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1.0  Logging In 
Clients are able to access borrower account information and various utilities using Heartland ECSI’s client website, 

often referred to as Webx.  

 

  Logging in as a Client 

Step 1:  From HeartlandECSI.com, click the School/Client Login box link then click Webx. 
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  Step 2:  Enter the appropriate Client Code, Login ID, and Password.  Click the Log In button. 
 

 
 

Step 3:  Once logged in, clients are presented with several menu options. This manual will 
review only the most commonly used items. 
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2.0  Borrower Application 

Clients are able to access a limited amount of borrower-specific information using the links available under 

Borrower Application.   

2.1  Find PIN/Password 

The Find Pin/Password link allows clients to assist borrowers with their Pin/Passwords for the borrower website. 

All borrowers are initially assigned a Pin when their account is created. They then have the option to change the 

Pin to a Password of their choosing at any time. If a borrower has both a Pin and Password listed on the Find 

Pin/Password screen, the Password should be provided to the borrower. 

Click the Send link to send an email to the borrower containing Pin/Password information. 
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2.2  Current Account Balance 

The Current Account Balance screen can be used as an overview of a borrower account. It includes the current 

account balance as well as payment history information for a particular borrower. 

 

2.3  eBill Images 

An electronic copy of all borrower bills is generated at the time that bill calculations are done. The ebills are 

available for viewing by both the borrower and by clients. To view an eBill, type the student’s ID number then click 

the Find link. All available bills will display. Select a date then click the View link for the eBill. 
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2.4  Release of Info (View) 

By default, only persons named on a promissory note are permitted to access information about their loans. 

However, the borrower is able to grant Heartland ECSI permission to discuss account details with authorized 

people. The Information Release Form allows the borrower to select up to five people. Borrowers can modify the 

release of information at any time. All releases on file for a borrower can be viewed using the Release of Info 

(View) link. The most recent version is listed at the top. 

 

3.0  Tax Documents 

The Tax Documents section of Webx provides access to tools that may be useful for clients that leverage 

Heartland ECSI’s TaxSelect product. It includes information relevant to 1098-T and 1098-E forms. 

3.1  View Tax Statements 

Per federal regulations, schools are required to send 1098T forms to anyone who paid in excess of $600 of tuition 

within a year. Lenders are also required to send 1098E forms to anyone who has paid interest on a student loan. 

Both forms can be used for federal income tax credits. The View Tax Statements screen gives clients access to 

current and prior tax documents. 
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3.2  Create/Edit Tax Statements 

The majority of tax documents are created using a batch process. However, if a client misses a student/borrower 

when submitting the file for 1098-T and 1098-E documents, a single tax statement can be manually created. 

Additionally, errors on tax statements can be edited. 

3.2a  Create a new Tax Document 

If a student is not included in the final production file, his or her 1098-T can be created manually. 

 

Step 1: Click the Create/Edit Tax Documents link. 

Step 2: Enter the student’s Social Security number and the tax year. 

Step 3: Click the Find link. The client information will populate in the appropriate fields. 

Step 4: If the system is able to find a match for the information provided, a 1098-T exists for the 

student. Verify the information on the 1098-T and update as needed. 

Step 5: If the system is not able to find a match for the information provided, a new 1098-T can be 

manually created. Enter the appropriate data in each field. 

Step 6: Click the Create link. 

Note: If any required fields are not completed, an error message will display. 

3.2b Update an Existing Tax Document  

If a 1098-T exists for a student, but contains erroneous information, it can be corrected manually. Note: 

There is a separate process required for correcting a Social Security number.. 

 

Step 1: Click the Create/Edit Tax Documents link. 

Step 2: Enter the student’s Social Security number and the tax year. 

Step 3: Click the Find link. 

Step 4: Update the required information. 

Step 5: Click the Update link. 

3.2c Delete a Document 

1098-Ts can be deleted as necessary.  

 

Step 1: Click the Create/Edit Tax Documents link. 

Step 2: Enter the student’s Social Security number and the tax year. 

Step 3: Click the Find link. 

Step 4: Verify that the 1098-T on the screen is the one that should be deleted. 

Step 5: Click the Delete link. 

Step 6: Verify that the correct 1098-T will be deleted. Click the OK button. 
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3.2d Correct a Social Security Number 

If an incorrect Social Security number has been listed on a 1098-T, a new 1098-T will need to be created 

and the original deleted. Rather than creating the new 1098-T manually, the one with the incorrect Social 

Security number can be used as a template. 

 

Step 1: Click the Create/Edit Tax Documents link. 

Step 2: Enter the incorrect SSN and tax year.  

Step 3: Click the Find link. 

Step 4: Type over the incorrect SSN in two places: 

o The SSN field above the form 

o The student’s Social Security number within the form 

Step 5: Click the Create link to generate the new form. 

Step 6: The 1098-T with the incorrect SSN must be deleted. Refer to 6.2c for instructions. 

 

3.3  Tax Statement Memo Search 

If a student calls in regards to a 1098-T form, all possible efforts will be made to memo the T statement with a 

description of the call and resolution provided. The View Tax Memos screen will display memos associated with 

1098-T forms. 
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4.0  eProm Application 
The eProm  Application section provides access to various borrower documents including promissory notes, web 

entrances, and disclosures. 

4.1  Prom Notes by Account 

Provides access to all promissory notes for a borrower. Enter the account number to view the promissory note(s). 

 

While viewing a borrower’s promissory notes, use the drop-down near the top of the screen to perform actions 

appropriate for the situation. For example, if a borrower did not receive the email requesting that he or she sign a 

promissory note, the email can be resent. 

4.2  Web Entrance by Account 

Provides access to WebExits. It shows all exits assigned to a particular account and if the borrower has signed the 

exit. It all provides access to view part or all of the exit and several other administrative functions. 
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4.3  Disclosures 

All disclosures sent to a borrower are available for electronic viewing using the Disclosures link.  

 

4.4  Prom Note Entry 

The majority of promissory notes are created using a batch process. However, if a client misses a 

student/borrower when submitting the file promissory notes, a single electronic document can be manually 

created. 

Creating a Prom Note 

Step 1 From the Client Website, click Prom Note Entry.  
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Step 2 The Prom Note Entry screen will appear. Complete the information on the screen. Fields with a red 
triangle are required. 
 

 
 
Fields that are not required, but that are helpful, include: 
Email: This information is only required if ECSI is notifying students via email that there is a 
promissory note that needs to be signed. There is an additional cost for this service. 
Date of birth: Can be used to help identify the student. 
Phone: Can be used to help identify the student. 
Driver’s License Number: Can be used to help identify the student. 
School Section: ECSI’s address will appear in the school section. The campus code is a required field. 
Please note that the campus code must match what is being used in SAL. 
 

Step 3 Click the Save link at the bottom of the screen. The promissory note will be created and ready for the 
student to sign. 

 

  



 

 

 

 

Reference Guide 

Page 14 of 18 

Client Website (Webx) Overview 

PRODUCT 
TRAINING 

5.0  WebExit Application 
The WebExit Application section houses information about exits. 

5.1  Webexits by Account/Date 

Provides access to WebExits by account or by date. When viewed by account, it shows all exits assigned to a 

particular account, if the borrower has signed the exit, and provides access to view part or all of the exit. Various 

administrative functions are also available via this link. 
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6.0  Documents 
The Documents section provides access to several types of SAL and Heartland ECSI documentation, including a 

user guide and training materials. 

6.1  SAL Training 

The SAL Training link provides access to a number of training manuals and job aids designed to support new and 

experienced SAL users.  
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7.0  Client Features 
The client features section includes links to many tools that clients/schools can use to manage accounts  including 

reports, Clearinghouse utilities, scanned documents, and communication tools. 

7.1  Scanner Images 

The Scanner Images link provides access to all scanned documents. When paperwork (e.g. deferments, 

forbearances, and cancellations) are submitted to ECSI, the paperwork is scanned and an electronic image is 

created. That electronic image is then visible to clients using the Scanner Images link. Enter the student’s ID 

number (usually his or her Social Security number or Student ID number) and click the find link. Each page of 

documentation will appear as a link. 
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7.2  Web Reports 

The Web Reports link provides access to reports generated by Heartland ECSI for your organization. Reports are 

available in both pdf and csv format. Click the (v) link next to the report name to view a particular report. 

 

7.3  Clearinghouse Exits 
The Clearinghouse Exits link within Webx can be used to identify borrowers that have an error code on their 

Clearinghouse data. Heartland ECSI requests updates from the Clearinghouse monthly. The Clearinghouse sends 

back information on students whose enrollment information has changed since the last time Heartland ECSI 

requested an update. If there is an error on a student’s file, the Clearinghouse reports the error and Heartland 

ECSI leaves the student’s status as it is in SAL. 

By running the Clearinghouse Exits utility, schools are able to identify students with errors and direct Heartland 

ECSI on whether or not to exit the student. Bypass the student to leave their status as is. Exit the student to direct 

ECSI to perform exit activities. 
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7.4  Secure Messages 

The Secure Messages page in Webx is used to transmit messages to Heartland ECSI securely. Personally 

identifiable information such as Social Security numbers should never be included in an email, email attachment, 

or a TeamSupport ticket (TeamSupport is Heartland ECSI’s support ticketing system) as the information can be 

intercepted. Secure Messages allows clients to send that type of information using a safe and secure method. If 

you are unsure which department your message should be directed to, select Help Desk. That will route your issue 

to the Client Support team and they will redirect the issue as needed. 

 

7.5  Secure Forms 

The Secure Forms page provides access to a number of forms that can be used to request action by Heartland ECSI 

via secure means. Commonly used secure forms include: 

SAL Security Form: Use this form to request a SAL account for new staff members. 

Webx Security Form: This form is used to request that a staff member be granted access to Webx. 

New Advance Form:  Use this form to request that a new borrower/student be added to SAL. 

New Fund Request Form: This form is used to request that a new fund be added to your instance of SAL. The new 

fund could be required because of a change in promissory notes on an existing fund or because you have a new 

loan type. 

 

 

 


