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General Description:  This explains how to download the hold and release files that are uploaded and sent through AES for the loan process.

Responsible Manager:  Financial Aid Director

Related Procedures:

Related Forms:  N/A

1.
Each morning we download our Financial Aid Hold and Release files so that we may then upload and send them through the AES school portal.

2.
Go to:  https://www5.unm.edu/pls/unm/gzvupld.home
3.
Log on with your USER ID and PASSWORD.

4.
Select “Download Files” (this can be found in the upper left hand corner)

	


	Upload Files 

	View Uploaded Files 

	Download Files 

	Home 


All of the files available for downloading will appear.

5.
Select:  FINAID_RPRHDRL_EXTRACT_FILES  (This will appear in the left column of the table)

6.
Now you will need to pay attention to the second and fourth columns of the table

labeled “Size” and “Dwnld#.”  You will be looking for files with a download

number of zero and size greater then 964.

	

 Filename 


	Size
	

 Date/Time 


	Dwnld#

	HDRL_3149135.DAT
	4.71 Kb 
	11/11/2007 00:58
	0  




7.
Once you have found a file, you will right click on the “Filename” and select

“Save Target As…”

	

 Filename 


	Size
	

 Date/Time 


	Dwnld#

	HDRL_3149135.DAT
	4.71 Kb 
	11/11/2007 00:58
	0  





You will save this file onto your desktop.  You will repeat this for every file

with a “Dwnld#” greater then zero and “Size” that is greater then 964.

8.
Once you have saved all of your files onto the desktop, you will now need to change their names before sending them in the AES School Portal (the files are sent to NMSL through the School Portal).  Each file will be named “clchngin.###”  Each day that you download files, the number will continue from the last file that was downloaded the previous day.
For Example:  If the last file that you downloaded on Tuesday morning was named 


[image: image12.wmf]clchngin.394.DAT


Then the first file that you download on Wednesday morning will be named

  
[image: image13.wmf]clchngin.395.DAT


NOTE:  When naming the files, you do not ad the “.DAT” at the end of the file name (e.g. clchngin.395 for the file above).
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_1256982371/clchngin.394.DAT
@HPS  2002ES11130780022007111321165920071113000000CHANGE TRANS       C005PUNIVERSITY OF NEW MEXICO        00266300      SUNIVERSITY OF NEW MEXICO        834182        P                                                                                                                                                                                                                                                                                                                       *

@10236050688000266300       834182                     ACOSTA                             MIGUEL      A19560709                                                                                                                                                                                                                                                                                                                                                            20071113211659000000*

@10936050688000266300E              735                            SF           834182                        0000000000026630000B0341500101200711120000000000000000R0000000000000000                                                                                                                                                                                                                                                                                      20071113211659000000*

@10936050688000266300E              735                            SU           834182                        0000000000026630000B0341500201200711120000000000000000R0000000000000000                                                                                                                                                                                                                                                                                      20071113211659000000*

@10252455815800266300       834182                     BLAIR                              TRACI       L19810609                                                                                                                                                                                                                                                                                                                                                            20071113211659000000*

@10952455815800266300E              735                            SF           834182                        0000000000026630000B0341570101200711120000000000000000R0000000000000000                                                                                                                                                                                                                                                                                      20071113211659000000*

@10252565702200266300       834182                     MCEVOY                             STEPHANIE   N19821211                                                                                                                                                                                                                                                                                                                                                            20071113211659000000*

@10952565702200266300E              735                            SF           834182                        0000000000026630000B0341710101200711120000000000000000R0000000000000000                                                                                                                                                                                                                                                                                      20071113211659000000*

@10223231690100266300       834182                     PATTON                             SASHA IGENUEH19791117                                                                                                                                                                                                                                                                                                                                                            20071113211659000000*

@10923231690100266300E              735                            SF           834182                        0000000000026630000B0338930101200711050000000000000000R0000000000000000                                                                                                                                                                                                                                                                                      20071113211659000000*

@10923231690100266300E              735                            SU           834182                        0000000000026630000B0338930201200711050000000000000000R0000000000000000                                                                                                                                                                                                                                                                                      20071113211659000000*

@T00001000000020071113211659C005PUNIVERSITY OF NEW MEXICO        00266300      UNIVERSITY OF NEW MEXICO        834182                                                                                                                                                                                                                                                                                                                                                                          *




_1256982164/clchngin.395.DAT
@HPS  2002ES11130780032007111321212720071113000000CHANGE TRANS       C005PUNIVERSITY OF NEW MEXICO        00266300      STEXAS GUARANTEE                 748           P                                                                                                                                                                                                                                                                                                                       *

@10258559500200266300       748                        RALPH                              JOHN        C19850612                                                                                                                                                                                                                                                                                                                                                            20071113212127000000*

@10958559500200266300E              748                            SF           824421                        0000000000026630000B0341750101200711130000000000000000R0000000000000000                                                                                                                                                                                                   G02                                                                                20071113212127000000*

@T00000200000020071113212127C005PUNIVERSITY OF NEW MEXICO        00266300      TEXAS GUARANTEE                 748                                                                                                                                                                                                                                                                                                                                                                             *




