Complete the SFA Directory Maintenance Form

Scope

The LEAP/SLEAP Directory Form is used as a mechanism for
States/Territories to provide the SFA LEAP/SLEAP Financia Partners
Channel current contact information. The Financial Partners Channel can
update information in this form if desired. The information is used to
populate Section A of the Application Form 1288.

System References
N/A

Policy

N/A

Responsibility

SFA LEAP Manager
Distribution
Owner ship

N/A
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Activity Preface

The LEAP/SLEAP Directory Form is used as a mechanism for
States/Territories to provide the SFA LEAP/SLEAP Financia Partners
Channel current contact information. The Financial Partners Channel can
update information in this form if desired. The information is used to
populate Section A of the Application Form 1288.

Complete the SFA Directory Maintenance Form-
SFA LEAP Manager

The following procedures show how to complete the Directory Form:

1. Signonto FMSusing the SFA LEAP MANAGER responsibility.
The following Navigator Window appears:

E\%’,Na\rigatm - 5FA LEAP Manager
Action Edit Gler GO fFolder  Special Help

Functions

SFA Directory Maintenance

Directory Maintenance

+ Inguiry
SFA Account Mapping

SFA Directory Maintenance

SFA LEAP/SLEAP Form 1288

SFA LEAP/SLEAP State Form

SFA LEAP/SLEAP Business Rule
+ Others

Hemowe

2. Double Click SFA Directory Maintenance in the Navigator Window
or Single Click SFA Directory Maintenance and Click the
Button at the lower right corner of the Window. The following
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LEAP/SLEAP Directory Window appears with Alabama contact
information filled in:

FYI1: Theinformation in this screen is displayed aphabetically by State.

EEL!-:LI S Gleap Direcloy
Bction Edt Quary Go =cider Specdl Hel

Oins | 196167546 State |Alabama
Agency [Alabama Commission on Higher Education
Addrege] (100 K. Union St., Suite 701
Addrapsd M0 Bowx 302000
City [Montgameny Stat Cods (AL Tipeoda [36130_2000
Caneral Mo |ﬂ3ﬂEIZ-E'IZS Fax o [E534)242 0270

Adlmin Contact -

Lzt Mama [Hecior
First Marne [Henny | it
Tiile |or. | Sufix
Fostion Trle |Executiva Direcior
Telephone |3341242 2123 | Estersion |
Fax

=

E-mail

3. Click the List of Values (LOV) h Button from the Toolbar. The
following State Window appears:
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Find|% |
| state Code ]
| Ametican Samaoa AS

Trust Territony TT

IVirgin Islands W

| Guam Gl

| Morthern Mariana Islands P
;Federated States of Micronesia Fhi
|Marshall Islands fdH =
(Falau P
|Alaska Ak
Arkansas AR

| Arizona AL
Califarnia CA
‘Colorado co
{Connecticut cT
District of Columbia ale

| Delaware DE

| Florida FL
fGenrgia G4,
| Hamaii HI -
il | LH

Find | 5] Cancell

4. Select the State you wish to view and Click the Button. The
State you selected will be displayed.

FYI1: To change the Directory Information perform Steps 5-9 below:

5. Tochange Contact Informationfor LEAP Contact, SLEAP
Contact, Fiscal Contact, or Notes, Click the dropdown arrow [l on
the s -| |\ enu in the L eft Portion of the
LEAP/SLEAP Directory Window. The following Menu appears.
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2! LEAP/SLEAP Diectoy
Bction Edt Quary Go -l S Help

Oins | 196167546 State |Alabama [

Agency |Flhhama Commission on Higher Education

Addrage] [100 K. Union St., Suite 701
Addragz2 (PO Box 300000
City [Montgameny Stat Cods (AL Tipeoda [36130_2000
Caneral Mo [EEIHEIZ-E'IZE Fax o [E534)242 0270

Ailmin Contact

Lzt Mama [Hecior |

First Marne [Henny T
Tiile |or. | s [ |
Fostion Tile [Executive Director |
Telephone |3341242 2123 | Estansion |
Fax
E-mail

6. Select each contact area you require and change the appropriate
contact information for each selection.

7. Click on the [X] Button in the upper right portion of the
LEAP/SLEAP Directory Window to Closeit. Thefollowing
Window will appear:

E%‘; Forms

m Do you weant to save the changes yvou have made?

Mo l Cancel |

8. Click onthel Button to save your changes. The following
Window appears:
Egjj‘Furms
FEmM-40400: Transaction camplete: 1 records applied
and saved.
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9. Click on the Le28... | Button to closeit. Thiswill take you back
to the Navigator Window.

End of activity.
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@

Complete SFA
Directory
Maintenance
Form-SFA LEAP
Mgr

Sign on to FMS using
SFA LEAP MANAGER
responsibility.
following Navigator
Window appears: (1)
Double Click SFA
Directory
Maintenance in
Navigator Window or
Single Click SFA
Directory
Maintenance & Click
DButton at lowe

right corner of
Window. following
LEAP/SLEAP Directory
Window appears with
Alabama contact info
filled in: (2)

Click List of Values
(LOV) Button from
Toolbar. following
State Window
appears: (3)

Select State you
wish to view & Click
[Button. State yo
selected will be
displayed. (4)

To change Contact
Info for LEAP
Contact, SLEAP
Contact, Fiscal
Contact, or Notes,
Click dropdown arrow
ConOMenu in Left
Portion of LEAP/
SLEAP Directory
Window. following
Menu appears. (5)
Select each contact
area you require &
change appropriate
contact info for
each selection. (6)
Click on OButton in
upper right portion

of LEAP/SLEAP
Directory Window to
Close it. following
Window will appear:
(M

Click on CButton to
save your changes.
following Window
appears: (8)

Click on [Button to
close it. This will
take you back to
Navigator Window.
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