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Monthly Reporting 
 
Log into the Performance and Participation system. 

 
 
Enter your User Name and Password then select Log In. 

 
 

• FileUpload Tab 
 
This section of the website allows you to upload your monthly loan information.  You will need to 
create your monthly loan file in the format listed on the FileUpload section of the website in a .csv 
(Comma Separated Value) or an Excel file. 
 
• Select FileUpload 
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• The next screen shows you the format required for your monthly loan file.  You can download a 
sample input file as a CSV or Excel file with or without headings. 

 
 

• Here’s a sample of the file in an Excel format. 

 
• Create and save your file in the format indicated above.  This file can be created manually or 

extracted from your existing system. 
o Browse for the file. 
 If the first row of your file contains the column names, check the box. 


