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This guide provides information to help you complete required steps related with your Federal Student 
Loan application. In addition to submit your Student Loan request and related loan steps, you must submit 
a FAFSA form for the current academic year.  
 
To start the Federal loan application process, go to https://mypoly.pupr.edu/ics/ . 
 

1. Enter your Username and Password in the Login fields.   
 

 
 
 

2. Select the Financial Aid tab. 
 

 
 
 

3. Go to the “Links” section and, at the end of the section, click on “Solicitud de Préstamo Federal 
Directo”. 
 
 

 
 
 
 
 
 
 
 
 
 

https://mypoly.pupr.edu/ics/


Federal Student Loan Application Guide  
 

Polytechnic University of Puerto Rico                                          Page 2 
 

4. Enter your Personal Information   
➢ Social Security number   
➢ PUPR Student ID number   
➢ Name   
➢ Last Name  
➢ Mobile Phone Number   
➢ Home Phone Number   
➢ Personal Email   
➢ Student Email      

 

 
 

5. When completing the Postal Address (mailing address) and the Physical Address (home address) 
sections, make sure to provide all elements (Street Number, Street Name, Building Number, 
Apartment Number, City, etc.).  
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6. Complete your Loan Information. 
Student type: Select your program level - Associate Degree, Bachelor’s Degree, Master’s 
Degree o Doctorate Degree. 
Loan term: Select the term(s) for which you are requesting your student loan.  If you are 
requesting a student loan to cover all three terms of the academic year, select Full Year 
FA, WI y SP. 

 Academic Year: 2324 (August 2023 to May 2024). 
Loan type: Select New, Renewal or Increment based on your situation.  

 

 
 

For Subsidized and Unsubsidized loans, the maximum amount that you can request will be based on 
the total completed credits (earned credits) as of the end of the last enrolled term.    

Total Completed 
Credits 

 
Academic Level 

 
Loan Program 

 
Loan Limits 

Undergraduate Program 
(Associate Degree / Bachelor’s) 

 Dependent 
Students 

Independent 
Students 

 
0 – 36 

 
1 

Subsidized $ 3,500 $ 3,500 

Unsubsidized $ 2,000 $ 6,000 

 
37 – 72 

 
2 

Subsidized $ 4,500 $ 4,500 

Unsubsidized $ 2,000 $ 6,000 

 
73 - 108 

 
3 

Subsidized $ 5,500 $ 5,500 

Unsubsidized $ 2,000 $ 7,000 

 
109 or more 

 
4 - 5 

Subsidized $ 5,500 $ 5,500 

Unsubsidized $ 2,000 $ 7,000 

Graduate Program 
(Master’s / Doctorate) 

 
Unsubsidized 

  
$ 20,500 
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7. Check this box If you would like to authorize Polytechnic University of Puerto Rico to process any 
requested Subsidized loan as Unsubsidized Loan if you are not eligible for the Subsidized Loan 
program.   
 

 
 
 

8. Provide the contact information of two personal references  

• References should not live with the student nor share the same address or phone 
numbers.   (See following example of references with different contact information).  

• You can include references living in any state of the United States or in any U.S. territories.  

• Incomplete requests will not be processed.  Please, make sure you are providing complete 
and correct information.   

➢  Name: First and Last Names  
➢  Address  
➢  City, State and ZipCode  
➢  Phone Number   

                       

   

 
9. After entering all required data, click on “Solicitar Préstamo/Apply for Loan” to send your loan 

request. 
    

 
➢ After successfully submitting your loan request, you will get this message:  
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➢ If you must correct or complete any missing field, you will get this error message.  Correct 
or provide any missing information and click on “Solicitar Préstamo/Apply for Loan” 
again to send the request.  

 
 

10. After submitting your Federal Loan request, if you are applying for a Loan Renewal (active regular 
students who received student loan during the 2022-2023 academic year), you have completed 
the loan application process.  If you are applying for a New Loan (new students or readmission 
students), go to www.studentaid.gov .  Students applying for a New Loan must also complete an 
Entrance Counseling, a Master Promissory Note.   Students with previous loans, must also 
complete the Annual Loan Acknowledgment.  The Department of Education will not release your 
Federal Student Loan disbursement if you have not submitted a valid Entrance Counseling and 
Master Promissory Note for Polytechnic University of Puerto Rico.  PUPR students who have been 
out of college for more than one term, must submit a new Entrance Counseling.   

 
 

How to complete your Entrance Counseling, the Annual Loan Acknowledgment, and 
the Master Promissory Note  

 

• Go to https://studentaid.gov  . 
 

 
 

• Select “Log In”.  You will be required to enter your FSA ID Username and Password.   If 
you do not have an FSA ID, click on “Create Account”. 

 
Entrance Counseling 

  

• Select “LOAN AND GRANTS”.  Then, select “Loan Entrance Counseling”.   

 

http://www.studentaid.gov/
https://studentaid.gov/
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• Select “Start” based on your student type.    

 

 

• Read the information presented on this screen.  Then, select “Continue”. 

 

 

 

  

Student’s pursuing a 

Bachelor’s degree 

Student’s pursuing a 

Master’s degree 
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• Select the school to notify of your counseling completion.  You may click on “I want to 
search for a school instead”.   
 

 
 

• IMPORTANT:   When searching for the school, you must select PUERTO RICO in “Choose 
a State” and UNIVERSIDAD POLITECNICA DE PUERTO RICO/POLYTECHNIC UNIVERSITY OF 
P.R. in “Search by school by name”. 
 

 
 

 

• Confirm that our Institution (Universidad Politecnica de Puerto Rico/Polytechnic University of 
Puerto Rico) was selected.    Then, select “Continue”. 
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• Your Entrance Counseling session starts on this page.  The counseling includes five 
modules that will provide you information regarding the Federal Student Loan Programs.  
After each module, you will be presented a set of questions that you must answer.    

 

 
 

 

• At the end of the counseling, you can print or save the Counseling Summary.    Select “Submit” to 
send the counseling.   
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• After successfully submitting your counseling, this confirmation page will be displayed. 
 
 

   
 
 
 
 
Master Promissory Note (MPN) 
 
 

• To complete your Master Promissory Note, select “LOANS AND GRANTS” and then, select 
“Master Promissory Note (MPN)”. 
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• Select the type of Master Promissory Note you are completing based on loan program you are 
requesting:  Subsidized and Unsubsidized Loans (Undergraduate and Graduate Students), PLUS 
loans for Parents of Undergraduate students or PLUS loans for Graduate Students.   
 

 

  
 
 

o Graduate students:  After selecting your student type, you will be required to select your 
Loan Program. Select “MPN for Subsidized and Unsubsidized Loans”.  If applying for a 
Graduate PLUS Loan (credit check required), select “MPN for Direct PLUS Loan”. 

 

• The following screens are examples of the sections you are required to complete your Master 
Promissory Note for a Subsidized and Unsubsidized loan.  To complete your MPN you must go 
through 5 steps.  
 

 

Associate or Bachelor’s  
Degree Students 

Master’s or Doctorate 
Degree Student 

PLUS loan for Parents 
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• IMPORTANT:   When searching for your School Name, enter or select PUERTO RICO in “Choose a 
State” and UNIVERSIDAD POLITECNICA DE PUERTO RICO/POLYTECHNIC UNIVERSITY OF P.R. in 
“Search School Name”.    
 

 
 

• After confirming that you have selected the correct school (UNIVERSIDAD POLITECNICA DE 
PUERTO RICO/POLYTECHNIC UNIVERSITY OF P.R.), select “Continue”.   

• On Step Two, you will be required to provide contact information for two personal references.  
References must meet the following requirements.  

 
 

• If you previously completed a Master Promissory Note, the system will allow you to select those 
references.  After selecting the reference name, review the information to validate it is up to date. 
 

 
 



Federal Student Loan Application Guide  
 

Polytechnic University of Puerto Rico                                          Page 12 
 

• On Step Three, you will read the agreements through the Master Promissory Note.  This step 
includes five sections. 
 

 
 
 
 
 

• On Step Four, you will be able to review and update, if necessary, the submitted information.   
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• On the Fifth step, you will be able to submit your electronic signature as your promise to pay back 
your federal student loans.  
 

 

  
 
 

• After submitting your Master Promissory Note, you will be able to save a copy or print it.   
 
Evaluation of your Federal Student Loan Request  
 
✓ The Financial Aid Office will receive an electronic copy of your loan application and proceed to 

determine your eligibility.  If your application is incomplete, we will contact you via your student email 
(lastname_SID#@students.pupr.edu).    Important:  Your loan application cannot be evaluated or 
processed if you have not been accepted as a regular student at PUPR.   

✓ After your application is approved, you will receive your Student Aid Award Letter confirming the total 
amount approved and the estimated disbursement dates of your federal student loan.     

✓ If your loan application is denied, you will receive written notice with the reasons for the denial. 
 
Do you need assistance?  Contact your Financial Aid Officer:    San Juan  787-622-8000 ext. 249  
asistenciaeconomica@pupr.edu    Miami  305-418-8000 ext. 708 marias@pupr.edu    Orlando 
 407-677-7000 ext. 806 idiaz@pupr.edu . 

Your signature must match 

your name as provided on your 

FSAID credentials. 

mailto:asistenciaeconomica@pupr.edu
mailto:marias@pupr.edu
mailto:idiaz@pupr.edu

