How to Run a Lender Search Report - Servicers

1. Access the Lenders Reporting System (LaRS) by clicking on the following url link:

http://www.fp.ed.gov/PORTALSWebApp/fp/fms.jsp
2. Click on the LaRS (formerly ED Form 799) link on the right-hand side of the web page
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3. After clicking on the LaRs link the following message will appear.  Please read and click the OK button.
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4. After clicking OK, the login screen will appear.  

a. Enter the username assigned to you by FSA FMS Operations in the User Name field.

b. Enter your password in the Password field.

c. Click on the Connect button.
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5. After clicking OK, the Navigator Menu will appear.  

a. Double-click on “Others”

b. Double-click on “Requests”

c. Double-click on “Run”
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6. After double-clicking on “Run” the Submit a New Request window will appear.  Click on the OK button.
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7. After clicking on OK, the Submit Request window will appear.  The cursor will appear in the Request Name field.  Click on the list of values button next to the question mark button.
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8. After clicking on the list of values button, a Reports window will appear.  Select “Lender Search Report for Servicers” and click on the OK button.
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9. Next the Parameters window will appear.

a. In the Servicer ID field, enter your servicer id number.

b. In the Lender ID field, enter the lender id number.

c. In the Report Year, enter the year of the reported 799 that you want to view.

d. In the Report Quarter, enter the quarter (1,2,3 or 4) of the reported 799 you want to view.

e. Click the OK button.
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10. Click on the Submit Request button to run the report.
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11. The Request window will appear.  Click on the Refresh button until the Phase column for this report indicates “Completed” and the Status column indicates “Normal”.  (Note:  this report should take approximately one minute to run)
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12.   Click on the View Output button to view the report.
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13. To print the report, select Special > Copy File from the menu bar.
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14. The report will be opened in the web browser.
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15.  From the web browser, select File > Save As from the menu bar. 

16.  In the Save Web Page window, select a folder to save the report in on your hard drive.  Name the report in the File Name field and then click on the Save button.
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17. Right click on the Start button in the bottom left-hand corner of your screen and select “explore”.


[image: image18.png]Astart || 1] & 5 © || Bhinbox




18. Open the folder where the report was saved, right-click on the file, select Open With and then select Notepad.
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19.   Once the document is open in Notepad, select File > Print from the menu bar.
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20. In the Print window, click on the Layout tab and change the Orientation from Portrait to Landscape.  Click on the Print button to print to kick off the print job.

NOTE:  This screen may look different on your computer due to configuration differences.
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