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General Description:  This explains how you will save loan response files and rosters (EFT files that our loan money is electronically sent to us on) from the AES School Portal each morning and afternoon.

Responsible Manager:  Financial Aid Director

Related Procedures:  N/A

Related Forms:  N/A

1.
After downloading our Financial Aid loan application files and sending them for FFELP loan processing through the NMSLGC School Portal, you will now need to save the response files and rosters (EFT files) so that you may upload them to Banner.

2.
Go to: https://connections.pheaa.org/portal/newmexico/school/school_portal.cfm 

3.
Log on using your USER ID and PASSWORD.

4.
Select “Web File Transmissions” from the ONLINE TOOLS menu.

	Online Tools 

	The links below provide access to the online tools you need to view data as well as access the Student Portal.

· NM OneLINK
· PLUS Pre-approval
· Web File Transmissions
· eCourierSBS
· Student Portal
· Automated Funds Return (Web Refunds)
· ezRESET  Make sure to register for our new Password Reset Application

· Online Loan Counseling Registration and Setup 


5.
You will be directed to the MAILBOX WEB ACCESS page.  Here you will select “Directory” from the MAILBOX MAIL MENU (this can be found in the upper left hand corner of the page).

	Mailbox Main Menu

	> Logon

	> Receive

	> Send

	> Directory

	> Logoff

	> Help

	> pheaa.org

	> aesSuccess.org


6.
Now you will be taken to the DIRECTORY page where you will see that “Not Transmitted” is selected on the drop down menu in the “Process Flags” field.  If this is not selected please choose it from the drop down menu and then select CHECK MAILBOX.
	Directory

	Press 'Check Mailbox' to view the 'Not Transmitted' files of your mailbox   OR
to refine your search use the selection critera below then press 'Check Mailbox'. 


             Selection Criteria

	Mailbox ID:
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	Process Flags :
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Not Transmitted




	Creation Date:

	From: 
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Date (yyyymmdd) 
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Time (hhmm) 

	To : 
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Date (yyyymmdd) 
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Check Mailbox
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7.
You will now be taken to the page that has the files you will be saving onto your desktop.  Right click on the “Description/Batch ID” that is written in blue. 

	Mailbox
	Batch#
	Size
	Description (Batch ID)
	Creation Date
	Creation Time
	Flags
	Format
	Originator

	uninmweb 
	0060506
	4,804
	
CLR05OUT.001



	Dec 11, 2007
	1:22 PM
	C R 
	A 
	cmmvs 



Note:  The CLR05OUT files are response files.  The CLE05OUT are our rosters.

8.
From the drop down box, select “Save Target As.”  A File Download box as well as a Save As box will appear.  The File Download box will show you the status of the download.  Please select “Save” in the Save As box (you may also need to “Close” the File Download box).

9.
Repeat steps 7 and 8 for each file. 


Note:  If the page closes after a file has been selected but before you have had a chance to choose to save it, you will need to contact AES and ask them to re-activate the file.  If you cannot reach them, you may also call NMSL and see if a school representative can assist you there.
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