2011 Desktop Settings for Functional Users
(Note - Screen shots are from previous year)

Desktop Recommendation (Borrower Entity)

1. 1098T
2. 1098E (only if your campus loaded this type of document)
3. Emails: (resend from here, click on System ID (33). Under Administrative Options, click Resend Email
4. Documents: View PDF copy of the document. Mark as viewed if you printed the document for the student/borrower.
5. Borrower Information: shows last person/campus/borrower to update the record.
6. Not shown: if you have access to more than one campus, open University Associations.
Borrower administrative Options Data Yiews Shortcuts
System ID Full Hame S5H
210000534543 SUSIE SAMPLE MMM - WX - 7900
Date Of Birth Borrower ID
210000834543
Menu 1098Ts v oA X
Systemn 1D University Campusg Hame Category Modified By Last Modified
130000026700 SAMPLE UMWERSIT Y. hAIN (0001 557 Form 1095T 2009 Form 1095T 2009 lvertal 1M 002010 5:18:52 PM
Menu 1098Es v oA X
System ID University Campus Hame Cateqory Modified By Last Modified
Menu Emails v oA X
System ID Email Task Date Sent University Entity Created By Date Created Status
330003055427 [MWiew o1 098Eshotmail.com Document; Document Available; Email AM052010 5:18:32 PM SAMPLE UMIVERSITY (000169 130000026700 30003585567 AMO2010 518:32 PM
Menu Documents v oA X
System ID University Campus Hame Extension Cateqory Print Date Modified By Last Modified Viewed
F 0003585567 (MWiew' SAMPLE LMYVERSITY: hiAI (000165 SAMPLE UMIVERSITY Form 1 098T 2009 Jpdf Form 1093T 2009 |vertal AMO2010 5:18:32 PM
Borrower Information v oA X
Systemn 1D 210000534543
SSH HEM - HH - 7000
ITIH
Borrower ID Ho. 2100005834543
Prefix
First Hame SUSIE
Middle Hame
Last Hame SAMPLE
Suffix
Gender
Created By |wertal
Date Created 062009 3:00:26 PM
Modified By Ivertal

Last Modified

1A 002010 5:43:05 Phd



Terri Gill
Typewritten Text

Terri Gill
Typewritten Text


2011 Desktop Settings for Functional Users
(Note - Screen shots are from previous year)

Desktop Recommendation (1098T Entity)

Click on the 1098T System ID when the Borrower Entity is “yellow” to drill down to this level.

=

Documents
1098T Information
3. To edit the 1098T (which updates document), choose Edit from Administrative Options.

no

1098T Information

System ID 130000026700

University Campus SAMPLE UNNERSITY: MAIN (0001 65
Hame Form 1098T 2009

Description EAMPLE UNMERSITY Form 1098T 2009
Category Fiorm 10987 2009

Certificate B7720E12160247905A9L 202 2E3DTFEEF
Tax Identification Number - MM - 7900

Hame Prefix

First Hame SUSIE

Middle Hame

Last Hame SMMPLE

Hame Suffix

Address Line 1 PO BOX 932

Address Line 2
Address Line 3
Address Line 4

City BROOKFIELD
State i

Zip 53089

Zip+4

Country

Province

Foreign Postal Code

Email Address gmet 083@hotmail com
Account Humber 210000834543
Field 1

Field 2 $35,000.00
Field 3 Mo

Field 4

Field 5

Field &

Field 7 Mo

Field & Yes

Field 9 Mo

Field 10

Corrected Mo

Client ID

Created By Lvertal

Date Created 1M 0720M0 5:18:32 PM
Modified By Ivertal

Last Modified 11072010 5:18:32 PM

Borrower Administrative Options Data Views Shortcuts
System 1D Full Hame: S5H
210000834543 SUSIE SAMPLE HHx - Hx - 7900
Date Of Birth Borrower ID
210000534543
‘ 1098T Administrative Options Data Yiews Shortcuts
System 1D University Campus Category Description Modified By Last Modified
130000026700 SAMPLE UNIVERSITY: MM (000169 Form 1098T 2008 SAMPLE UNIVERSITY Form 1088T 2009 Irertal 110:2010 5:18:32 PM
Menu Documents v a X
System ID University Campus Hame Extension Category Print Date: Modified By Last Modified Viewed
H0003585567  (View SAMPLE UMIVERSITY: MM (000169 SAMPLE UNVERSITY Form 1088T 2009 it Form 10898T 2009 Ivertal TH0/2010 51832 PM
v a X




2011 Desktop Settings for Functional Users
(Note - Screen shots are from previous year)

Desktop Recommendation (1098E Entity)

Click on the 1098E System ID when the Borrower Entity is “yellow” to drill down to this level.
Documents

1098T Information

3. To edit the 1098E (which updates document), choose Edit from Administrative Options.

A

Borrower Administrative Options Data Views Shortcuts
System ID Full Hame SSN
210000834543 SUSIE SAMPLE JOO0C- 300 - 7900
Date Of Birth Borrower ID
872151
1098E Administrative Options Data Views Shortcuts
System ID University Campus Category Description Modified By
120000467920 SAMPLE UNNERSITY. MAIM (000168) Form 1088E 2008 SAMPLE UNNVERSITY Form 1088E 2008 gusiesample
Menu Documents
System ID University Campus Name Extension Category Print Date Modified By
310003 74 figw) SAMPLE UNNWERSITY: MAIN (000168) SAMPLE UNMERSTY Form 1082E 2009 .pdf Form 1088E 2008 susiesample

1098E Information

System 1D

University Campus SAMPLE UNNMERSITY: MAIN (000169}
Name Form 1098E 2009

Description SAMPLE UNNERSITY Form 1098E 2009
Category Form 1098E 2009

Certificate BBCATCS09CHE42AFBFEAEDETO31TEATD
Tax Identification Humber J00C - X0( - 7300

Name Prefix

First Name SUSE

Middle Name

Last Hame SAMPLE

Name Suffix

Address Line 1 PO BOX 832

Address Line 2
Address Line 3
Address Line 4

City

State

Zip

Zip+4

Country

Province

Foreign Postal Code

Email Address gmd109&@hotmail.com
Account Humber 872151

Field 1 $250.00

Field 2 No

Corrected No

Client ID

Created By susiezample

Date Created 1M10/2010 6:20:57 PM
Modified By susiesample

Last Modified 110/2010 6:20:57 PM

Last Modified
110/2010 8:20:57 PM

Last Modified

1/10/2010 6:20:57 PM

oA X

Viewed

oA X




2011 Desktop Settings for Functional Users
(Note - Screen shots are from previous year)

Find It Fast

1.

Update Borrower/Student Demographics
*Open 1098T or 1098E entity e Administrative Options eEdit *Make Changes
*Check Send Email box if applicable eSubmit

Update Data on 1098T or 1098E
*Open 1098T or 1098E entity e Administrative Options eEdit *Make Changes
eCheck Correction box if applicable eCheck Send Email box if applicable eSubmit

Search for Borrower/Student
e Click Help for a complete list of search strings, for example.
e Last Name

Search Help

G

e BID=xxxx (thisis the campus account that was uploaded)

e Document ID (begins with 31)

e SSN
Hint: If the “name” search does not result in any matches, try using the Search 1098T or 1098E feature
Search for 1098T or 1098E
eEnter one or more data variables to search for the borrower/student.
*Click the System ID to navigate to the specific borrower HISTORY U:iversn

Hame

Can Not Locate Borrower/Student S

Search 1098Es
eLog on using the UW System Administration View Only user ID

eRepeat Search Steps

eContact UW System or UAS to make the necessary University Associations. FILE EXCHANG - =2"eh Documents
Search Old Documents

BORROWERS Search Borrowers




2011 Desktop Settings for Functional Users
(Note - Screen shots are from previous year)

Create and Update Record Basics

1. Create New Borrower/Student/Document

eAdd Borrower:
e Search for the borrower/student to confirm they don’t exist on your campus.

Hint: search using View Only UW System Administration user id. You may just need a University Association.

e Borrowers menu  eCreate Borrower eComplete form, click Submit

Search Borrowers
UNIVERSITIES

eAdd Document:
*Open 1098T or 1098E Entityfrom Borrower Data Views menu list
*Click Create New 1098 from the entity Menu

1098Ts
System I0 '».]n'l_"':,l University Campus Hame Category
eComplete the Form and Click Submit
Hint: Remember to check Send Email box to push certificate email to the borrower/student.
Email Never Sent
*Open 1098T or 1098E Entity
e Administrative Options eEdit eEnter email Address and any other changes eCheck Send email  eSubmit

Hint: The borrower/student will receive a corrected email notice...not the original email text.

Email Sent Not Received
oClick on email System ID from the Email Entity.
eAdministrative Options *Edit email Address if applicable *Click Resend email.




2011 Desktop Settings for Functional Users
(Note - Screen shots are from previous year)

Document Printed Local for Borrower/Student
¢Click on the Document ID

(Administrative Role)
eAdministrative Options eMark Document as Viewed

Enter a Memo

eBorrower Entity eMemo Data View e¢Memo Menu eCreate a New Memo

eEnter Memo, click Submit

Borrower Administrative Options Data Views Shortcuts
System 1D Full Hame 55N
210000834543 SUSIE SAMPLE YOOK - 20K - 7900
Date Of Birth Borrower ID
872151
Menu Memos
Create A New Memo
1Sy Export Flat File ,h iversity Campus Description Preview
Export XML
Upload a Document for Future Reference (any type document or image file)
eBorrower Entity eDocument Data View eCreate a New Document eComplete required fields
eBrowse to the document  eSubmit
Menu Documents
Create A New Document ) )
S Generate A Document From Template rsity Campus HName Extension
310003585574 (View) SAMPLE UNIWERSTY: MAIN (000168) SAMPLE UNWERSITY Form 1088E 2009 pdf
310003585567 (Wiew) SAMPLE UNIWERSITY: MAIN (000165) SAMPLE UNIWERSITY Form 1088T 2009 pdf






