Job Aid

Maintaining References

In addition to tracking borrower demographic information, SAL is also able to house information about references

that are provided by a borrower. References can be added and/or modified at any time.

Entering a New Reference

First
Last
Addl
Add?
City
@ Phone
@Work
@ Fax
@Cell
E-Mail
S5 #

Save Changes | Undo Changes | Billed Loans | Other Info | New Reference

ACH Information

Step 1: From the Primary Window, click the Name Action Tab.

Step 2: Click the New Reference button.

Step 3: Complete the desired fields. If the reference’s address is the same as the student’s,
click the Copy Student button to copy the student’s address into the form.

Step 4: Select a Source from the drop-down in the top right corner of the screen.

Step 5: Click the Save Changes button.

(3 Changing Demographic Data [E=EER)

File Help

Student SS# 001 72 9948

ANDREW Middle Major
LYNCH Maiden Hyphen
125 MAIN STREET

MONACA - State PA Zip 15861

(412)555-0004 fone E Status G DOB
(412)113-0004 Ext Status G ACH Dup OK

(412)112-0004 Status G Race -
W Send E-Billing Statements
Status Sex

Status IZ] Class Year

Old# Drap DMY

Drivers Information
Driver No State Expires
DMWY No State

Changes Have Not Been Saved.
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Maintaining References

Modifying a Reference

Step 1: From the Primary Window, click the Name Action Tab.

Step 2: Double-click the reference that needs to be updated.

Step 3: Edit the form as desired.

Step 4: In the top right corner of the screen, select a Source from the drop-down.
Step 5: Click the Save Changes button.
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