %iew Favorites Tools  Help

= o 7

QD_EV'I--- Ltrl+0) btop Refresh  Hon
it

Sane
Save Az..

Ciles P39

Fage Setup...
Erint.... Clrl+P
Frint Presview. ..

REDOT
Page by E-mail...
Link by E-mail...

Import and Expart...

Froperties
wéark, Offline
Close

Armanns

= rnrnnter sustern s restrictad o AM

Figure 5-5. Shortcut To Desktop (Microsoft Internet Explorer)

To view your shortcut, minimize the Internet browser window. The following eXpressReports
for the Internet shortcut key is displayed on your Desktop.

8]

eXpress
Reports

Figure 5-6. Shortcut Key
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Creating a Shortcut Key Using Netscape Navigator

After connecting to the eXpressReports Web site, as shown in Figure 2-2, select Bookmarks,
"Bookmark this Page."

» File Edt “iew Go |Bookmarks

Q0

A iE 43 Home 5
My Sidebar Tabs™

Toolz “Window Help
Bookmark Thiz Page Chl+D

File Bookmark... Chrl+Shift+D

Manage Bookmarks... Chil+B Bookmarks

[ Personal Tookbar Folder 3

Search
T 3 5earch and Directary
ookmarks
3 Best of the ‘web
Add.. Manage Se .
ELinks
Search

[» £3 Perzonal Toolbar Fol Binside Netsoape

[» F Search and Directar % RealPlayer Home Page

[» E3 Best of the web
[» B3 Links

EMedia
Eimpaorted IE Favarites
%% System3i: Login Form

[ 3 Inside Metscape
%% How to Customize B

%% Spstem3i Login Form
% System3i: Login Form

%3 How to Customize Bookmarks. .

%4 RealPlayer Home Pz %5 Spstem3i: Login Farm

[ £33 Media E'
= P f | ol Sy g User ID : I—
Metscape Channels ri| ] ]

Figure 5-7. Create Shortcut Menu (Netscape Navigator)

Next, select "Open My Sidebar" from the menu bar. A list of your
bookmarks will appear on the right side of your browser. Select the
bookmark named eXpressReports and drag it onto your desktop.

Y our shortcut should now be on your Desktop.

. File Edt Wiew Go Bookn

.90 Q

43 Home Gp Rac

Tabzw X

ry _' qE
. Fle Edt Yiew Go Bookmaks Iooks Window Help

" GO Q @ O [ b 071 21839/ | [ESearch | Cil;,o @ H.'r' SidEha'

. @, 4 Home G Fadio W] Netscape Ok Search CdBookmarks % InstantMessage S WebMal  »

Search
—[i4 DOpen by Sidebar fom L K]

5 Bookmarks
eXpressReports &dd.. Manage Search..

Access your reports from anywhere!

] —

[* £3 Search and Directary
[* £3 Best of the Web
[* E3 Links —

subject to =i

2l penalties and duil libili
eXpressReports Login
User ID : |

I I
@ ©F | Applet com objectplanet NewsTicker started =mA e el

[* £3 Inside Metscape i
% How to Customize B... |
% RealPlayer Home Pa... =

[ B Meda

Figure 5-8. Create Internet Shortcut Screen

[» 3 Imparted |E Favarites

Figure 5-9. Sidebar

Metscane Channels
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6. IDENTIFYING AND CORRECTING ERROR OCCURRED MESSAGES
Password Errors

Password Required

If you received the error message “Password is required,” you did not enter your password when
you logged on to eXpressReports. To correct the error, you need to enter your password. To
enter your password, click the OK button on the message dialog box.

il Microsoft Internet Explorer  E3

; & Pazsword iz required.

Figure 6-1. A Password is Required Error Messsage

Password Does Not Match

If you received the error message “The Password you entered does not match the password we
have on file,” you may have entered your password incorrectly. To correct the error, you need to
re-enter your password correctly.

® The Paszsword vou entered does not match the
password we have on file,

Figure 6-2. Password Does Not Match Error Message

Character Length

If you received the error message “Password can not be less than 6 characters,” you may not
have entered enough characters when typing your password. To correct the error, you need to re-
enter your password correctly.

® Passzword can not be less than & characters

Figure 6-3. Password Cannot be less than 6 characters
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User ID Not Found

If you received the error message “Your User ID was not found. Please try again,” you may have
entered an incorrect User ID or the ID may not have enough security to access this web site. To
correct the error, you need to enter your User ID and password or call your Customer Service
Representative to determine if your User ID is authorized to access this web site.

® “Your Uzer Il was not found, Please try again

Figure 6-4. User ID Not Found Message

ID Suspended

If you received an error message “The Use ID entered has been revoked,” your password has
been suspended. Your password may have been suspended because over the past 60 days you
entered your password incorrectly four times. To correct the error, you need to contact your
Customer Service Representative and inform them that your password has been suspended.
After speaking with the representative, you will be informed to proceed. Click the back button
on your browser to reenter your password.

Password Expired
If you received the error message below, your password has expired.

System3i

Manage your student loan portfolio from anywhere!

Change Password

Your password has expired, please change your password to login.

User ID : zos
Old Password:

New Password:
Confirm New Password:
» Change Password

» Forgotten your password?
» Need a User ID & Password?

Help Desk

Figure 6-5. Password Expired Error Message

To correct the error, you need to change your password. Re-enter your password in the Old
Password field and then enter a new password in the New Password field. After re-typing your
password for confirmation, click Change Password. Your password must be between six to eight
alpha or numeric characters. You may not include any special symbols. Your password is not
case sensitive and expires every 60 days.

eXpressReports Campus Partners June 2004



18 Error Messages eXpressReports

Password Changed

Your password has been successfully changed. Click here to continue,

Figure 6-6. Password Changed Message

Once you have successfully entered your new password, you will receive a message stating You
password has been successfully changed. You should use this new password for the next 60
days.

Password Contains a Reserve

If you received the Error Message “Error-New password contains a reserve word prefix,” you
entered a password that contains a word that cannot be used as a password. In that case, must re-
enter a new password.

#® Error - Mew password contains a reserved word prefix,

Figure 6-7. New Password Contains a Reserve
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Miscellaneous Errors

Session Expired

If you received the above “Error Occurred” message, eXpressReports was not able to access the
session because the current session is no longer valid due to inactivity by you. Therefore, the
session was terminated. Inactivity includes not browsing through your reports for 10 minutes.
To establish a new session with eXpressReports, click the Refresh button (Reload button if using
Netscape) on your default browser toolbar and re-enter your User ID and password.

Sorry, your session has expired.

Figure 6-8. Session Expired
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