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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;
 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.
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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.

Figure 1-1. Reading Room User Agreement Screen

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

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

Figure 1-3. List of
manuals available
from our Web site
and instructions for
installing Adobe
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.
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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.

Figure 2-1. Welcome 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.

Figure 2-2.  Login Screen
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3.  LOCATING YOUR REPORTS

Once your ID and password has been verified, you are ready to locate your reports.

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.

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.

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
• 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:

• Current Page (to print the current page you are viewing), or
• Entire Report (to print the entire report you are viewing),
• 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.
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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.
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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.

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.
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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
Your 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.

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.

Figure 4-5.  File Opened in Notepad
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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.

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.

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

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.
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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.

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

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.

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.

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."

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.
Your shortcut should now be on your Desktop.

Figure 5-8.  Create Internet Shortcut Screen

Figure 5-9.  Sidebar
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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.

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.

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.

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.

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.

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.
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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.

 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.

Figure 6-8.  Session Expired


