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HOW TO CREATE AN ADDITIONAL LOAN REQUEST 
 

1. In your search bar, type in “Create Request”, then select the Create 
Request task. 
 

 
 

2. In the Request type, select All >Financial Aid: Additional Loan 
Request, then click OK. 

 
 

 
 

3. Fill in all required fields on the form: 
         *Loan Amount Requested 
         *Reason for Request 
         *Spring 2025 # of credits 
         *Read & Agree Certification 
 

  
 

4. Click the Submit button at the bottom of the page. 
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