
FAFSA SCHOOL CODE______________   STUDENT IDENTIFICATION NUMBER______________ 

MPN SCHOOL G CODE_____________    START DATE__________________________________ 

 

 
 

Financial Aid Website: http://financial.empire.edu 

 
 

STEP 1:  Enrollment Date: ______________________________________________________________________________ 

 
Applying for Student Aid 2016-2017 

 
This information will assist you with the application process for student financial aid at the Empire Education Group School you are attending.  It is 

designed to give you an overview of the process and provide you with the information you need to apply for aid.    

A conviction for any offense, during a period of enrollment for which you will be receiving Title IV, HEA Program funds, under any federal 

or state law involving the possession or sale of illegal drugs will result in the loss of eligibility for any Title IV aid, HEA grant, loan or work-

study assistance (HEA Sec. 484(r)(1)); (20U.S.C. 1091(r)(1)). 

The Free Application for Federal Student Aid (FAFSA on the WEB) serves as the single application for financial aid at Empire Education Group.  

Students who complete the aid application process are considered for federal aid. 

STEP 2:   Apply for a U.S. Department of Education FSA ID: 

If you do not have a FSA ID go to https://fsaid.ed.gov and follow the on-screen instructions. If you are a dependent student, both you and one of your 

parents will need an FSA ID to electronically sign your FAFSA. 

The FSA ID process consists of three main steps: 

1. Enter your log-in information. 

 Provide your e-mail, a unique username, and password and verify you are at least 13 years old. 

2. Enter your personal information. 

 Provide your Social Security number, name, and date of birth.  

 Include your mailing address, e-mail address, telephone number, and language preference.  

 Provide answers to five challenge questions. 

3. Submit your FSA ID information. 

 Agree to the terms and conditions.  

 Verify your e-mail address. (Note: By verifying your e-mail address, you can use your e-mail address as your username when logging 
into certain U.S. Department of Education websites.) 

***Your FSA ID serves as your electronic signature and provides access to your personal records.
                       

STEP 3:  If you have already completed a 2016-2017 FAFSA: 

Log onto www.fafsa.ed.gov and add the school code for the Empire Education Group School you are attending. 

1. Login 

2. Enter Identifying information. 

3. Make FAFSA Corrections. 

4. Enter FSA ID  and Password 

5. Add School Code 

– go to STEP 7.  

http://financial.empire.edu/
http://www.pin.ed.gov/
http://www.fafsa.ed.gov/


FOR ASSISTANCE:    Federal Student Aid Information Center at 1-800-4-FED-AID (1-800-433-3243) 

STEP 4:   Determine your Dependency Status 

If you can check ANY of the following boxes, you will not have to provide parental information.  If you check NONE of the following boxes, you 

will be asked to provide parental information. 

 

STEP 5:  If you are completing a 2016-2017 FAFSA for the first time:   

Collect the financial documents and complete the FAFSA Worksheet.  The FAFSA Worksheet is designed to help prepare you for the completion of 

the FAFSA on the Web. Be sure to gather all of the required information indicated on the front of the Worksheet before you begin this process. 

Organizing your financial information on the Worksheet will reduce the amount of time needed to complete your FAFSA.  The worksheet can be 

found at:      https://fafsa.ed.gov/fotw1617/pdf/fafsaws16c.pdf 

For assistance with any of the Federal applications or for specific questions, contact the Federal Student Aid Information Center at 1-800-4-FED-AID 

(1-800-433-3243). If you are hearing-impaired and have questions, contact the TTY line at 1-800-730-8913. 

                                  

STEP 6:  Complete the 2016-2017 FAFSA online  

Complete the FAFSA at www.fafsa.ed.gov .  

If you have already completed a 2016-2017 FAFSA: 1.) click on "Start here" 2.) Add identifying information, 3.) Make FAFSA corrections, and 4.) 
Add the school code for the Empire Education Group School you are attending. 

STEP 7:   Confirmation Page EFC___________________________________________________________________________________   

STEP 8:  Loan Entrance Counseling 

If you are borrowing from the Federal Direct Loan Program you are required to participate in loan counseling at www.studentloans.gov   prior to 

receiving a Federal Direct Loan.  The loan counseling is to ensure that you understand the responsibility and obligation that you are assuming when 

borrowing.  You will need to sign in to “Manage my Direct Loan” with your FSA ID and click on “Complete Entrance Counseling”. 

STEP 9:  Completing the EMPN (Electronic Master Promissory Note) 

NOTE:  The Electronic Master Promissory Note cannot be completed until your FSA ID has been established.  This generally takes 3 to 5 business 

days from date of application for an FSA ID..  

If you are a first-time borrower of the Federal Direct Stafford Loan, you will be required to complete a Master Promissory Note (MPN) before the 

loan funds will be disbursed.  You can sign your Federal Direct Stafford Loan MPN at www.studentloans.gov. You will need to sign in to “Manage 

my Direct Loan” with your FSA ID and click on “Complete Master Promissory Note”. 

Complete Direct Loan Electronic Master Promissory Note 

 

Remember, by signing an MPN you are agreeing to pay back Direct Subsidized Loans or Unsubsidized Loans that you receive to pay for your 

education. An electronic Master Promissory Note (MPN) can be completed in 8 steps for Sub/Unsub.  Read the information below to understand how 

the electronic MPN process works.  It will take around 30 minutes to complete the electronic MPN process.  Make sure you allow enough time to 

complete the entire process in a single session.  If you exit the web site before submitting your signed Sub/Unsub MPN in Step 7 and return later, 

you’ll have to start over beginning with Step 1. 

 

http://www.fafsa.ed.gov/
http://www.studentloans.gov/
http://www.studentloans.gov/
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  If you are submitting a Sub/Unsub MPN, follow the 11 steps below 

 
1 

 

PERSONAL INFORMATION - During this step, you will be asked to provide information necessary to complete your MPN. 

This will include your permanent address, driver's license number and state, email address (if you have one) and telephone 
number. You will also be asked to provide the names, addresses and telephone numbers of two references who have known you 

for at least three years. 

 
2 

 

PROVIDE SCHOOL G CODE – The Main School Code appears.  The school you are enrolled at may be a branch 

campus of the Main School - You will be asked to provide your full legal name and school information. You will be able to 

review and modify this information if necessary before it is added to your electronic MPN. 

 
3 

 

READ BORROWER'S REQUEST, CERTIFICATIONS, AUTHORIZATIONS, AND UNDERSTANDINGS:  You will be 

asked to read a Borrower's Rights and Responsibilities Statement that provides important information about the loan(s) you may 

receive under your MPN. Before you can continue with the electronic MPN process, you must confirm that you have read the 
Borrower's Rights and Responsibilities Statement. 

 
4 

 

REVIEW DRAFT MPN - You will be asked to review a draft version of the MPN that will include the information you 
provided in Step 6. Before you can continue with the electronic MPN process, you must confirm that you have read the draft 

MPN. 

 
5 

 

SIGN YOUR MPN - You will be asked to review the Promise to Pay section of the MPN and then electronically sign the MPN 

by typing in your full name. You will still have the opportunity at this point to modify the information you provided or to cancel 

the electronic MPN process. 

 
6 

 

REVIEW SIGNED MPN/ENTER CONFIRMATION CODE - You will be shown a completed MPN that includes your 

electronic signature. Before you can continue with the electronic MPN process, you must confirm that you have read the 

completed MPN. 

 
7 

 

CONFIRM ACCEPTANCE OF MPN TERMS AND SUBMIT MPN - You will be asked to confirm that you agree to the 

terms and conditions of your MPN. You will also be given a final opportunity to cancel or modify your MPN. If you agree to the 

terms and conditions of the MPN, you may complete the electronic MPN process by submitting your MPN to the U.S. 
Department of Education. 

 
8 

 

SUCCESS! NOW PRINT YOUR MPN - Your MPN is now complete. This page will provide instructions for: 
 

Printing and/or saving a copy of your completed MPN for your records 

Retrieving a copy of your completed MPN at a later date 
Asking us to send you a copy of your completed MPN 

Clearing your browser to remove your personal information from the computer you used to complete your electronic MPN 

 

STEP 10:  Request a Direct Parent PLUS Loan (On-line Credit Check)– For Parent’s of Dependent Students 

NOTE:  The Plus Master Promissory Note cannot be completed until your parent’s FSA ID has been established.  This generally takes 3 to 5 business 

days from date of application for an FSA ID. Your parent could apply for an FSA ID  at https://fsaid.ed.gov. 

Your parent will need to sign into “Manage my Direct Loan” with their FSA ID  and click on “Request a Direct PLUS Loan”. 

The new www.StudentLoans.gov website is available to all student and parent borrowers to complete their on-line Student Loan application(s).   The 

site currently allows a parent to complete a Direct PLUS loan and has recently added the functionality to initiate an online credit check during the 

application process.         Reminder:  The parent borrower must have their FSA ID. 

During the on-line application process, the parent will complete the personal information and student and loan information.  During the “review 

application” step, they will be given the following options: 

Loan Amount Requested  

For each academic year, the parent may borrow up to - but not more than - the school's cost of attendance, minus the amount of other financial assistance that you 

receive (if you are a graduate or professional student) or that the student receives (if you are a parent borrower). The school determines the cost of attendance based on 
federal guidelines. It is important not to borrow more than you can afford to repay, even if you are eligible to borrow more.  Below are the options that will be presented 

to you.   

o I want to borrow the maximum Direct PLUS Loan amount for which I am eligible, as determined by the school.  

o I would like to specify a loan amount.  

o I do not know the amount I want to borrow. I will contact the school.  

Once the parent submits the application, the results of the credit check will be immediate and good for 180 days.  

If not approved, the borrower is asked how he or she wants to proceed: 

1. Not pursuing a Direct PLUS loan,  

2. Obtaining an endorser, or  

3. Appealing the credit decision “I want to provide documentation of extenuating circumstance”.  

http://www.pin.ed.gov/
http://www.studentloans.gov/


FOR ASSISTANCE:    Federal Student Aid Information Center at 1-800-4-FED-AID (1-800-433-3243) 

Each day from 3:30 am to 5:00 am (EST) the credit check processing function will be unavailable.  A borrower can begin the Direct PLUS Loan request 

process during this time and complete all steps except the credit check.  The borrower should save the partially completed request prior to the credit check 

step and then return at a later time to complete the process.  

NOTE: if the borrower does not save prior to the credit check step during the outage time, all data completed during that session will be lost and the parent 

will have to start from the beginning.  

 

STEP 11:  Completing the PLUS EMPN (Parents of Dependent Students Only) 

If your parent(s) are taking out a loan to pay for your education, then your parents should complete a new MPN for parent PLUS loans.  

Your parent can sign the Federal Direct PLUS MPN at www.studentloans.gov.  Your parent will need to sign into “Manage my Direct Loan” with 

their FSA ID and click on “Master Promissory Note Complete MPN” and select “Parent PLUS. 

Complete Direct Loan Electronic PLUS Master Promissory Note – Parent’s Instructions 

Remember, by signing a MPN you are agreeing to pay back Direct Parent PLUS Loans that you receive to pay for your child's 

education. 

An electronic PLUS Master Promissory Note (MPN) can be completed in 9 steps.  Read the information below to understand how the electronic PLUS MPN process 

works.  It will take around 30 minutes to complete the electronic MPN process.  Make sure you allow enough time to complete the entire process in a single session.  If 

you exit the web site before submitting your signed PLUS MPN in Step 8 and return later, you’ll have to start over beginning with Step 1. 

 

  If you are submitting a PLUS MPN, follow the 9 steps below 

 

 

1 

 

SELECT THE LOAN TYPE - You will be asked to select a loan type.  Click on Parent PLUS.  Direct PLUS Loans are 

available to parents of dependent undergraduate students.  Parents must be signed in using their own FSA ID.. 

 

2 
 

PROVIDE NAME, STUDENT'S INFORMATION, AND SCHOOL (for Parent PLUS Loans) - You will be asked to provide 
your full legal name, the student's full legal name, the student's social security number, the student's date of birth, and school 

information. You will be able to review and modify this information if necessary before it is added to your electronic MPN. 

 

 

 

 
3 

 

PROVIDE SCHOOL G CODE – The Main School Code appears.  The school your child is enrolled at may be a branch 

campus of the Main School - You will be asked to provide your full legal name and school information. You will be able to 
review and modify this information if necessary before it is added to your electronic MPN. 

 

 
4 

 

SPECIFIES LOAN AMOUNT - For each academic year, you may borrow up to - but not more than - the school's cost of 
attendance, minus the amount of other financial assistance that the student receives. The school determines the cost of attendance 

based on federal guidelines. It is important not to borrow more than you can afford to repay.  During this step, you will be asked 

to borrow the maximum Direct PLUS Loan amount for which you are eligible, as determined by the school or specify a loan 
amount.   

 

 
5 

 

REVIEW - You will be asked to review your application and AUTHORIZE CREDIT CHECK – You will be asked to 
authorize the Department of Education to investigate your credit record and report information about your loans to persons and 

organizations permitted by law to receive that information. 

 

6 
 

SIGN YOUR MPN - You will be asked to review the Promise to Pay section of the MPN and then electronically sign the MPN 
by typing in your full name. You will still have the opportunity at this point to modify the information you provided or to cancel 

the electronic MPN process. 

 
 

7 

 

REVIEW SIGNED MPN/ENTER CONFIRMATION CODE - You will be shown a completed MPN that includes your 

electronic signature. Before you can continue with the electronic MPN process, you must confirm that you have read the 

completed MPN. 

 
 

8 

 

CONFIRM ACCEPTANCE OF MPN TERMS AND SUBMIT MPN - You will be asked to confirm that you agree to the 

terms and conditions of your MPN. You will also be given a final opportunity to cancel or modify your MPN. If you agree to the 
terms and conditions of the MPN, you may complete the electronic MPN process by submitting your MPN to the U.S. 

Department of Education. 

 

 
9 

 

SUCCESS! NOW PRINT YOUR MPN - Your MPN is now complete. You have successfully submitted your Direct PLUS 
Loan MPN.  You will receive a confirmation email shortly.  The school you selected will be notified of your MPN completion 

within the next 24 hours.  If you have questions regarding your loan(s) and /or its status, contact Empire Education Group’s 

Financial Assistance Department at 1-800-223-3271 

 

 

http://www.studentloans.gov/
http://pin.ed.gov/
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On-line Direct PLUS Loan Endorser Addendum for Parents of Dependent Students who Need an Endorser for a Parent Plus 

Loan 

This functionality allows the endorsers to complete the addendum on-line as an alternative to the paper-based process.   The endorser must have an 

FSA ID and the Loan Reference ID (provided to the endorser by the borrower); if the endorser does not have an FSA ID  one can be requested at 

https://fsa.ed.gov.  

 The loan reference ID is a randomly-generated number provided to a borrower via email correspondence when the PLUS loan does not pass the 

credit check.  The borrower can also find this number by signing onto Student Loans website under completed Direct Loan Requests and viewing 

their completed application.  

The endorser must sign onto the student loan website by using their own FSA ID.  

The endorser does not need to complete both the on-line addendum and paper based addendum; however, an on-line application will speed up the 

process.   

If you completed all of the application processes and received electronic confirmation from the Department of Education and require 

additional assistance please contact the Financial Assistance Office at 1-800-223-3271.  

 

STEP 12:  Orientation 

 

Date & Time: ________________________________________________________________________________________________ 

 

Who’s Coming: ______________________________________________________________________________________________ 

 

What I Need To Bring: ________________________________________________________________________________________ 

 

____________________________________________________________________________________________________________ 

 
 

 

 

STEP 13:  Start! 

 

 

Date & Time: ________________________________________________________________________________________________ 

 

 

http://www.pin.ed.gov/

