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Introduction

TEAM was developed by GEMCOR, Inc. in response to the overwhelming need for a
user friendly, Windows based, software system for use by post secondary institutions to
transmit electronic applicant and award information directly to GEMCOR from the
school’s on campus computer systems. TEAM (Title IV Electronic Awarding Module) is
an optional software system that allows schools the ease of electronically transmitting
award requests to GEMCOR.

Electronic processing is undoubtedly the fastest and most accurate way for our offices
to communicate. It allows you to receive ISIRS the same day we get them from the
department, reduces the turnaround time on your awards, allows you to originate your
payment requests electronically all while using today’s state of the art technology.

Either way, additional benefits include reduced paper waste and postage expense for
both of our offices as well the obvious time benefit of being able to initiate payment
requests the same day that an ISIR is produced by the department! In most cases you'll
be able to process actual payments within 2-3 days of filing the FAFSA. TEAM is an
optional system. Physical review of ISIR files is still available for those schools who like
the "second set of eyes" confirming the accuracy of the ISIR file.

Our TEAM system allows users to preview or print ISIRS to the screen or printer, print
award letters at your location, view disbursement journals via TEAM, preview a short
copy of the ISIR called the "QUICK VIEW ISIR,” view a transmission log for payment
requests and confirmations, view disbursement information, pull information from your
existing TRAX System into TEAM, change your school name and address, view new
student award information, screen for all payment types, preview EFC intermediate
values available for direct loan processing, has the ability to scroll through all payment
records for subsequent payment requests, and offers multi-user functionality on your
existing network.

Your TEAM system also includes electronic withdrawal and refund notifications,
electronic subsequent payment requests, and most importantly, report capability
ensuring that no students "slip through the cracks" and end up unprocessed.
GEMCOR's new TEAM now joins the best technical support team in the country,
combining to give you effortless administration of your Title IV funds.

In past years TEAM was only used by clients who requested this service, and an annual
software fee was charged. We are very happy to announce that our TEAM system is
now free of charge to all of our clients. We feel that the savings generated by the
system will cover any development costs and are passing that savings on to you. We
are also confident that you will benefit from reduced postage and express mail
expenses on your end too. Lastly, regulations allow you to maintain your records
electronically so you need not even print your ISIRS on campus. Once they are in your
TEAM system, they are part of your permanent records. As with any software system,
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we encourage routine backups of your data but should you lose any data, we can
regenerate a year to date batch of ISIRS at any time. It's a classic win-win situation.

GEMCOR, Inc. is now paperless for the 2010-2011 ISIRs and 2011-2012 Award
Letters. If you are not already a TEAM Client, please call our offices at 1-888-
GEMCOR-8 to receive your TEAM Installation Package for 2010-2011 so that you can
print your 2010-2011 ISIRS and 2010-2011 Award Letters.

This user’'s manual will outline the features of the TEAM software system and will
provide instructions for the use of all TEAM features. If at any time you require
technical support, help is only a phone call away. Just dial toll free 1-888-GEMCOR-8.

2011-2012 TEAM System Features

@

®@ © ® @ ® ® ® © © @

Receive ISIRs electronically through Internet based transfers

Print/Preview ISIR records by daily batch or individual basis

Request Federal Pell Grant Awards

Request Federal SEOG Awards

Request Federal Direct Loan Awards

Print Award Letter Notifications

Notify GEMCOR of refunds deposited

Computer based recordkeeping of all your file submissions and disbursements
SSCR Functionality

View Disbursement Journal Information

Full-Time Technical Support via Your Computer Screen

Annual Licensing Fee: FREE to all GEMCOR Clients

System Requirements

®
o
®
&)

April 2011

IBM Compatible Personal Computer (PC)
Windows XP Operating System

A CD, CDR, or DVD Drive

DSL Connection

Call Toll Free 1-888-GEMCOR-8 2



GEMCOR, Inc. TEAM User’s Manual 2010-2011 Edition

Table of Contents

April 2011

Procedural INformation.........ceiiiiiii e e 4
Overview of TEAM DUTONS ... e e 5
INS Al A ON ... e 6
Getting Started........cccoi i e e e 11
Utilities
School INfOrMatioN.......c.vii i e e 15
Program INformation.............ccueiiiii e 16
Budget INformation..........cooi i 17
Sorting the Student RECOIAS.......ouiiiiiii i e e e 18
Process
= 19
[0 [ (=Y o3 A 0 -1 o 21
FOE O G . . it 25
Subsequent Payments.........coviiiiiiiie e 26
RETUNGS. .. e 26
B = 1 =T 1 1 PP 29
R IV . . e e 35
Print, Preview, and QUICK VIEW........c.coo i e 36
Gainful Employment REpPOrting.......covouiiiiiiiie e, 37
How to check or clear your messages.......oovvviiviiiiiiiie i, 39
Versions Of TEAM. ... e e e 40
L= UL 11 Lo PRSP 42
0 110101 1 AP 42

Call Toll Free 1-888-GEMCOR-8 3



GEMCOR, Inc. TEAM User’s Manual 2010-2011 Edition

Procedural Information

Application Processing

After a Students' Free Applications for Federal Student Aid (FAFSA) is filed, a need
analysis report will provide you with an immediate calculation of the student's
expected family contribution (EFC). After all of your applications are entered, an
export routine will extract your application records into a single data file. This data
file containing your student applications can then be electronically transmitted to
GEMCOR (or to the Student Aid Internet Gateway (SAIG) for schools that submit
data to the central processor under their own "TG" account). Approximately two to
three days later, the students' Institutional Student Information Records (ISIRs) are
available for retrieval.

ISIR Processing

Any ISIR files for your school are downloaded into your computer each time you
perform the "receive" function from the TEAM Main Menu. Any ISIR data that
GEMCOR has prepared for you will be returned during this transmission. If you
received any ISIR files from GEMCOR, they must be imported into the TEAM
database, and then you will have the option to preview or print selected students’
ISIRs. Schools who receive data from the Student Aid Internet Gateway (SAIG)
system under their own "TG" account can choose whether they want to import and
print their ISIRs through EDEXxpress, or through TEAM.

Pell Award Processing

After your ISIRs have been imported into the TEAM system, you can enter "Formula
Sheet" information for students who are ready for a first Pell payment for the award
year. For subsequent payments, simply enter the payment eligibility date into the
student's record in the TEAM system. All Pell award files can then be exported into
a single data file, and the file will be transmitted to GEMCOR during your next “send”
function. When we receive the file, your students' Pell awards will be processed
accordingly.

Federal Direct Loan Processing

After your ISIRs have been imported into the TEAM system, you can enter
“Certification Worksheet” information for students who are ready for a first Direct
Loan payment for the award year. For subsequent payments, simply enter the
payment eligibility date into the student’'s record in the TEAM system. All Direct
Loan award files can then be exported into a single data file, and the file will be
transmitted to GEMCOR during your next “send” function. When we receive the file,
your students’ Direct Loan awards will be processed accordingly.

Campus-Based Award Processing

In similar fashion to the procedures for electronic Pell award requests, campus-
based award requests can also be data entered into the student's record in the
TEAM system. The campus-based award requests will be transmitted to GEMCOR
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during your next “send” function. Upon receipt of your electronic file, the students'’
campus-based awards will be processed accordingly.

Refund / Withdrawal Processing
Refund information and withdrawal date information can be entered into the
student's record in the TEAM system. As with Pell and campus-based award
requests, any pending refund or withdrawal information is automatically exported
from the TEAM system. Upon receipt of your electronic data file, any refund or
withdrawal information is processed accordingly.

The above descriptions represent a simple overview of the TEAM administrative
processes. Please review the respective sections in this manual for detailed information
on entering data and navigating through the TEAM Software System.

Overview of TEAM Buttons

Upon entering the TEAM system, a main menu will be displayed showing the eight
administrative functions available to you as well as an “EXIT” command button.

PRINT
m erafEss JIf rralEMIT PR PRENT
SUMMARY

If at any point when you are in the TEAM program, and you want to get back
to the Command Center screen, simply click the “EXIT” button at the bottom
left of the screen. Try not to “X” out of any TEAM screens using the red “X”
on the upper right section of the screen.

The “PRINT ISIR SUMMARY” button is used if you want to print a listing of all
PRENT current ISIRs in TEAM.

The "“PROCESS” button allows you to go into each student’s record and
el request PELL grants, Loans, and FSEOG (if school is eligible). This function
also allows you to report refunds as well.

Once you have entered each student for payment and toggled each student
record, you are ready to transmit the data to Gemcor. If you want to transmit
student award data to GEMCOR, click the “TRANSMIT” button. From this
menu, you will be able to preview a list of all students toggled, preview/print a

i
=
=
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copy for a student’s file, export and send to GEMCOR, and view your
Transmission Log.

The “UTILITIES” button allows you to set up Program Information, Budget
Information, School Information, view GEMCOR Disbursement Reports and
Transmission Log.

The “PREVIEW” button allows you to preview the selected student’s ISIR to
the screen rather than printing it to the printer. First, select a student from the
list and click the “PREVIEW” button at the bottom of the screen.

The “QUICK VIEW” button allows you to view a single-page “Quick View” of a
student’s ISIR. If you would like to see a student’s ISIR Quick View, select a
student from the list and click on the “Quick View” button at the bottom of the
screen.

The “PRINT” button is used if you would like to print a student’'s ISIR. First,
select a student from the list and click on the “PRINT” button at the bottom of
the screen.

“SSCR” stands for Student Status Confirmation Report. 2011-2012 TEAM
now offers SSCR functionality. Instead of listing student enrollment statuses
and sending them to us via fax or mail as in the past, you are now able to
enter student statuses on your computer via TEAM. You can electronically
transmit your SSCR information to GEMCOR through the “SEND” function.
Upon receipt, we will then send your school information to the Department of
Education.

Installation

® GEMCOR now installs TEAM and TRAX remotely through LogMeln

software!

This is the fastest and most convenient way to install our software on your computer,
and it only takes a few easy steps! First, we need to install LogMeln on the computer in
which you want to run TEAM or TRAX. Please call our Technical Support Staff when
you are ready to install the LogMeln software on your machine. We will then send you
an installation link via email that looks like the one below:

April 2011
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i il send | Accounts~ | W) < (G B A ¥ B | ¥ (S [ options.. v HTML -
[ Te..  laua@aolom
Wce..
Subject: Loghieln Installation
\ﬂj| |4, | French Script MT ~ 14 -Av‘n I H‘E
Laura,

| can install the software for you

[fit e=ks for a computer name or computer description, please enter. “Laura Mew.*

If it asks for a computer access code, please enter: "gemcori23.”

done as well.

hitps.#fzecure logmein.com/i?l=enéc=00_dbnG:BridgceiduGaowrEsnki2bbtbEmE7 59

Click on the link below to install the Loghleln Sofware. Do & Typical Installation, taking all of the defaults

Once | ee that the sofware has been installed on my end, [will give vou a call. Or, you can call me when you are

4“0 w|g

When you click the link in the email, the following message will appear. You should
check the box next to, “l have received this link from a trusted source,” and then click
“Continue.”

Welcome to the LogMeln Installer

This will install LogMeln onto your computer. The person who sent you this link will be able to access
your computer.®

LoaMelnis a secure remote access system that allows your trusted IT support professional to provide
technical assistance by remote controlling your computer over the Internet

D&'erecewed this link from a trusted source

Next, the following screen will appear, and you should click “Install LogMeln.”

April 2011
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Download and Install LogMeln

Click the button below to run LogMeln installer.

B

Problems? Click here for alternate installation instructions.

The following screen will appear, and you should click “Next.”

1& LogMeln X

LogMeln

Simply Connected™
Version 4.1.1578

Bty f feevewe LogMeln.com
infoi LogMeln.com

L G Copyrght @ 2003-2010 LogMeln, Ine
LogMe(T)

The following screen will appear, and you should click “Next.”

& Logmsin R|
This installation will be attached to the follawing
account:

Company: GEMCOR, Inc,

Account holder: Lauris Grybas (lauriepgemcorine. com)

LogMe(®)’

coack || mema | [ concel |

The following screen will appear, and you should click “I Agree.”
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& LogMeln License Agreement

Terms and Condiions of Use

IMPCRTANT - FLEASE READ THESE TERMS A0
POOMDITIONS CAREFULLY WHEN vOU (HEREAFTER, nu"
fOR. "YOUR") ARE ORDERING OR ACCESSING THE LISTED
[SERVICES ANDYOR SOFTWARE FROM LOGMEIN, INC.
("LMI"), These terms and conditions ("Terms”) govern the
fuse and licenaing by LMI of the foliowing Logheln® service
(5) and related software: (Logheln Backup®, Loghleln®
Koty al™, Logheln Free®, Loghelr® Jgnition™, Logheln IT
Prech®, Loghieln® Mac, Logheln Pro®, Loghicln Pro?®,
fLogheln Risoue®, Loghetn® Riscuestobile™, Loghein
pmachi®, Loghietn Hamach P8 and any other relaned
a0 g o oftware o srvioes) (Fa “Sorvice™) and th Metwork

. “orsolks™ software (the *Softwars® and tmgather with the
l-og [Service, the "Procucts”). BY COMPLETING THE ELECTRONIC
ACCERTANCE PROCESS, CLICKING THE “SLBMIT® OR
"ACCEPT® BUTTONS, SIGNING, USING ANY OF THE -

[cpac | 1 agras y [ cancat |

The following screen will appear, and you should choose “Typical (recommended)” and
click “Next.”

Software options

Choote the satup type that best suits your naads

You can mstall LogMealn with default settings, or you can choose to specify
them dunng installation.

&) Typical (recommended)

() Custam (for advanced ugers)

[ < Back " Hext > | Cancel ]

The following screen will appear, and you should click “Next.”

& LogMeln Destination Folder g

Choose Destination Location

Setup will install LogMeln in the falder listed below.

To install to this folder, click Next. To install to a different foldar, click Growse and
select another folder,

Destination folder

C:\Program Files\LogMelnl, Browse

l < Back “ Next > k[ Cancal ]

The following screen will appear, and you should wait until the green bar finishes
loading and wait until the following box appears:
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1& LogMeln Installation r—_l O Rl

Install status

Setup is performing the requested action.

Please wait whie the Setup wizard installs LogMeln. This may take
a few seconds.

When this box appears your setup is completed, and you can click “Finish.”

& LogMeln gl
Setup Completed

LogMeln is now installed on this computer

Need help? Visit www.LogMeln.com,/support.

LogMe(®)’

Once you have completed the installation of LogMeln on the computer that you wish to
have TEAM installed, our Technical Support Staff can log into your machine remotely
and install the TEAM software. After the installation is complete, we will load your Year
to Date ISIR files, updated Disbursement Journals, and Confirmation Files into your
TEAM mailbox and activate your license.

@ You can also choose to install our TEAM software through a CD

mailer package

Workstation Installation from CD:

Close any programs which may be minimized or running on your system. Place the
TEAM CD into your CD-ROM, CD-RW, or DVD-ROM drive. Click the Start button, then
Run, then click Browse. Select your CD/DVD drive from the pick list marked “Look In”.
To install, select and run the “Setup.exe” file to begin your installation.

April 2011 Call Toll Free 1-888-GEMCOR-8 10
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#1) Welcome Screen, click * ”

#2) Customer Information Screen, Enter User Name and Organization and
click

#3) Choose Setup Type, Select

#4) Custom Setup, Select

#5) Change Destination Folder, and click

#6) Custom Setup Screen, Click
#7) Ready to Install Screen, Click

After Installation:

Once your installation is complete, please call our Technical Support Staff at 1-888-
GEMCOR-8 and we will load your Year to Date ISIR files, updated Disbursement
Journals, and Confirmation Files into your TEAM mailbox and activate your license.

We have an optional Support Package available that will allow our Technical Support
Staff to connect to your computer screen to assist with your installation (if needed), on-
line training and troubleshooting. Please ask our Technical Support Staff about this
very valuable support package.

Getting Started

Now that you have installed and reviewed the layout and basic features of your new
TEAM system, you are ready to start using the software. In order to open the TEAM
system, you must first launch the Command Center. On your desktop there is an icon
titted “Command Center - GEMCOR, Inc.” Double click this icon to open the Command
Center.

April 2011 Call Toll Free 1-888-GEMCOR-8 11
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Serving Federal Student Aid
Programs Since 1973

Software Applications Command Center - GEMCOR, Inc.

Tila I!E & L) ls‘.A\w.vdh! A8g8 mant 7 Shudant Rasoris

NO NEW MESSAGES ‘

@
®| zo00u |
®| o202 |

®

®
Any messages in green above need to be read into the
appropriate TEAM program before additional ®| JEA Lsorade |
"RECEIVES". Select the TEAM Program for the )
corresponding award year to have these notifications @ Check Messages |
read inta TEAM now. I you have any questions, please
call GEMCOR Technical Support at: 1-888-GEMCOR-. @| Clear Messages |

nags mant Selbvar:

Enter TRAX H TRAX Upgrade J

for Technical Support, Call Toll Free: 1-888-GEMCOR-8

visit us on the web at www.gemcorinc.com

The left side of the Command Center contains all TEAM Software functions. The right
side of the Command Center contains all TRAX Software functions. TRAX, Institutional
Student Tracking System, is another software package that we offer our clients. TRAX
provides modules to efficiently monitor and track prospects; Admissions and Enrollment;
Document Tracking; Marketing and Admissions Rep Performance; Attendance, Grades
and Services Tracking; Satisfactory Academic Progress (SAP) Reports; Accounts
Receivable; Placement Tracking; Default Management; 90-10 Revenue Tracking &
1098T Reporting; and Unearned Tuition Calculations. If you would like to receive more
information on our TRAX Software package, or information on how to receive a TRAX
Demo, please call our office at 1-888-GEMCOR-8.

If the “2011-2012” button on your Command Center is not enabled, please call our
offices at 1-888-GEMCOR-8 for assistance.

O momi |
o mimz |
©
©
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To enter into the TEAM System from your Command Center, simply click on the award
year in which you wish to enter. The first time that you click on the “2011-2012" button
from the Command Center, the following box will appear. This message box tells you
that the TEAM program is loading your school information from TEAM 2010-2011 and
will now close. Click ok, and it will bring you right back to the Command Center where
you can re-enter TEAM by clicking on the “2011-2012” button again. If you did not have
TEAM 2010-2011, you will have alternate steps to load your school information into the
TEAM system. Please see the following section titled, “Utilities,” for more information.

"0“ Loading your School information from TEAM 2010-2011

TEAM will now close

Please re-start TEAM from the Command Center. Sorry for the
inconvenience

The image below displays the 2011-2012 TEAM Main Menu. The background of the
11-12 TEAM Main Menu displays the 2011-2012 new award year color, which is pink.
In the upper right hand corner of this TEAM main menu, you will see the TEAM logo,
along with the current version number of the TEAM system that you are running. Below
this, you will see the Name, School Code, and Address of your Institution. In the lower
right corner of this screen, there is an option of how to sort the Student ISIR List. You
can choose to sort the list of student ISIRS by Name, Student ID, or Date Added by
simply selecting the circle to the left of each option (see below).

April 2011 Call Toll Free 1-888-GEMCOR-8 13
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2011-2012 TEAM
Titke 1IN Blactronic MAwards 18 g it St

'|= ¥ forWwindows 7/<FPMista - Wersion: 003 C

GEMCOR, Inc.i GEMCOR, Inc.

999999

Senving Federal Student Ald ‘L

Frograms Since 1973

I

Clock Hour School
Last Marne First Mame Student D EFC Date Added  |Phone Number
AARON MARISSA 2223356054401 03574* 0z/08/z2011 9995566666
AMGLI MEGAN GEREEEEEGAMNOT onooo 0z/08/2011 7082566369
ARRI AMBER 9986R62144R01 nz/24/2011 7086621245
ARRISON LILLY 777889999AR03 07612 0370972011 9856662125
BATERMAN KYLE EEHBRZ222BA03 ooooo* 0270872011 1112225555
BRADSHANW CARRIE 395883265BR01 oooooc 0370772011 7852215652
BURKES ALl 4562 25EREBLI0T ooooo* nz/23/2011 3985566256
SortISIR Llst
Q@ Mame
PARHT ’ PREMIEW
pROBESS QN TrRAMEMIT QI UTTiNYIES
Date Added
For Technical Support, Call Toll Free 1-888-GEMCOR-8 Visit us on the web at  www.gemcorinc.com

If you have not done so already, please complete the following before you
attempt to initiate 2010-2011 Payment Requests to GEMCOR via TEAM.

Utilities

Loading the School Information, Program Information, and Budget
Information

“School Global Import from TEAM 2010-2011” to automatically load the
Program Information and Budget Information from TEAM 2010-2011 into TEAM
2011-2012.

ﬁ Go to the “Utilities” Module and click on the “Miscellaneous” tab. Click on

April 2011 Call Toll Free 1-888-GEMCOR-8 14
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Program Information | Budget Information | School Information | Miscellaneous

School Global

Irport TEAR 2010-2011 Budget and Program Information
Tri - into TEAM 2011-2012
2010-2011

N

(GEMCOR Technical Support Use only)

Run

l-lain.a nca

Code

To print a report of all of the disbursements inyour TEAM
2011-2012 database, click "Disbursement Repart by Pay
Date". This report should match to your daily dishursement
journals from GEMCOR, Inc. vou should periodically match
the dishursement journals to this repart. Data may not reflect
refunds processed outside of this system.

Disbursement
Regllk by
Payment Date

On this Miscellaneous tab, you will also find the “Disbursement Report by
Payment Date.” To print a report of all of the disbursements in your TEAM
2011-2012 database, click “Disbursement Report by Payment Date”. This
report should match your daily disbursement journals from GEMCOR, Inc. You
should periodically match the disbursement journals to this report. Data may
not reflect refunds processed outside of this system.

If you would like to hand key the information from scratch or you do not have
any previous information to load, click on the “Program Information” tab, the
“Budget Information” tab, and the “School Information” tab and add the
information manually.

School Information

April 2011

Enter your school information by selecting the “UTILITIES” button and selecting
the “School Information” tab. Enter your school's name, address, and phone
number. Select your School Type (Clock Hour School or Term-Based School).
This will aid in calculating the Anticipated Disbursements on your TEAM Award
Letters.

Call Toll Free 1-888-GEMCOR-8
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Prograrm Information | Budget Information | School Information | Miscellaneous

School Name

Street Address

City
State
Zi -
" - Select School Type
Phone Number Clock Hour School

Record: m 1 [m of 1

Term Based School

Program Information

April 2011

The Program Information Module includes constant information about
Academic Programs at each of your schools. Go to the “Utilities” section and
click on the “Program Information” tab. Complete the following information to
create a program record for each academic program at your school. The
asterisk “*” key at the bottom of the screen, allows you to add a new record.
You can use the binoculars button to search for a specific program.

Enter your first program ID and description. Enter the program length by typing
in the clock/credit hours (or terms) and the number of weeks in the selected
program. Then, enter the academic year length by typing in the clock/credit
hours (or terms) and the number of weeks in the academic year. Enter the
number of payments in each program, the breakdown in units or terms for each
pay period and the number of weeks in each pay period. This will aid in
calculating the Anticipated Disbursements on your TEAM Award Letters.

Call Toll Free 1-888-GEMCOR-8 16
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Program Information | Budget Information | School Information | Miscellaneous

Program ID: (6 character maximum) # Payments in the Program 2
Description:
#Units  #lVeeks #Units  #AVeeks
in Pay in Pay in Pay in Pay
Period Period Period Period
#1 0 0
Program Length Clock{Credit Number of
Hours Yeeks g 0 0
Academic Year Length Clock/Credit Number of
Hours Weeks

Toolbar below to Mavigate through the program records. The asterisk ™" key below adds a new record. Use the

" Complete the fields above to create a Program Record for each academic program atyour school. Use the Navigation
hinoculars on the leftto search for a specific program.

Record: M lofl boH ok { Search

Budget Information
Enter your Budget Information by selecting the “UTILITIES” button and
selecting the “Budget Information” tab. Complete each field on this page to
create a Cost of Attendance record for each standard Budget used at your
school. Use the navigation toolbar at the bottom of the screen to navigate
through the budget records. The asterisk ** key below adds a new record. Use
the binoculars at the bottom of the screen to search for a specific Budget.

First enter your Budget ID and Budget Description. Then enter the amounts for

each field A-E for your Budget. Do not leave any fields blank. The total cost of
attendance for the specific, standard Budget will be calculated.

April 2011 Call Toll Free 1-888-GEMCOR-8 17
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Program Information | Budget Information | School Information | Miscellaneous

Program ID: (6 character maximum) # Payments in the Program 2
Description:
#Units  #lVeeks #Units  #AVeeks
in Pay in Pay in Pay in Pay
Period Period Period Period
#1 0 0
Program Length Clock{Credit Number of
Hours Yeeks g 0 0
Academic Year Length Clock/Credit Number of
Hours Weeks

Toolbar below to Mavigate through the program records. The asterisk ™" key below adds a new record. Use the

" Complete the fields above to create a Program Record for each academic program atyour school. Use the Navigation
hinoculars on the leftto search for a specific program.

Record: M lofl boH ok { Search

Sorting the Student Records

You can sort the student information on your TEAM Main Menu one of SortISIR List By-
three ways. In the lower corner of the TEAM Main Menu, you will see % StudentMame

. . () Student 1D
the image to the right. ) Date Added

You can sort the information by the Student’s Name, the Student’'s ID, or the Date
Added. This feature makes it much easier for you to find the student record that you
wish to view or process. The default selection will be to sort the student records by
Student Name. You can change this option by simply clicking in the circle next to the
choice that you wish to sort the student records, and the ISIR List on the TEAM main
Menu will change accordingly.
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Process

PELL

April 2011

When processing PELL, Direct Loan, or FSEOG for a student, select the
student from the TEAM Main Menu and click on the “PROCESS” button. All of
the other process tabs will be locked until the student start date is entered. The
Program ID is reflected from the drop-down menu.

| Curet = |
TEAM System - GEMCOR, Inc. L Iil

Please Enter the Student Start Date and The Program before confinuing, Al tabs are locked until the Student Start Date and

Program are filed in.

To process a PELL payment, first select a student from the TEAM Main Menu
and click on the “PROCESS” button at the bottom of the screen. The following
menu will appear asking you to enter the student’s start date and the student’s
program ID on the General Information tab before continuing on. If the
student’s record is already in TRAX, you may choose to import the original start
date from the TRAX system by clicking on the “TRAX” button next to the
“Original Start Date” field.

General Information |

Original Start Date 2010-2011 ISIR EFC Values for this Student
Student ID EFC
Program ID Student ID Original SSN S ‘
School ID
EFC
Number of Clock{Credit Hrs in the Program Number of Weeks in Program

The above information is being provided to
assist you in awarding crossover payment
Number of Clock/Credit Hrs in Academic Year Number of Weeks in Academic Year periods from the ISIR which results in the

larger Pell payment to the student.

#Payments in the Program

After you key in this information, other tabs will appear allowing you to further
process the PELL award for the selected student. Next, click on the
“Packaging” tab, and this will bring you to the “Pell” sub-tab.
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General Information | Packaging | Dish/Refunds | Comments | Requests for Payment

FELL | DirectLoan | Sub/Unsub Borrower | Parent Borrower | Parent Barrower (cont) | FSEQG | Anticipated Dishursements | Interm. EFC

Select Default Budget for this Academic Year: Fell Expected Dishursement: $0.00

Pell Scheduled Award: n.oo
Tuition and fees for full academicyear s s
Books. supplies. equipment Start This Award with Payment Period Number: 1

Fioom and Board {Range: 1t02)

(Determined by school)

Academic Year Units:

(Nurmnber of Units to be Completed in this Academic vear
Academicvear Start Date: 03/e1/2011

¢ Miscellaneous expenses, transportation
(Determined by schoal)

Other, e.g.. dependent care or disshility expenses
(Determined by school)

B Total Cost of Attendance
Toggle Pell Payment Request to GEMCOR

|:| 1t Payment  Eligible Date: 02/02/2010
[]2nd Payment  Eligihle Date:

Academicear 1 (Use Mavigation Buttons Below to View AcademicYear 2)

Recaord: E; E]@ of 2

The cost of attendance values may change for each student within a program,
but should generally be based on standard budgets determined the school.
Select the default budget from the drop down menu at the top of this tab. In
step A, enter the tuition and fees for a full academic year. In step B, enter the
amount for books, supplies, and equipment. In step C, enter the amount for
room and board (determined by school). In step D, enter the amount of
miscellaneous expenses and transportation (determined by school). In step E,
enter other costs (e.g., dependent care or disability expenses). The total cost
of attendance will be calculated for each student in the specific program that
you identified above.

On the right side of this tab, enter the payment period number you would like to
start the award, either 1 or 2. Then, enter the academic year units in the
following box, which should be the number of units to be completed in this
academic year. Then enter the student's academic year start date. Once you
have entered all of the student’s information in the PELL tab, you are ready to
export and send this data to GEMCOR, Inc.

First, make sure that you are on the correct award year by using the navigation
buttons at the bottom left side of the screen. In the screen image above, award
year 1 is viewed (see arrow above). To request a payment for award year 2,
use the right arrow at the bottom of the screen to navigate back and forth
through the award years. If this is a first payment request, check the “1%
Payment” toggle box on the bottom right side of this screen. If this is a 2nd
payment request, check the “2" Payment” toggle box on the bottom right side
of this screen. The data for this student is now toggled and will be exported
and sent to GEMCOR, Inc. during the next “SEND” transmission.
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Direct Loan

April 2011

A first payment of a Stafford or PLUS loan is accomplished by submitting a file
to our office for loan origination. This file can now be submitted electronically
via our TEAM system. To process a Direct Loan payment, first select the
student from the TEAM Main Menu and press the “PROCESS” button at the
bottom of the screen. Click on the “Packaging” tab to the right of the “General
Information” tab, and then click on the “Direct Loan” tab to the right of the
“PELL” tab. This will bring you to the menu below.

General Infarmation | Fackaging | Disb/Refunds | Comments | Requests for Payment

PELL | DirectLoan | Sub/Unsub Borrower | Parent Borrower | Parent Barrawer (cant) | FSEQG | Anticipated Disbursements | Interm. EFC

Grade Lewel First Time Borrower? Loan Period Begins: |03/03/2010 Anticipated Graduation Date:
(i ) @ ves O HMa Loan Period Ends:
Mumber of Clock/Credit Hours in the Loan Period i E.)fpendency Stat“i _ ParentPlus Denied
Select a Cost of Aftendance Budget: (@) Independent () Dependent () Credit Check
Subsidized Loan Determination Unsubsidized/Plus Loan Determination
Loan Perind Cost of Attend $0 || Loan Period Cost of Atiend 50 || ——
oan Period Cost of Attendance oan Period Cost of Attendance J——
Less EFC %0 || Less SUB Loan Amount Reguested $0
Less Loan Period Other Financial Aid $0 || Less Loan Period Other Financial Aid $0
Less Pell Scheduled Award $0 | Less Pell Scheduled Award $0
Unmet Financial Need $0 Unmet Financial Need $0
Loan Amt Feguested: Subsidized$ $0 | Unsubsidized$ $0 | Plus$
Start This Award with Payment Period Murnber: 1 (Range: 1 to 2) Toggle Loan Payment Request to GEMCOR
[[]1stPayment  Eligible Date:
Academic vear: 1 (Use Navigation Buttons Below to View Academicvear: 2) []2nd Payment  Eligible Date: .

Record: E ,71 E]@ of 2

The following questions you might already be familiar with if you have
submitted FDSL Certification Worksheets to us in the past. You can now
submit the same information to us electronically via TEAM. Select the grade
level of the loan by checking either the “1” or “2” boxes (question 2 on
certification worksheet). Generally, the grade level represents the student’s
grade level at your institution. If you offer a one-year diploma or certificate
program in a particular occupation, the student’s grade level will be a “1.” If a
student has attended two years of college at another school prior to enrolling at
your school, that does NOT put the student into grade level “3.” The grade
level represents the student’s grade level for training received at your institution
only.

If this student is a first time borrower, check either the “yes” or “no” boxes.
Then, enter the loan period start date and end dates (question 3 on certification
worksheet). The loan period should coincide with the length of the student’s
program or academic year, whichever is shorter. Payments will be distributed
in accordance with your payment periods during that loan period. Enter the
student’s anticipated graduation date. If you have TRAX and the student’s
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record is already in your TRAX system, you can choose to import this
information by clicking on the “TRAX” button.

Enter the number of clock/credit hours (or terms) in the loan period. Then,
select the cost of attendance budget from the drop down menu. The cost of
attendance can be changed for each student within a program, but should
generally be based on standard budgets determined by you. Select the
student’s dependency status: independent, dependent, or you can select the
“Parent Plus Denied Credit Check” option.

To determine eligibility for subsidized loans, any other financial aid and the EFC
must be subtracted from the total cost of attendance. The resulting figure
represents “unmet need” and is the amount a student can apply for in a
subsidized loan. In the “Subsidized Loan Determination” box, enter the total
cost of attendance for the period of the loan. The EFC will be automatically
entered in the next box based on the loan period that you entered in the
“general information” tab. Enter the less other financial aid for period of loan.
Then, you can click the under the “Calculate Loan Amounts” heading to the
right, click the “SUB” button to calculate the amount of the award. This
calculated amount will appear in the “Subsidized$” box below.

In the “Unsubsidized/Plus Loan Determination” box, a similar calculation to the
Subsidized loan is performed to determine the eligibility for Unsubsidized and
PLUS loans, except that the EFC figure is not used in these calculations.
Eligibility for Unsub and Plus loans is limited only by cost of attendance less
other financial aid. In the “Unsubsidized/Plus Loan Determination” box, the
information should already be calculated for you. This calculated amount will
appear in the “Unsubsidized$” box below. Under the “Calculate Loan Amounts”
heading to the right, click the “UNSUB” button to calculate the amount of the
award. Click the “PLUS” button to calculate the amount of the PLUS award.
This calculated amount will appear in the “Plus$” box below.

Enter the payment period number to start this award (range 1-3). Once you
have entered all of the student’s information in the Direct Loan tab, you are
ready to toggle the record for export and send this data to GEMCOR.

Make sure that you are on the correct award year by using the navigation
buttons at the bottom left side of the screen. In the screen image above, award
year 1 is being viewed. If you are requesting payment for award year 2, use the
right arrow at the bottom of the screen to navigate to the correct year. If this is a
first payment request, check the “1%' Payment” toggle box on the bottom right
side of this screen. If this is a 2nd payment request, check the “2" Payment”
toggle box on the bottom right side of this screen. The student record is how
toggled and will be exported and sent to GEMCOR. during the next “SEND”
transmission.
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Next, click on the “Sub/Unsub Borrower” tab to the right of the Direct Loan tab.

General Information | Packaging | Disb/Refunds | Comments | Requests for Payment

PELL | DirectlLoan | Sub/Unsub Borrower | Parent Barrower | Parent Borrower (cont) | FSEOG | Anticipated Dishursements | Interm. EFC

Student Borrower Information

Driver's License# State: Social Security #

Email Address {(optional)

Name Date of Birth Li—i—
Address Home Phone
City State  |IN Zip
References MName
Address City State Zip
Fhone Felationship to Borrower:
Mame
Address City State Zip
Fhone Relationship to Borrower:

Record: E ,71 E]@ of 2

Enter the student borrower’s information accordingly. When you are finished
entering the information on this tab, you can move on to clicking on the “Parent
Borrower” tab.

General Information | Packaging | Disb/Refunds | Comments | Requests for Payment

PELL | DirectLoan | Sub/Unsub Borrower | Parent Borrawer | Parent Borrower (cont) | FSEQG || Anticipated Dishursements | Interm. EFC

Parent Borrower Information

Driver's License# Social Security #

State: Date of Birth

Email Address (optional)

Name Home Phone

Address

City U.S. Citizenship Status (Check One)

State []U.S. Citizen or National

e [] Permanent Fesident/ Other Eligible Mon-Citizen

If (2). Alien Fegistration Mo.

Record: [E] ,71 [Z][E] of 2

Enter the parent borrower’s information accordingly on this tab. All questions
on this tab need to be entered in order to send the information to GEMCOR for
Plus loans. The information on the “Parent Borrower (cont.)” tab is optional for
your school. If you choose to enter this information, simply click on the “Parent
Borrower (cont.)” tab and enter the parent borrower’s information accordingly.
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When you are finished entering the Loan Borrower information, click on the
“Interm. EFC” tab.

General Information | Packaging | Dish/Refunds | Comments | Requests for Payment

PELL | DirectLoan | Sub/Unsub Borrower | Parent Borrower | Parent Borrawer (cant) | FSEOG | Anticipated Disbursements | Interm. EFC

EFC Intermediate Values

Mon 1| tan 4 ton 7 tan 11
Monz2 Mon 5 Mon 8 Mlon 12
Mon3 Monk Maon 10

Recard: E ,71 E]@ af 2

This tab includes information on the student’s Intermediate Values (EFC) that
were automatically pulled from the student’s ISIR. You do not have to enter
any information here, but it is convenient for you to view the information in each
Month’s box.

Verification: is a process that requires an institution to confirm the data that a
student has included in his/her application for federal assistance.
Generally, institutions must perform verification procedures on
selected files. A file has been selected for verification if the EFC
number on the SAR or ISIR is followed by an asterisk, “*.” If the
student you selected has been selected for “verification,” a box
will appear asking if complete and accurate information is on file,
You must have this completed before requesting any Financial
Aid for a student.

Additional Documentation: Other additional documentation that GEMCOR
will need to receive in order to process the students’ direct loans
include the students’ Promissory Notes and/or the Parent PLUS
note. The student can fill out an electronic master promissory
note, or E-MPN, as well as a Parent PLUS E-MPN at
www.studentloans.gov. This will automatically link with the loan
origination, and is much faster and convenient than the paper
prom notes.
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You can also send the original paper note to GEMCOR, but this
usually takes an additional 2-3 weeks to be processed by COD.

FSEOG

April 2011

FSEOG stands for Federal Supplemental Educational Opportunity Grant and is
considered a Campus Based Program designed to supplement a student’s
Federal PELL Grant award. To process an FSEOG payment, first select the
student from the TEAM Main Menu, and then click on the “PROCESS” button
at the bottom of the screen. Then, click on the “Packaging” tab to the right of
the “General Information” tab. Then, click on the “FSEOG” tab to the right of
the “Parent Borrower (cont.)” tab.

General Information | Packaging | Dish/Refunds | Comments | Requests for Payment

FELL | DirectlLoan | Sub/Unsub Barrower | Parent Borrower | Parent Baorrower (cant) | FSEOG | Anticipated Dishursements | Interm. EFC

Select Default Budget for FSEOG: Summary of expected resources each source:
Tuition and fees for full academicyeaar Total COA
Books, supplies, equipment Requested SUB $0.00
Oy Fequested UNSLUE $0.00 .
{Minimurn of $1500 for a student with no Reguested Plus $0.00 UE;:' i;d
dependents, wha is living with parents, Frorated Pall $0.00
ar $2500 minimum for all other students) ’

: : Other $0.00  UnmetMNeed:
Miscellaneous expenses transporation
(Determined by school) Frarated EFC $0.00
Other, e.q.. dependent care or disability FSEOG Amount Reguested
Dpenese Deincdbjacion) 25% School Share 75% Federal Share

Toggle FSEOG Payment Request to GENVCOR
(Range: 1to 2) []1stPayment  Eligible Date: u]
Start This Award with Payment Period Nurnber: 1 [[]2nd Payment  Eligible Date: u]

AcademicYear: 1 (Use Mavigation Buttons Below to View Academic Year: 2)

Record: EF E]@ of 2 |

The cost of attendance values may change for each student within a program,
but should generally be based on standard budgets determined the school.
Select the default budget from the drop down menu at the top of this tab. In
step A, enter the tuition and fees for a full academic year. In step B, enter the
amount for books, supplies, and equipment. In step C, enter the amount for
room and board (determined by school). In step D, enter the amount of
miscellaneous expenses and transportation (determined by school). In step E,
enter other costs (e.g., dependent care or disability expenses). The total cost
of attendance will be calculated for each student in the specific program that
you identified above.

On the bottom left corner of this tab, enter the starting payment period number
for the award, either 1 or 2. Once all of this information has been entered, you
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can move on to the right side of this menu. Here you will find a summary of the
resources this student expects to receive during the award period from each
source. Next, calculate unmet need by clicking the “Calculate Unmet Need”
button. This will calculate the FSEOG Amount to be requested. Once you
have entered all of the student’s information in the FSEOG tab, you are ready
to export and send this data to GEMCOR.

First, make sure that you are on the correct award year by using the navigation
buttons at the bottom left side of the screen. In the screen image above, award
year 1 is viewed (see arrow above). To request a payment for award year 2,
use the right arrow at the bottom of the screen to navigate back and forth
through the award years. If this is a first payment request, check the “1%
Payment” toggle box on the bottom right side of this screen. If this is a 2nd
payment request, check the “2" Payment” toggle box on the bottom right side
of this screen. The data for this student is now toggled and will be exported
and sent to GEMCOR, Inc. during the next “SEND” transmission.

Please see the next section titled, “Subsequent Payments” for information on
second payment requests.

Subsequent Payments

Our systems will automatically schedule future payments to a student at the
time the first payment on a SAR or ISIR is processed. The schedule shall
coincide with the remaining payment periods in the institution’s academic year.
When students reach a subsequent payment period and the institution has
determined that the students have been maintaining satisfactory progress in
accordance with published standards, you may request subsequent payments
through your TEAM software’s electronic process. We will then process the
students’ next payments. GEMCOR does not automatically process future
payments based on scheduled dates. You must notify us that a student has
completed all requirements of the prior payment period before future payments
are generated.

Refunds

In the event a borrower withdraws from your school, you may discover that some of the
loan/pell money received by the borrower was unearned. After determining how much
loan/pell money is unearned, you will return these funds by depositing the unearned
amount back into your federal funds bank account and notifying GEMCOR about this
return of funds. We will then adjust the borrower’s account with the Department of
Education and either use the returned funds on hand for a future borrower, or return
them to the Department of Education electronically.
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If you would like to request a refund for a particular student, first select the
student from the TEAM Main Menu, and then click the “PROCESS” button at

the bottom of the screen. Then click on the “Disb/Refunds” tab to the right of
the “Packaging” tab.

2011-2012 Student Award Information for LILLY M ARRISON
[ General Information | Packaging] Disb/Refunds | Comments | Requests for Payment|

Select a Disbursement to Refund:

Type Loan Type |Check# |Pgm# Yr# Pays Pay Date Refund Status |Refund Status Date
FPELL 2267 2 2 $2,775.00 01/01/2011 | BATCHED 02/28/2011
FFELL 2266 1 1 $2,775.00 01/01/2011 Refund Date

Refund Amount

4 [ »

* data may naot reflect refunds processed outside of this system

Use the "Comrents" tab to record and additional information that you would like to convey to GEMCOR regarding the toggled refund
Fefund Status Key: FLAGGED=Toggled to be exported to GEMCOR, BATCHED=Exported to Gemcar but not confirmed, CONFIRM=Received by GEMCOR

Here you will see a list of disbursements that have been paid on this student.
From this list, select a disbursement to refund. Enter the refund date and the

refund amount. Then click the “Post the Refund” button to post this refund to
this student’s record.

Comments, Requests for Payment, and Anticipated Disbursements

April 2011

Comments: There is a “Comments” tab under the “PROCESS” menu to post
any necessary comments about this student and/or their disbursements. Do
not use the Comments box for additional information about Refunds. Refunds
are sent separate from payment request files.
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2011-2012 Student Award Information for LILLY M ARRISON

General Information | Packaging | Disb/Refunds | Comments | Requests for Payment

Student lives with her Grandmother.

m| »

Student is planning ontaking a leave of absence from B10/2017 to 104022011

e Requests for Payment: There is a “Requests for Payment” tab under the
“PROCESS” menu that displays a list of all of the requests for payment that you
have made on this particular student. This screen will show the date the
request was made, the request ID, the student's name, the type of payment,
status of request, and the confirm date.

2011-2012 Student Award Information for LILLY M ARRISON

General Information | Packaging | Disb/Refunds | Comments | Reguests for Payment |

FellReguested DL Reqguested FEEOQG Requested  Refund
Status Date Status Student Name Student IO A #1 #2 Amount #1 #2 Sub Unsub Plus  #1 #2 Amount Requested
04/03/2011 BATCHED ARRISOM, LILLY 777889900AR03 201N 'MW 4202011 'Y M 1500 500 500 N N N

e Anticipated Disbursements: There is an “Anticipated Disbursements” tab
under the “PACKAGING” tab. Under this tab you can click the “Calculate
Anticipated Disbursements” button from the right hand side of this screen. This
will take the information that you have previously entered for the student, and
calculate the anticipated disbursements by listing the fund type, projected
payment date, projected payment amount, program payment number,
academic year payment number, and academic year. Once you click “calculate
anticipated disbursements,” you can modify any information as necessary.
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Please make sure that all of the program payment information has been
entered accurately for each of your school programs and that all of the
necessary student information is present. If you have not yet selected the type
of school “term or clock/credit hour” please so do so by clicking on the
“UTILITIES” button from the TEAM Main Menu, and then clicking on the
“School Information” tab. There is also an “Award Letter” button on this menu,
that allows you to print the student’s award letter for their student file.

2011-2012 Student Award Information for LILLY M ARRISON

General Information | Packaging | Disb/Refunds | Comments | Requests for Payment

PELL |Directloan | Sub/Unsub Borrower | Parent Borrower | Parent Borrower (cont) | FSEQG | Anticipated Dishursements | Interm. EFC| &

Fund Frojected Frojected Payment Program Payment  AcademicYear  Academic
Type Payment Date  Amount MNumber Payment Mumber Year
FDSLP 03/z24/2010 $260.00 2 1 1

Calculate

Antidiiated

Disbursements

The anticipated payments abowve will print on the Award Letter. Once you click "Calculate Anticipated Disbursements", you can modify any
information as necessary. Please make sure that all of the program pasyment information has been entered accurately for each of your
schools programs and that all of the necessary student infarmation is present. If you hawve notyet selected the type of school "TERM OR
CLOCK/CREDIT HOUR", please do so on the Utilities Menu/School tak.

4 |1 2

Record: M 1af2 b ; Search 4 »

The TEAM System provides all the software necessary for you to begin processing your
Title IV award data through GEMCOR electronically. After entering your FAFSA
documents into the federal CPS web site through the Department of Education’s
EDExpress FAA On-Line Access system, you will be able to electronically receive your
students’ ISIRs through our TEAM System.

Once you have received your ISIRs through TEAM, you will be able to electronically
request Federal Pell awards, FSEOG awards or Federal Direct Loan awards with
virtually no paperwork. Simply select the desired student record from the easy to use
pick lists, enter your “Formula Sheet” or “Loan Certification Worksheet” information,
then export your data and send it all electronically through today’s state of the art FTP,
Internet based file transfers.

Further, you will be able to request second payments and notify GEMCOR of any
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refunds paid through the same FTP, batch and transfer process. The entire process
works on an easy to remember acronym we call

Step 1 -

Enter the award information (formula sheet, or loan certification worksheet) into your
TEAM student record. You can do this by first selecting a student from the student
record list on the 2011-2012 home screen and then click the “PROCESS” button at the
bottom of the screen. You have now entered into this student’'s record. Enter the
student’s award information here. When you are finished with this student, Toggle/Flag
each student payment type by checking the box on the bottom right hand side of the
screen (explained in the “Process” section of this manual). This student’s record is now
ready to be exported and sent to GEMCOR. You can now move on to another student

record and enter their award information.
(These toggle boxes are located under the “PROCESS” function in the Pell and Direct Loan tabs)

Step 2 -

When you are ready to export and send a payment request to GEMCOR, you must first
toggle the student record. This is explained above in the “PROCESS” section of the
manual.

Step 3 -

Each day, export the award data that was entered into TEAM during step 1. This
process batches all of your payment request information for that day into a single, easy
to transmit file that remains on your machine until you “SEND” it to GEMCOR. After you
export the award data, you can either choose to send the data now or you can choose
to send it at a later time. After you have processed all of your TEAM data for the day,
the data must be exported into a file to be transmitted. The first way to export and send
records to GEMCOR is to click on the “TRANSMIT” button on the TEAM Main Menu.
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Transmit Payment Requests ‘Transmission Log - All Activity | Pending Refund Requests|

[t you would like to preview a listing of the student records that are marked for transmission, select "Pre-
P"‘I‘""‘ Transmission Review" on the left. *You cannot run this report after wou begin the export process. To
Refiew S i -
print thig listing, Press [Cirl-F] while in preview mode

Only the student records thatyou matked for transmission will be exported. YWhen you are ready to
Dsl‘ i . perform the export, select "Export and Send to GEMCOR" atthe left. vYou will be prampted to send the
L ' records to GEMCOR for Payment

You must#1 Toggle, #2 Expont, #3 Send. #4 Receive Payment Confirmation in order to successfully

::;iznﬂ, transimit payrient regquests 1o GEMCOR, fyou do not recieve & payment corirmation within ane
GEMCOR business day of ransmittal. please call our ofices at: 1-888-GEMCOR-S

Then, click on the “Transmit Payment Requests” tab. It is recommended that you first
review the “Pre-Transmit Review” (the first button on this tab) to ensure that all students
are included on the report. If after reviewing the transmission report, should you
determine that additional data needs to be processed, you may exit the “EXPORT”
function to process additional data before transmission.

If all of the records are correct on the Pre-Transmit Review, you have the

choice of printing a copy of the award data for student files by clicking on the
“Student Data Sheet” button (the second button on this tab). This report can be
printed for each student any time under the Process Module for the selected
student. Then, click on the “Export and Send to GEMCOR” button (the third
button on this tab).

Once you click on the “Export and Send to GEMCOR button,” the box below
will appear to tell you how many Student Payment Requests you are exporting
and sending to GEMCOR. |f this is correct, click the “OK” button.

TEAM System - GEMCOR, Inc.

Exportng and Sending 1 Student Payment Requests ta GEMCOR, Inc.

TEAM System - GEMCOR, Inc.

Export Complete. You must have an active Intermet connection before attempting FTP fransfers. Would you like to Send
this batch of payment requests NOW to GEMCORT (VM)

Yes No
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The next tab under the Transmit Menu is the “Transmission Log — All Activity”
tab. This will show a listing of all of the transmissions that you have sent to
GEMCOR by Status Date, Status, Student Name, Student ID, Pell Requested
Amount, DL Requested, FSEOG Requested Among, and Refund Requested.
A payment request is not successfully received until you have received a
payment confirmation for the request. If you do not receive a payment
confirmation within one business day of transmittal, please call our offices at 1-
888-GEMCOR-8.

Transmit Payment Requestsi Transmission Log - All Activity | Pending Re[und Requests%

Pell Requested DL Requested FSEOG Requested Refund
Status Date Status Student Name Student D Av #1 #2 Amount  #1 #2 Sub Unsub Plus  #1 #2 Amount Requested
04/03/2011 ARRISON, LILLY 777880000 201N N 14202011 'N |N 1500 |500 500 N IN N

Re-Tgagle

confirmation within one business dey of ransmittal, please call our offices at 1-885-GEMCOR-S. o f :
or nen

A Payment Reguestis not successfully recieved until you hawve received a payment confirrmation for the request. Ifyou do notreceive a payment ‘

The next tab under the Transmit Menu is the “Pending Refund Requests” tab.
This menu will list the Pending Refund Requests by Type, Loan Type, Check #,
Program #, Year, Payment Amount, Payment Date, Refund Status, Refund
Status Date, Student ID, and Student Name.
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‘ Transmit Payment Requests | Transmission Log - All Activity| Pending Refund Requests |

Type [Loan Type |Check# [Pgm# [yr# [Pays [Pay Date [Refund Status |Refund Status Date | SdntlD [ Student name

FPELL 2267 $2,775.00 01/01/2011 BATCHED 02/28/2011 777880000AR03 LILLY ARRISON

FPELL 2267 2 2 ($50.00) 02/01/2011 BATCHED 03/02/2011 332740000AD02 | NIKKI ADAMS

FPELL 2267 2 2 ($200.00) 02/26/1966 BATCHED 03/02/2011 332740000AD02 | NIKKI ADAMS

FPELL 2266 1 1 ($2,775.00) | 02/28/2011 BATCHED 02/28/2011 332740000AD02 | 332740000AD02 COSM
Step 4 -

Lastly, send the exported file to GEMCOR through the user friendly, “TRANSMIT” menu

selection. Once you have toggled and exported the records, you can send the data two
different ways.

e Send Option Number 1: The box below, which appears after you have exported
the award data (explained above), will remind you that you need to have an active
internet connection in order to make FTP transfers. If you would like to send this
batch of payment requests to GEMCOR now, click the “yes” button. If you would
like to send this batch of payment requests to GEMCOR at a later time, click the
“NO” button, and you can send it later by using the “SEND” button on your
command center home screen (which is explained in sending option number 2).

TEAM System - GEMCOR, Inc. |X‘

Export Complete. You must have an active Intermet connection before attempting FTP fransfers. Would you like to Send
this batch of payment requests NOW to GEMCORT (VM)

Yes No I

After you hit the “YES” button the following black boxes will open in order to
complete the transfer. It is very important that you do NOT click the “X” to force
close these boxes. The box below will open, and remind you that you need to
have an active internet connection in order to make FTP transfers. It will ask you
to press any key to continue, and you should press the space bar.
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The transfer will now begin. Once the transfer is completed another black box will
appear. It will ask you to press any key to continue, and you should hit the space
bar again.

¢+ C\windows\system32iemd. exe
Press any key to continue . .

A third black box will appear. It will ask you to press any key to continue, and you
should hit the space bar for the third time.

¢+ C\windows\system32iemd. exe
Press ai key to continue . .

This will complete the FTP transfer and your payment request files have now been
exported and sent to GEMCOR. If you do not receive a confirmation file within 24
hours, please call GEMCOR at 1-630-633-5600.

e Send Option Number 2: The second way in which you can send records to
GEMCOR is to click the “SEND” button on the Command Center home screen. In
order to send records to GEMCOR in this way, you must have already exported
O e the data prior to hitting the send button on the Command

Center home screen.

Once you have clicked the “SEND” button, the following box will appear. This box
reminds you that this function will send data for all award years. In order to send
data to GEMCOR in this way, you must have exported the data prior to hitting the
send button on the Command Center screen. This box also reminds you that you
need an active internet connection in order to send the data. Click the “Yes” button

in this box.

This function will send data for all award years. Be sure to export your fles before sending. Active Internet connections are
required before sending data. Dial up Internet uisers must sign on to ISP before performing Send functions. Do you wish to
continue?

Yes MNo

Just like in the first option to send the data to Gemcor, the black boxes will appear.
It is very important that you do NOT click the “X” to force close these boxes. You
should follow the prompts that the boxes give you, and when they ask you to press
any key, you should hit the space bar to continue.
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Always remember ETES, Enter, Toggle, Export, Send

Receive

In order to receive information from GEMCOR, such as your school's ISIR’'s and
confirmation of payments, you will need to click on the “RECEIVE” button on your
Command Center screen.

@ o |

The following black boxes will open in order to complete the transfer. It is very
important that you do NOT click the “X” to force close these boxes. The box below will
open, and remind you that you need an active internet connection in order to make an
FTP transfer. It will ask you to press any key to continue, and you should press the
space bar.

e+ C:\windows\system32\cmd. exe

You must have an active Internet connection before attempting FTP transfers.

If not, Press [Ctrl-C] to abort this attempt, or if you are ready to proceed
Press any key to continue . . . _

The transfer will now begin. Once the transfer is completed another black box will
appear. It will ask you to press any key to continue, and you should hit the space bar
again.

o+ Chwindows\systern3I2icmd. exe

After you hit the space bar for the second time, the following box will appear. This box
will tell you if you have any new messages or if you have any new ISIR files that can be
printed. In the box below, there are no new messages and no new ISIR files to be
printed. This box will ask you to press any key to continue, and you should hit the
space bar for the third time to complete the receive function.
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o+ C:\windows\system32\cmd. exe

You have no new messages
'You have no new ISIR files to be printed

Press any key to continue . . .

Print, Preview, & Quick View

During a "receive" function, you will automatically receive any new ISIR data in
GEMCOR's systems. After receipt of an ISIR file from GEMCOR, the file must be
imported into the TEAM database. This import function will not only allow you to print
the ISIRs, but will also store the data in the TEAM database for future electronic award
request functions.

If you want to print an ISIR Summary of all current ISIRs in TEAM, click the
“PRINT ISIR SUMMARY” button. All student’s names, student ID numbers,
EFC’s, and the date the ISIRs were added into TEAM will be included on the
selected student’s ISIR Summary.

If you would like to preview a student’s ISIR, select a student from the list and
i | click the “Preview ISIR” button at the bottom of the screen. Select this option if
you want to view the student’s ISIR on your computer screen instead of printing
the ISIR out. This is a preview of all of the information that is on the student’s
printed ISIR.

If you would like to see a student’s ISIR quick view, select a student from the

list and click on the “Quick View” button at the bottom of the screen. The ISIR

Quick View includes a summary of the information that appears on the selected
student’s ISIR.

If you would like to print a student’s ISIR, select a student from the list and click
P on the “Print” button at the bottom of the screen. This will print the selected
student’s ISIR to your computer’s default printer.
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Gainful Employment Reporting

To enter the Gainful Employment Reporting Requirement Form, click on the
“Gainful Employ button on the bottom of the Command Center home screen.
This will bring you to the following screen.

Gainful Employment Reporting Requirement

Middle: Last: MCKEE S8MN: 273046168 In the Utilities Maodule, School
Infarmation tab, make sure the OPE 1D

First:
DOB: 03/05,/19530 Institution Name: Educators of Beauty OPE ID: 555555

is keyed in for your school (otherwise
wou will be keying in the OPE ID for

TEa naxt e haldls desohe he msilion s agvoatonal grogram lhar the sivdent was emolicd ding the award aar sach studsnf)

Credential Level: Program Name:
Undergraduate Certificate Accounting and Business/Management. 520305 . | GE Program Yes For TRAX Users
Associate's Degree Accounting and Computer Science 301601 [= | Indicator: Ifyou wauld like o impartyaur TRAX
Bachelor's Degree Accounting and Finance. 520304 Students inta this table for Gainful
Past Baccalaureate Certificate Accounting and Related Services, Other, 520349 Medical/Dental Employment Reporting Reguiraments,
Master's Degree Accounting Technology/Technician and Bookkeeping 520302 Internship or No make sure your carrect TRAX
Doctoral Degree Accounting 520301 Residency: Database location is selected below,
First-Professional Degree Acoustics 400804 and click the "IMPORT FROM TRAX"
Adting 00506~ | CIP Code: 520401 button
FFEL or Program Attendance Begin Date: 09/07/2010 Program (ST Award Year: our TRAX Database is Located
Direct Loans: |No Program Attendance Begin Date Attendance |Withdrew 2006-2007
for This Award Year: 09/07/2010 Status: Enrolled 2007-2008 : db
2008-2009 o “:E’:T
Tha fafiowiing ofaia slemanis e io 8 raeanad onje i the stude’ Program Attendance End Date: 12/20/2010 TATRAX raxdata.mdb TRAX
ar o e OGS Private Loans Amount: Mo Database Found
Enrolled in Another Program? Institutional Financing Amount:
S = enrolled in any other program at the same inst 2012-2013
D = enrolled in another program at different inst School Name: 2013-2014
Neither OPE ID: 2014-2015
Credential Level: Frogram Name:
Undergraduate Certificate Accounting and Business/hManagement. 520305 .
Associate's Degree Accounting and Computer Science 301601 [=| GE Program
Bachelor's Degree Accounting and Finance. 520304 Indicator: No
Post Baccalaureate Certificate Accounting and Related Services, Other. 520399
Master's Degree Accounting Technology/Technician and Bookkeeping. 520302
Doctoral Degree Accounting. 520301 CIP Code:
First-Professional Degree Acoustics 400804
Acting 500506 7

Use Navigation Buttons Below to View MNext Student or to Add a Recard

The first time that you open this form, the following message box should appear asking
you to enter your school’'s OPE ID in the Utilities Module under the School Information
tab. You should do this right away so that you do not forget. Otherwise, you will have to
enter the OPE ID for each student manually.

Microsoft Office Access M&J

Please go to the Utilities Module, School Information Tab and make sure
the OPE ID is keyed in for your school. (Otherwise you will be keying in the
OPE ID for each student). Would you like to enter the OPE ID in now?

[ ,Yas l | No | | Cancel ‘

If you are not a TRAX user, the TEAM system will automatically detect that you do not
have a TRAX database file on your computer, and the default value of the “Your TRAX
Database is Located:” field will be “No Database Found” and the “IMPORT FROM
TRAX” button will be disabled. Disregard this part of the form, for it is only for TRAX
clients.
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If you are a TRAX user, the TEAM program will automatically detect where your TRAX
database is located, so that you can easily import your TRAX data into TEAM for
Gainful Employment reporting. On the screen above, the TEAM system had detected
that this TRAX user’'s Database is located on their C drive in “C:\\TRAX\traxdata.mdb”.
Double check to make sure that this default value is correct for your TRAX system, and
click the “IMPORT FROM TRAX” button. The following message box will appear asking
you if you want to delete any data that currently exists in the Gainful Employment
Reporting table. Click yes.

Microsoft Office Access —— ;J

You are attempting to import the TRAX students into the Gainful
Employment Reporting table. Would you like to delete any data that
currently exists?

This will bring you to the following screen where you will enter information about your
programs in TRAX.

TRAX Program ID: [CNOVO7

Assign to the CIP Code:  Description & CIP Code

000000 This is not & Gainful Employment Prograrm If wour TRAX Program is not a Gainful
010000 Agriculture, General Ernployment program, please select
010101 Agricultural Business and Management, General "000000" as the CIF Code so thatthese
010102 | AgribusinessiAgricultural Business Operations records will not be impanted fram TRAX,
010103  Agricultural Econormics

010104  FarmyFarm and Ranch Management.

010105  Agricultural/Farm Supplies Retailing and Wholesaling

010106  Agricultural Business Technology.

010199 Agricultural Bugingss and Management, Cther.

010201  Agricultural Mechanization. General.

010204  Agricultural Power Machinery Operation.

010205  Agricultural Mechanics and EquipmentiMachine Technology.

010299  Agricultural Mechanization. Other.

010301 Agricultural Production Operations, General.

010302  Anirmal{Livestock Husbandny and Production.

010303 Aguaculture

010304  Crop Production.

010306  Dairy Husbandns and Production.

010307 Horse Hushandny/Equine Science and Management.

010306 Agroecology and Sustainable Agriculure.

010309 “iticulture and Enclogy.

010398 Agricultural Production Operations, Other.

010401  Agricultural and Food Products Processing.

010504 Dog/Petisnimal Grooming.

010505  Anirmal Training. N

m| »

Flease selectthe appropriate CIF Code from the list abowe for each of

your TRAX Prograrms. When yvou are finished. click on the "Impart Now" 1 T
buttan to add all of your TRAK Students ta the Gainful Employrment m
Reporting Database

Use Navigation Buttons Below to Yiew Next TRAX Program ID

If you look towards the bottom of this screen you will see navigation buttons that you will
use to navigate through each of your programs that have imported from TRAX. The
purpose of this form is to assign each of your TRAX programs to its corresponding CIP
Code. If the program that you are on is NOT a Gainful Employment program, please
select “000000” as the CIP Code so that these records will not be imported into TEAM
from TRAX. Please notice that you have the option to sort the CIP Codes either by
Description or by CIP Code. Use whichever method is easiest for you, and assign each
of your programs to its correct corresponding CIP Code. When you are finished, click
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the “IMPORT NOW?” button at the bottom of the screen. The following message box will
appear letting you know that the students have been added to the Gainful Employment
Reporting table.

Microsoft Office Access i

Students have been added to the Gainful Employment Reporting Table.

When you click ok, the Gainful Employment Reporting Requirement form will re-appear.
All of the students have now been imported into TEAM. You can now navigate through
the students using the navigation buttons at the bottom of the screen. Add/edit any of
the information that was imported as needed.

To add a new student record, click on the arrow with the “*” next to it at the bottom of
the screen. Enter the student’s information accordingly. Notice that if you entered your
OPE ID and Institution name into the School Information tab in the Utilities Module, both
fields will be automatically entered for each new record that you create. The default
credential level will be “Undergraduate Certificate.” The default GE Program Indicator
will be “Yes.” The default Medical/Dental Internship/Residency will be “No.” Make sure
that you change any information accordingly if these are not the correct defaults for the
student’s record that you are creating.

In an upcoming version of TEAM, the “SEND” button at the bottom of the screen will be
enabled so that you can transmit all of your Gainful Employment Reporting data to
GEMCOR, and we will submit it to the Department in a batched format.

How to Check or Clear Your Messages

You will find these two buttons on the bottom left hand
side of your Command Center home screen. If you want
to check to see if you have any messages waiting to be
read, click the “Check Messages” button. When you are done reading your messages,
you can click the “Clear Messages” button. If you have a message that says there are
ISIRs that are currently waiting to be imported into TEAM, you must first import those
ISIRs before you can draw down more ISIRS through your next receive. If you have a
message that says you have a pending payment file waiting to be sent, make sure that
all of your selected student records are marked as toggled, and do a “SEND” function to
export the student records to GEMCOR.

| Check Messages || Clear Messages ‘
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Versions of TEAM

How to find out what version of TEAM you currently have

In order to find out what version of TEAM you
currently have, open the Command Center and
click on the correct TEAM award year. On your
TEAM home screen, look at the upper right hand
side of the screen, under the TEAM logo and Titla 1V Blectionis Anwards Mansgement
above your school name. Here, in red letters, /
you will find your current version of TEAM. In | forWindows 7f<P/Yista- Yersion: 001C
the photo to the right, the current version of
TEAM is version 001C.

In this example, the “001” represents the version number of TEAM that the system is
currently using. The “C” represents that this user's TEAM system is operating off of
their computer’s C drive.

Next to the version number (ex. 001), you will see either the letter C, T, or Q. If you
have the letter C, this means that your TEAM software is running off of your C drive on
your computer, and you can only use team on one user’s machine. If you have the
letter T, this means that your TEAM software is running off of your school’'s T drive,
which is a network drive. If you have the T version, users can access the TEAM
software from multiple machines/locations. If you have the letter Q, this means that
your TEAM software is running off of your school's Q drive, which is also a network
drive. If you have the Q version, users can access the TEAM software from multiple
machines/locations.

How to find out what the most current version of TEAM is

In order to find out what the most current version of TEAM is, open
your web browser and go to www.gemcorinc.com. Then, click on the
“Software” link at the top of the page. Under the picture that is labeled
“TEAM,” you can see the number of the most current version of
TEAM. In the photo to the right, the current version of team is version
13. If the version number on your home screen of TEAM does not
match the most current version number on the website, read on to find
our how to get the most current version of TEAM.
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How to get the most current version of TEAM

In order to get the most current version of TEAM, first make sure that

@ you are closed out of the TEAM program. Then, open your

Command Center. On the TEAM side of the command center, click
on the “Team Upgrade” button.

The box below will open and remind you to exit your TEAM System. Make sure you are
out of TEAM, and click yes saying that you want to continue.

Command Center - GEMCOR, Inc.

This functon wil download the most current version of TEAM. Flease exit your TEAM System before continuing. Do you wish
to continue?

Yes Mo ‘

The following black boxes will open in order to complete the transfer. It is very
important that you do NOT click the “X” to force close these boxes. The box below will
open, and remind you to be closed out of your TEAM program. It will ask you to press
any key to continue, and you should press the space bar.

¢4 C:Awindows\system32\cmd. exe

Please make sure you hauve exitted out of TEAM and
Press any key to continue . . .

The transfer will now begin. Once the transfer is completed another black box will
appear. It will ask you to press any key to continue, and you should hit the space bar
again.

4 C:\windows\system32\emd. exe
TRANSFER COMPLETE. Press any key to return te the Command Center

Press any key to continue . . .

After you hit the space bar for the second time, the black box should close and the
following box will appear. You should click the “ok” button.
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Command Center - GEMCOR, Inc.

\E) Flease Wait untl the black boxes finish executing and then press ok

You should now have the most current version of TEAM. You can verify this by
checking your current version of TEAM on your TEAM home screen. (See the section
titled “How to find out what version of TEAM you currently have” above).

If you do not have the “Team Upgrade” button on the TEAM side of your
Command Center, or if the button is not enabled, please call

GEMCOR at 1-888-GEMCOR-8

so that we can give you the necessary update.

GEMCOR hosts a series of small, informal training sessions on Title IV program
administration each year. These sessions will be condensed to a one-day format and
will cover a brief overview of FAFSA and ISIR processing with more significant
emphasis on new regulations and policies that have been enacted through recent
legislation. Usually the training sessions are held at our Bolingbrook, lllinois office.
Most sessions can comfortably accommodate 12 to 14 participants per session.
Meetings of this size should provide a great opportunity for hands-on training in an
informal and open forum like setting. There will be no charge for participants to attend
these sessions. When the new Seminar Schedule is updated it will be posted to our
webpage at www.gemcorinc.com. You can confirm your wish to attend any of the
meetings by fax or email. Email Steve at steve@gemcorinc.com. Your registration will
be confirmed by email. Space is limited, so let us know as soon as possible. Call our
office with any questions and we hope to see you at one of our meetings.

Our office provides toll free technical support on any educational or financial aid issues
during normal business hours (Monday-Friday 9:00am to 5:00pm Central Time). In
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addition to general daily inquiries, we can provide assistance to you with program
review responses, accreditation concerns, and eligibility and certification issues.

We would be happy to assist you with any questions you might have regarding the
services that GEMCOR, Inc. can provide to your business. Should you want to contact
us for more detailed information on how GEMCOR, Inc. can support your institution,
please let us know. Your questions are very important to us.

For support with any questions that you have, you can contact Don
Grybas, President of GEMCOR, Inc.

Don can be reached at 1-630-633-5600 ext. 101 or by email at
don@gemcorinc.com.

PELL Department

For support on PELL grants please contact Steve Berry, Vice
President of GEMCOR, Inc.

Steve can be reached at 1-630-633-5600 ext. 103 or by email at
steve@gemcorinc.com.

Federal Direct Student Loan Department
For support with Direct Loans please contact Megan Refness, Director of Federal
Direct Student Loan Division, or Michele Thompson, Federal Direct Loan Officer.

Megan can be reached at 1-630-633-5600 ext. 105 or by email at
megan@gemcorinc.com.

Michele can be reached at 1-630-633-5600 ext. 111 or by email at
michele@gemcorinc.com.

Information Systems & Technologies Department
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For support with TEAM or TRAX please contact Laurie Grybas, Director of
Information Systems & Technologies Division, or Terrah Spoolstra, Software
Developer.

Laurie can be reached at 1-630-633-5600 ext. 107 or by email at
laurie@gemcorinc.com.

r‘l g Terrah can be reached at 1-630-633-5600 ext. 108 or by email at
=8 terrah@gemcorinc.com.

For support with Cash Management or Bank Reconciliations please
contact Carri Catalano, Cash Management Officer.

Carri can be reached at 1-630-633-5600 ext. 106 or by email at
carri@gemcorinc.com.

For support with SSCR’s (Student Status Confirmation Report) or
FAFSA’s (Free Application for Federal Student Aid), please contact
Jacki Griffin, Administrative Officer.

Jacki can be reached at 1-630-633-5600 ext. 104 or by email at
jacki@gemcorinc.com.
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GEMCOR, Inc.

400-D Quadrangle Drive
Bolingbrook, Illinois 60440

Phone: 1-888-GEMCOR-8 Fax: 1-888-9-GEMCOR
Phone: 1-888-436-2678 Fax: 1-888-943-6267

Please call our offices today for more
Information at
1-888-GEMCOR-8.
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