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1 Transaction Delivery Community Manager (TDCM)

1.1 Preface

The TDCommunity Manager (TDCM) Web site, https://saigportal.ed.gov (Production)
and https://saigportaltst.ed.gov (Test), gives you the ability to view Student Aid
Internet Gateway (SAIG) network traffic, restore previously received files, and change
your SAIG Password (also called the Group Password or TG Password) or
FTPPASSWD.

In addition, the TDCM displays files that failed the “mailboxing” process and will provide
information on the cause of the error.
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1.2 Items to Consider

e All time references in the TDCM are listed in Eastern Standard Time
(EST) and Eastern Daylight Time (EDT) as appropriate.

e Your User ID for the TDCM is your TG Number and your password is the
network password you transmitted with EDconnect or the TDClient.

e If you have never accessed the TDCM before and have not transmitted a
network password change with EDconnect or TDClient, your initial
password is set as follows:

o “ccyynnnn” where “ccyy” is your birth year and “nnnn” represents
the last four digits of your social security number. You will be
required to change your password the first time you access your
mailbox.
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1.3 Starting the TDCM

1. Start your Internet web browser.
2. Enter the URL “https://saigportal.ed.gov” in the address bar of your web
browser and press enter. The URL will take you to the below login screen.

See Figure 1 below.
Figure 1: The Login Screen

FederalStudentAid | rmowsovens | SATG i

A OFFICE of the U.5. DEPARTMENT of EDUCATION
Itis Jan 12, 2015 10:43:09 AM

Flease log in first

3. Enter your TG Number (including the TG) in the User Name field.

4. Enter your SAIG Password in the Password field.
Note: The SAIG Password is the same as your EDconnect Network
Password or TG Password, or your TDClient FTPPASSWD. The
password is case sensitive.

5. Click the Login button.
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6. TDCM Admin users will see the FSA Security Banner Screen upon login
(see Figure 2 below). TDCM mailbox users will only see the Welcome
page upon login (see Figure 3 below).

Figure 2: FSA Security Banner Screen

Federal Student.

An OFFICE of the U.5. DEPARTMENT of EDUCATION |
Itis Jan 12, 2015 12:00:31 PM

@

Welcome, ROSSCH!

You are accessing a U.S. govemnment
information system. which includes this
computer  session,  this  computer
network, all computers connected to this
network  session. This  information
system is provided for U.S. government-
autherized use only. Unauthorized or
improper use of this system may result
in disciplinary action, as well as civil and
criminal  penalties. Personnel  using
remote access shall not download or
store government information on private
equipment. optical or digital media.

By using this information system, you
understand and ceonsent to the following:

You have no reasonable expectation of
privacy regarding any communications or
data transiting this information system.
At any time, the govemment may
meniter, intercept, search and seize any
communication or data transiting this
information system.

Any communications or data transiting
this  information  system may be
disclosed or used for any purpose.

Accept ‘Cancel

. . ——
| PROUD SPONSOR of | SAIG
| the AMERICAN MIND® |
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7. Once the terms of usage are accepted by an SAIG Admin User the
“Welcome” screen will display, as shown in Figure 3 below. TDCM
mailbox users will see this screen upon login, as stated in step 6.

Figure 3: The Welcome Screen

Federal Student | erou seonzorer | G A T(5
| the AMERICAN MIND® |
Arn OFFICE of the U.S. DEPARTMENT of EDUCATION | 1
Welcome TGMO198 ItisJan 12,2015 12:08:57T PM  Logout Participants Messages Archive Help
New Message(s)(592) Welcome, TGMO0O198.
About Welcome to the world of secure electronic data interchange (EDI) management!
TOCommunityManager allows you to assume the role of a trading partner hub administrator.
Help This is an easy and cost-effective way for managing your entire trading partner network.

Change Password Using TDCammunityManager you can

« record trading partner-specific registration information
Suppart « manage and issue public/private key certificates and symmetric keys
+ specify appropriate security protection through algorithms, structures and modes
= manage your trading partners and relationships
« send and receive files through your trading network
The database displays data placed in the TDCommunityManager database by other systems.,

This information Is displayed in the TDCommunityManager Interface, which is divided into
three frames

+ asearch frame,
« main window,

« and atop menu bar.

From the “Welcome” screen, you can navigate to view the contents of your
mailbox, restore missing files, or change your SAIG Password or FTPPASSWD.

The “Welcome” screen has a series of tabs across the top. Select the
Messages tab to view your SAIG network traffic or to restore files you have
downloaded within the past ten days. Select the Archive tab to restore files
you downloaded more than ten days ago.

The “Welcome” screen displays a “New Message(s)” indicator if there are new
files in your mailbox. The “New Message(s)” indicator displays in red the number
of new files in your mailbox. The “New Message(s)” indicator appears only when
there are new files available for you to download.

The Change Password link, located under New Messages, allows the TDCM
user to reset their SAIG password. Unlike changing your password through the
“Participants” tab, changing your password using this link will not require another
password change upon your next login to TDCM and should be the preferred
approach. When changing your password using the “Change Password” link
users must follow the existing password rules. The password rules are as
follows:

= Password must begin with an alpha character.
= Password must be a minimum length of eight characters.
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= Password must contain at least one upper case and one lower case alpha
character, plus one numeric character.

= Password cannot be "password”, “Password” or “PASSWORD”. Password
cannot be the same as any of the previous five passwords and current
password.

= Password cannot match the User Name or TG number (ignore case).

= Password will be locked out after three failures. (Password will be
unlocked after 30 minutes or you may call CPS/SAIG Technical Support to
have the password reset.)

= Passwords expire every 90 days, but you may change your password
more frequently.

= You must update the password on all batch jobs used to communicate with
the SAIG.

= SAIG passwords can contain special keyboard characters, such as @, #,
and $, but avoid % (percent), * (caret), & (ampersand), \ (backslash), /
(forward slash), < (less than), > (greater than), and | ("pipe" symbol).
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14 Tabs
1.4.1 The Messages Tab

You can view your mailbox by clicking the “New Message(s)” indicator, which
displays in red the number of new files in your mailbox. Clicking on the “New
Message(s)” indicator takes you directly to the Messages tab. You can also click
on the Messages tab at the top of the screen.

From this tab you can view files that have been sent, received, and are ready to
be received. All Send files are listed with a lowercase “s” to the left of the
Sender Mailbox ID and are color-coded blue. Receive files are listed with a
lowercase “r’ to the left of the Sender Mailbox ID. Receive files are color-
coded red when they are available for download and blue once the files have
been received, or after they have been re-queued.

The Messages tab will display the following field options in the “SEARCH” box:

= “Search Param”

“‘Name”

“‘Message Class”

“To Mailbox”

“From Mailbox”

“Transaction Type” with the following drop-down options:
o “Received’
o “AlI”
o “Sent’

= “Only New Messages” (check box)

Under the “MESSAGES” box the “Status” field displays the current status of a
file.
= “AVAILABLE” status in sender’s mailbox indicates the file has been
successfully sent and is currently in the receiver’'s mailbox ready to be
downloaded.
= “RECEIVED” indicates the file has been downloaded.
= “REJECTED” indicates the file has been flagged for deletion.
‘REJECTED?” files will not display or be available through EDconnect’s
Mailbox Query or Received File View.
= “|C-FAIL” means that the file was sent to the mailbox, but failed during the
“mailboxing” process. The rejected file will only display in the sender’s
mailbox. The Error Detail sub tab, located under the Messages tab, will
be activated and will give an explanation for the rejected file.

All files displayed in the Messages tab are files that a mailbox ID has either sent
or received within approximately ten days of the “Date/Time Picked Up” field. If
there are more than 500 files that meet the search criteria, the Messages tab will
list the first 500 files. The << previous and next >> options allow you to view the
previous or next 500 files, if applicable.

August 2021 7
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Log into the TDCM using the steps previously listed.

Click the Messages tab.

Under “SEARCH,” enter your TG Number (including the TG), in the

“Mailbox” field.

4. Enter the information you want to search for in the applicable fields. (E.g.
searching for message class TEST150P sent by Mailbox TGA1234).

5. Click the Go button or press your Enter key.

wn =

Figure 4: The Messages Tab

SAIG Mailbox

Participants

FederalStudentAid

An OFFICE of the US. DEPARTMENT of EDUCATION
TGMO18S It is Jan 12, 2015 12:15:23 PM  Legout

T

PROUD SPONSOR of
the AMERICAN MIND =

Messages Archive Help

TEM0133

TEMO158

AR R B

L 11

Search Param Frem Malibox: [ Date/Time Received: |
Wame * TGMO188 L |
Mossags Class: I:I To Malibox: Status:
To Mallbox : l L | L |
Meg Class: Msg Type:
From Maiibox: | | [ | [ ]
Transaction Type: Interchange sender: Interchange Date/Teme:
Only Hew Messages
intarchange Recelver: Batch No:
| Co ] Advancea | Expand Rgj J [ J
m nterchangs nterconnect Error info Message Text
Record 1 of 7,606 . e ——
[ 1 2 3 & 5 | » LT | DateTime avall in
Malibox:
Sander Racalver
L e e . |
=TGMO138 TG51333 O017.2014 120130 PM Original From:
[ | Dats/Tims Plcked Up:
sSTGMO133 TG51333 octv. a4 120111 P I ]
sTGMO138 TG51333 2014120103 PM I 2riginaiTe: |
TEMO193 2014 114225 AM DateTims Of
Unigue Fllename . mlmnlﬂri
TEMO158 2012 11:4928 AM I ]

ntarchangs Slzs:

| Date/Time Purged:

TEM0133
TEMO193

TEMO198

TEMO1935
TGMO198 4925 AM
TGMO193
TGMO194

TEMO133

2925 AM

TEO198

TGAMO1935

2198
TEMO193
TGMO198
TEMO193 OcT7. 2014 1122925 AM
TEMO198 114 2
TEMO133 OCI7. 2014 1122925 AM
TEMI195 oot7. 2012 11 5 AM

Log ID:
[ ]
[ Log Typs: I I

Date/Time Restored:

Date/Time Regqueued:
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1.4.1.1 Tips

If your cursor is still in the search fields on the search screen, you can
press your Enter key on the keyboard instead of hitting the Go button.

If you select “All”, located under the “Transaction Type” drop down box,
and select Go , this will list all Send and Receive files for your mailbox.

If you select “Sent” or “Received”, located under the “Transaction Type”
drop down box. This will list all Sent or Received files for a user’s mailbox
ID.

If you select “To Mailbox,” type your TG Number (including the TG). This
will list all OP-type files sent to you.

If you select “From Mailbox,” type your TG Number (including the TG).
That will list all the IN-type files you sent.

If you check the “Only New Messages” box, TDCM will list only the new
OP-type files that are ready for you to download.

You may use “%” as a wildcard, combined with part of a message class, in
your search. For example, “%030P%” will return all files with “030P” in
the message class. You may also search with “*” as a wildcard as long as
it is at the end of a field value. For example, “IDSA*” will return all files with
“‘IDSA” in the message class.

The TDCM will list all files that meet your search criteria. The “Date/Time
Received” column reflects the date a file was initially placed in your mailbox.

To view information about a specific file, click on the file name in the list of files
returned by your search. File details will display on the right side of the screen.

“Unique Filename” displays the item number.

“‘Batch No” displays the full batch number.

“Msg Class” displays the message class.

“Status” displays whether or not you have downloaded the file.
“‘Date/Time Picked Up” displays the date and time you
downloaded the file.
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Figure 5: The Expand Button

[
Federal Student Aid | rrowsrousorsr | :
| the AMERICAN MIND® |
An OFFICE of the U.S. DEPARTMENT of EDUCATION | |
Welcome TGMOD198 ItisJan 12,2015 12:15:23PM  Logout Participants Messages Archive Help
ARC!
Search Param | |\(qjlhox v
Name * TGMD198
Only New Messages
(G
Record 4 of 7,606
T T T T T T S T T T
s TGMO108 TG51333 Oct 7, 2014 12:01:30 PM AVAILABLE 0123458780012345 GOODSEND
s TGMO198 TG51333 Oct 7, 2014 12:01:11 PM AVAILABLE 01234567800122345 GOODSEND
s TGMO198 TG51333 Oct 7, 2014 12:01:03 PM AVAILABLE 012234587800122345 GOODSEND
r TG53162 TGMO192 Oct 7, 2014 11:49:25 AM 1234587280 GAFAHEOP
rTG53162 TGMO185 O 2014 11:48:25 AM 1234567580 EFRCDEOP
r TG53182 TGMO198 O 2014 11:49:25 AM 12345687800 DLSNSCOP
r TGCO352 TGMO192 ] 2014 11:49:25 AM 1234587880 PEPTSTOP
3 TGMO192 O 2014 11:48:25 AM 1234587280 TMADTROP
TGMO192 O 2014 11:49:25 AM 1234587880 WHUPTROP
TGMO188 O 2014 11:48:25 AM 1234567880 TDTTRXOP
TGMO198 O 2014 11:40:25 AM 1234587800 SHDRLROP
TGMO192 Oct 7, 2014 11:49:25 AM 1234587280 EFRFLEOP -

The Expand button allows you to view additional search details:

= “Sender Mailbox”

= “Receiver Mailbox”

= “Date/Time Received”
= “Status”

=  “Batch Number”

= “Msg Class”

You can also perform more in-depth searches on the Message tab. The
“Advanced” search option allows you to search on the fields below.

“Mailbox”

“‘Message Class”

“Transaction Type”

+ “All” (both sent and received)

+ “Sent”

+ “Received”

“Only New Messages”

“Batch # Range” (enter batch number in both fields)

- “Date Applies To”

+ “Date/Time Received by Portal” (shows when the file was sent to
your mailbox)

August 2021 10
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+ “Date/Time avail. In Mailbox” (shows when the file was placed in
your mailbox)

+ “Date/Time Picked Up” (the date you downloaded the file from your
mailbox)

+ “Restored by Portal” (if applicable, shows the date the file was
restored to your mailbox)

1.4.1.2 Additional Tips

= You can search on one or more of the fields listed. Enter the values you
would like to use as search criteria and click the Go button. This will
display all files that meet the criteria you selected on the left side of the
screen.

= The “Start Date/Time” and “End Date/Time” fields display Eastern
Standard Time (E.S.T.).

= When searching by a specific batch number, enter the same batch
number in both of the fields for “Batch # Range.”

= The Message Text tab will also display the batch number. It will be listed
immediately following “BAT=". For files with IC-FAIL status, an additional
window will appear with a “REQUE” option. Please do not select this
option.

August 2021 11
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Figure 6: Advanced Search

RId ] .
FederalStudentAid | s | SATG Mailbox
An OFFICE of the U.5. DEPARTMENT arw:cnncw - the AMERICAR NINDS AI | | I8 | UA
Welkome TGMO192 Itis Jan 12, 2015 01:34:33 PM  Logout Participants Messages Archive Help

s s s '
T [

Search Paam I p— ]
ilbox; 1
GM0198 Message Class: [TADTROP |
Message o [ ]
Transaction Type: | All v ]
Toaibor [
Only New Messages
) — M Type
Al v Message Type: [EDT & Non EDI *]
Only New Messages | G I | ]
roup 1D:
[ Send EDI Qual: | | 1a | ]
Record 1 01 1 Receive EDI Qual: | | 1e: | ]
. iver . Batch # Range:
Sendet "“'I Date/Time Received v | | I
FTEITEAD TGMO108 Oct 7, 2014 11:42:25 AN

— M ge Dates

Date Applies To: | Date/Time avail. In Mailbox v

Start Date/Time: * [Sap 1, 2014 12:00:00 PM m

End Date/Time:* [j3n 30, 2015 12:00:00 PM m

(o e ven

Figure 6 illustrates an “Advanced Search” using “Mailbox,” “Message Class,” and
date range (“Date/Time Received”) as the search criteria.
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1.4.1.3 Restoring Files Received Within the Last Ten Days
The TDCM also gives you the ability to restore files to your mailbox.

You still have the option of calling CPS/SAIG Technical Support (800/330-5947)
to have files restored.

To restore files that you have received within the last ten days:

Log into the TDCM.

Click the Messages tab.

Search and display the Receive file you would like to restore.

On the right side of the screen, click the drop-down menu for the “Status”
field and change the status from “RECEIVED” to “AVAILABLE”.

Click Save.

The file will remain color-coded blue on the left side of the screen, but you
will be able to download the file immediately.

o=

o o

1.4.2 The Archive Tab

The TDCM automatically moves files to the Archive tab view when they have
been in your mailbox more than ten days, based on the date listed in the
“‘Date/Time Picked Up” field. This process runs once a day at 4 a.m.

E.S.T. Files remain in the Archive for a total of 90 days, including the ten days
the files appeared on the Messages tab.

The Archive tab has the same search capabilities as the Messages tab, along
with a “Mailbox Pending” option. “Mailbox Pending” will display all files at the
“‘pend” (pending) status.

Note: Only check the “Restore” box, located to the left of the Sender Mailbox ID,
for the file you would like to restore. Users also have the option of calling the
CPS/SAIG Technical Support Team (800/330-5947) to have files restored for
them.

1.4.2.1 Restoring Files Received Within the Last 11 to 90 Days

To restore a file that you received within the last 11 to 90 days, follow the
procedure below. See Figure 7 for an illustration of the Archive Tab.

1. Log into the TDCM.

2. Click the Archive tab.

3. Search and display the Receive file you would like to restore.

4. Check the box directly to the left of the “Sender Mailbox” for each file you
would like to restore and then click the Restore button. Note: The file will
be marked pending as, “pend”, in red to the left of the file(s) you requested
to have restored. The file(s) will not be immediately available and restored
files will be available for download every fifteen minutes.

5. Once the file has been moved to pending the user will need to update the
status of the file to “available”. Updating to the available status will enable
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the file to be downloaded once the file is restored.

6. Note the unique filename next to the “Unique Filename” field to identify the
file when searching.

7. For EDconnect users:

After the fifteen minute restore time has passed, the user will need to
perform a transmission with nothing in the Transmission Queue.
Executing the blank transmission will refresh the users received file
queue.

Next go to the Received File View.

Check the box under Move to TQ for the file that has the same Item
Number as the unique file name from the “Unique Filename” field.
Execute another transmission to receive the restored file.

8. For TDClient users:

After the restore period of fifteen minutes has passed, add
RECEIVE_SERVER _FILE=unique file name to your Transfer
command statement.

Note: This is the unique file name from the “Unique Filename” field,
noted above.

August 2021
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Figure 7: The Archive Tab
FederalStudent Al

PROUD SPONSOR of | SAIG M =~
the AMERICAN MIND ® | IC
An OFFICE of the U.S. DEPARTMENT of EDUCATION

Welcome TGMOD198 Itis Jan 12, 2015 01:47:53 PM  Logout Participants Messages Archive Help

Search Param [ 12ihox v From Mailbox: | | DateiTime Received:
Name * [TGM0108 To Mailbox: | | Status
Message Class: |:| Msg Class: | | Msg Type
To Mailbox: |:| Interchange Sender: [ | Interchange Date/Time
From Mailbex: [ | Interchange Receiver: | | Batch No: | ‘

Only New Messages

Original From: [

Lo e | (mgmu ] s BateTime avail. in | ‘
Original To: | Mailbox
Record 1 of 1,528 Unique Filename | Date/Time Picked Up: | ‘

2 3 5
Sender Receiver " Interchange
E LSE[ERE Receivad = Log 10 |

sTGMO188 | TG50003 | Aug 28, 2014 12:34:34 PM

Date/Time Purged: | ‘

|
|
|
1 [ W | wwan )
Interchange Size: [ | DateTime Of | |
|
|

Log Type: |

rTGMO108 | TGMO108 | Aug 15, 2014 10:17:25 AM
s TGMO188 | TGMO188 | Aug 15, 2014 10:17:25 AM

rTGMO198 | TGMO183 | Aug 14, 2014 04:15:31 PM
sTGMD183 | TGMO183 | Aug 14, 2014 04:15:31 PM
s TGMD108 | TGMO108 | Aug 14, 2014 02:40:44 PM
rTGMO188 | TGMO188 | Aug 14, 2014 02:40:44 PM
s TGMO183 | TGMO183 | Aug 14, 2014 10:35:33 AM
rTGMO188 | TGMO183 | Aug 14, 2014 10:35:33 AM
rTG60260 |TGMO108 | Aug 13, 2014 01:47:23 PM

Figure 7 is an illustration of the “Archive” tab with the fields you would see to
restore a file received within the last 11 to 90 days.
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1.4.3  The Participants Tab

The TDCM allows you to update your SAIG Password or FTPPASSWD. If a
user changes their password using the “Participants” tab they will need to click
on the “Change Password” link located under the Participants section. Once the
“Change Password’ link is clicked the “Password” and “Verify” password fields
are displayed for the user to change their password. Once the user logs out of
TDCM they will be prompted to change their password again upon their next
TDCM login. Although the participants tab change password feature does not
use strict password rules the user must follow the existing password rules when
changing their password from the main TDCM login screen and when using the
“Change Password” link located on the TDCM “Welcome” screen.

Once you have updated your password, you will need to update the password in
EDconnect, or in your mainframe scripts or JCL.

If you have any difficulty establishing your first password, contact CPS/SAIG
Technical Support at 800/330-5947 and request to have your SAIG mailbox
password reset.
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Figure 8: The Participants Screen to Change Password Displaying Change Password Link

FederalStudent Aid

An OFFICE of the U.5. DEPARTMENT of EDUCATION
Welcome TGMO198 Itis Apr 6, 2021 03:08:17 PM  Logout

T —
] E—

Only pending

No Records

Name & ‘Organization EDI Name

PROUD SPONSOR of
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1.4.3.1 Password Changes

To change your password through the Participant tab (see Figure 8 above):

1. Log into the TDCM.

2. Click the Participants tab.

3. Under the Participants section, click the blue “Change Password” link to
display the Password and Verify fields.

4. Type your new password into the “Password” field.

5. Type your new password again into the “Verify” field.

6. Click Save. (Note: When a user changes his/her password from the
Participants tab, he/she will be prompted to change his/her password
again upon the next login to TDCM. To avoid this, users can change
his/her password from the Welcome Page using the Change Password
link.)

7. For EDconnect users:

— Open the Security View. Right-click on the Security Group for which
you are changing the password.
- Select Properties from the pop-up menu.
—  Click the Network tab.
- Type the password you entered in the TDCM in the “New” field.
- Type the password again in the “Verify” field.
- Select the Local Only option.
- Click OK.
8. For mainframe users:
- Update all scripts or JCL to reflect the new password.
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1.5 Frequently Asked Questions

| changed my password in the TDCM and now | get “Error 530” when | try to
transmit using EDconnect or TDClient. How do | fix this?

When you changed your password in the TDCM, either your password did not
save or your new password is not synced with TDClient or EDconnect client
applications. You can call CPS/SAIG Technical Support (800/330-5947) to have
your password reset, or you can update your password again in the TDCM and
EDconnect or TDClient applications.

To update your password using the TDCM:

1. Log into the TDCM.

2. From the Welcome screen click on the Change Password link.
3. Enter your old password. Type your new password into the “Password”
field. The password must contain eight valid characters.

Type your new password again into the “Verify” field.

Click Save.

Log into EDconnect.

Open the Security View.

Right-click on the Security Group for which you are changing the
password.

9. Select Properties from the pop-up menu.

10.Click the Network tab.

11.Type the password you entered in the TDCM in the “New” field.
12. Type the password again in the “Verify” field.

13. Select the Local Only option.

14.Click OK.

©NO O A

If you are still unable to complete a successful transmission, please contact
CPS/SAIG Technical Support at 800/330-5947 or by e-mail at
CPSSAIG@ed.gov.
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| see a “REJECTED?” option in the “Status” field on the Messages tab.
When should | use it?

The “REJECTED” option allows you to initiate the deletion of a file. You should
only use this option if instructed to do so by CPS/SAIG Technical Support.
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1.6 Technical Support
Contacting FSA Technical Support

For FSA technical support, you may post a message (including your TG Number
and a contact telephone number) with your question to the FSATECH listserve.
For information about subscribing to FSATECH, go to

http://www2.ed.gov/offices/OSFAP/services/fsatechsubscribe.html

Department staff or contractors for the system about which you have a
question will work on a response.

Note: You must subscribe to FSATECH in order to send and receive
messages from the listserve.

Contacting CPS/SAIG Technical Support

If you need technical support, contact CPS/SAIG Technical Support at 800/330-
5947. Representatives are available to assist you between 7 a.m. and 7 p.m.
(CT), Monday through Friday, excluding holidays. You may also send your
inquiries by e-mail to CPSSAIG@ed.qov.
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