UCLA

Accepting, Adjusting, and Declining Institutional Loans in the
Bruin Financial Aid Portal

Training Guide

Overview

This guide will provide students step-by-step instructions on accepting, adjusting, or
declining financial aid, specifically campus-based (Institutional) Loans (e.qg.,
University/Health Profession/Dream Loan).

Sections
e Accept or Decline Aid
e Adjust Aid
e Obtain Help

Accept or Decline Aid

1. From the homepage, select the FINANCIAL tab.

I HOME oDCICLMENTS X NOTIFICATIONS | & FINANCIAL MESSAGES - L

BruinFinancialAid

1

Required Financial Aid Actions

‘] BECOME FINAMCIAL AID ELIGIELE

[ |
o=

Complete 2024-2025 FAFSA Completed
Suomit all Reguired Documnantation Pending

2TMKE ACTION ON LOANS

There are no pending swards that require review.

3RECEIVE ¥OUR FUNDS

There are no pending actions required to receive your funding
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2. The FINANCIAL tab will redirect you to the Financial Information screen. Under
section 2, How much Financial Aid can | receive? a list of awards will be
displayed. Note: University loans will be listed on this screen, but they will not
have the Pencil or Update Acceptance link, which allows students to accept or
decline loans directly from the page. Instead, students are expected to review the
details of the awarded institutional loan (e.g., the amount offered) and then
proceed to accept or decline the institutional loan via the Documents tab.

BruinFinancialA"d © HOME ['PDOCUMENTS = NOTIFICATIONS © FINANCIAL

MESSAGES . -L v
L
AL =

Financial Information

ALIG 2024 - JUN 2025 (Curvent)

Your financial aid summary for Academic Year Aug 12, 2024 - Jun 13, 2025
1. How much does my education cost? 2. How much Financial Aid can | receive?
Cost of Attendance 585,496.00

Award Offiered to Amount you'll
Award Name Status You receive  Update/Edit
Tuition and Fees $43.839.00
ubsidized Sta Awarded $20500.00 $20500.00 rd

Estimated Living and Other
Expenses

University Loan Awarded 54,000.00
and Meals

= Hou:

524,500.00 520,500.00

The award information for future Academic Year Aug 12, 2024 - Jun 13, 2025 is estimated based on the currently available data. These amounts,
dates and acceptance criteria may change in future based on updated data.

T COMPLETE LOAN ENTRANCE COUNSELING

3. When am | scheduled to receive my financial aid?

Future Disbursement Received Disbursements

Award Name Scheduled Disbursement Date  Amount Award Name Disbursement Date Amount
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3. Once the information on the FINANCIAL tab is reviewed, navigate to the
Documents tab to accept or decline the loan.

BruinFinancialA"d & HOME || 'PDOCUMENTS || NOTIFICATIONS & FINANCIAL
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-
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Financial Information

ALIG 2024 - JUN 2025 (Curvent)

Your financial aid summary for Academic Year Aug 12, 2024 - Jun 13, 2025

1. How much does my education cost? 2. How much Financial Aid can | receive?

Cost of Attendance 585,496.00 Award Offiered to Amount you'll
Award Name Status You receive  Update/Edit
Tuition and Fees $43.839.00

Awarded R

rect Unsubsidized Stafford

7,
Estimated Living and Other

Expenses

University Loan Awarded 54,000.00

$24,500.00 520,500.00

The award information for future Academic Year Aug 12, 2024 - Jun 13, 2025 is estimated based on the currently available data. These amounts,
dates and acceptance criteria may change in future based on updated data.

T COMPLETE LOAN ENTRANCE COUNSELING

3. When am | scheduled to receive my financial aid?

Future Disbursement Received Disbursements

E Award Name Scheduled Disbursement Date  Amount Award Name Disbursement Date Amount
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4. The DOCUMENTS screen will display all the documents assigned to a student.
Locate the Student Loan Services: Loan Acceptance document and click the
Upload icon under the Submit Document column.

o » * * Fi HOME eDOCLMENTS 1 NOTIFICATIONS = FINANCIAL MESSAGES
BruinFinancialAid : )

® : 1
—_— -
"

Documents

Documents that have been requested or received o process your financial aid are listed in this page. Please review any documents requiring your
attention. You can also upload a non requested document.

Documents Requiring Attention

The following documents need immediate attention to continue processing your financial aid eligibility. If
you have any guestions or concemns, please contact your financial aid office.

1. Documents Requiring Attention

Document Name Owner  Award Year Status Action Submit Document

udent Loan Services: Loan Acceptance  Student 20242025 Requested  Youha

Appest Budget Increase Form Student  2024-2025

Appesl Sudget Incresse Form Swdent 20242025 FBequested
Materials based on Oracle 24c 4

Last Revised: 1/8/25



5. The Student Loan Services: Loan Acceptance document screen will be
displayed. Proceed to select and fill out all the required fields.

a. Under the I have reviewed the details of the loan(s) (amount,
description) on the Financials tab field, select | agree.

Upload Documents

Upload a Requested Document

You have been offered a campus-based loan as part of your package. Campus-based loans are administered and maintained through the University of Califonia. You must
submit your acceptance of this loan offer. After accepting it, you will receive a notification from our loan servicer that your loan documents are available for signing. You are
reguired to sign these documents, complete the entrance counseling and submit all loan documents as part of borrower requirements. Until all actions are completed, the
loan(s) will not disburse.

Document Name Owneris) Award Year Status
Student Lean Services: Loan Acceptance Student 2024-2023 Reguested
Enter Document Data

| have reviewed the details of the lnan(s) (amount, description) on the Financials tab *

Select One

| agres

a1 o B E T Mral 3] SN 13 LT GRS 0 TGN 1T SIg AL 1 PAaE L (U3, T T e ¥ e E— ET—

counseling. *

Select One

Date of Acceptance *

You certify that all of the information you provided is true and complete to the best of your k ledge. If you give false or mi ing infi ion, you may be subject to criminal
prosecution by federal or state authorities. *

Select One
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b. Under the Campus-based loan(s) that is being offered requires the
signing of the loan documents, which will include a promissory note
and associated documents as well as completion of entrance loan
counseling field, select one of the following options:

i. | have reviewed the details of the loan(s). | accept the campus-
based loan(s) offered to me.

ii. 1decline the campus-based loan(s) offered to me.

Upload Documents

Upload a Requested Document

“You have been offered a campus-based lean as part of your package. Campus-based loans are administered and maintained through the University of Califomnia. You must
submit your acceptance of this loan offer. After accepting it, you will receive a notification from our loan servicer that your loan documents are available for signing. You are
reguired to sign these documents, complete the entrance counseling and submit all loan documents as part of borrower reguirements. Until all actions are completed, the
loan{s) will not disburse.

Document Name Owneris) Award Year Status

Swdent Lean Services: Loan Acceptance Student 2024-2023

Enter Document Data

| have reviewed the detgils of the loan(s) (amount, description) on the Financials tab *

zlect One
Campus-based loan(s) that is being offered requires the signing of lean decuments, which will include a promi: y note and inted d aswell as i f entrance loan
counseling. *

Select One

I have reviewed the details of the loan(s). | accept the campus-based loan(s) offered to me.
| decline the campus-based loan(s) offered to me.

You certify that all of the information you provided is true and complete to the best of your k ledge. If you purposely give false or mi ing infi ion, you may be subject to criminal
prosecution by federal or state authorities. *

Select One
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c. Under the Date of Acceptance field, enter or select a Date via the
Calendar icon.

Upload Documents

Upload a Requested Document

You have been offered a campus-based loan as part of your package. Campus-based leans are administered and maintained through the University of California. You must
submit your acceptance of this loan offer. After accepting it, you will receive a notification from our loan servicer that your loan documents are available for signing. You are
reguired to sign these documents, complete the entrance counseling and submit all loan documents as part of borrower regquirements. Until all actions are completed, the
loan(s) will not disburse.

Document Name Owneris) Award Year Status
Student Loan Services: Loan Acceptance Student 2024-2023 Requestad
Enter Document Data

| have reviewed the detgils of the loan(s) (amount, description) on the Financials tab *

Campus-based loan{s) that is being offered requires the signing of lean documents, which will include & promissory note and associsted documents s well a5 completion of entrance loan
counseling. *

You certify that all of the information you provided is true and complete to the best of your . If you give false or mi; ing ion, you may be subject to criminal
prosecution by federal or state authorities. *

W

ne
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d. Under the You certify that all the information you provided is true and
complete to the best of your knowledge. If you purposely give false
or misleading information, you may be subject to criminal
prosecution by federal or state authorities field; select | agree.

Upload Documents

Upload a Requested Document

You have been offered a campus-based loan as part of your package. Campus-based loans are administersd and maintained through the University of California. You must
submit your acceptance of this loan offer. After accepting it, you will receive a notification from our loan servicer that your loan documents are available for signing. You are
reguired to sign these documents, complete the entrance counseling and submit all loan documents as part of borrower reguirements. Until all actions are completed, the

loan(s) will not disburse.

Document Name Owneris) Award Year Status
Student Lean Services: Loan Acceptance Student 20242023
Enter Document Data
| have reviewed the details of the loan(s) (amount, description) on the Financials tab *
Select One
Campus-based loan(s) that is being offered requires the signing of loan decuments, which will include & promi: y note and as well as i f entrance loan
counseling. *

Select One
Date of Acceptance *

give falze or mi ing infi ion, you may be subject to criminal

You certify that all of the information you provided is true and complete to the best of your k ledge. If you
prosecution by federal or state authorities. *

Select One

| agree
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6. If applicable, Enter Additional Comments.

Document Name Owneris) Award Year

Student Loan Ser

Enter Document Data
| have reviewed the detgils of the loan(s) (amount, description) on the Financials tab *

Status

as well as ion of entrance loan

Campus-based loan(s) that is being offered requires the signing of lean documents, which will include & p
counseling. *

) offered 1o

have review

Date of Acceptance *

y note and

| 07-31-202

ion, you may be subject to criminal

You certify that all of the information you provided is true and complete to the best of your k ledge. If you purp:

prosecution by federal or state authorities. *

agree

Enter Additional Comments (Max 255 characters)

y give false or
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7. When you are ready, click Upload.

Note: If the Student Loan Services: Loan Acceptance Document is submitted
with the loan acceptance, it will initiate the Entrance Counseling process and
Promissory Note Signing for ECSI (or Educational Computer Systems, Inc.).
Once a completion response is received from ECSI, Bruin Financial Aid will
trigger disbursement if the student is 18 or older.

Enter Document Data

counseling. *

Date of Acceptance

| have reviewed the details of the loan(s) (amount, description) on the Financials tab *

Campus-based loan(s) that is being offered requires the signing of loan documents, which will include a promissory note and associsted documents as well as completion of entrance loan

‘ 07-31-2024)

You certfy that all of you provided is true

prosecution by federsl or state authorities.

Enter Additional Comments (Max 255 characters)

Materials based on Oracle 24c
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8. If you are under 18, a Student Loan Services: Co-Signer Promissory Note will
need to be completed. You will be prompted to complete a Promissory Note via
the ECSI website. Once complete download the file and upload it here.

o » * * Fi HOME eDOCLMENTS 1 NOTIFICATIONS = FINAMCIAL MESSAGES .
BruinFinancialAid : . D" '

1

Documents

Documents that have been requested or received to process your financial aid are isted in this page. Please review any documents requiring your
gttention. You can also upload a non requested document.

Documents Requiring Attention
The following documents need immediate attention to continue processing your financial aid eligibility. IF
you have any questions or concerns, please contact your financial aid office.
1. Documents Requiring Attention
Document Name Owner  Award Year Status Action Submit Document

Student Loan Services Co-Signer Prom Mote Swdent 20242025 Requested

Lppeat Budget Increase Form Swdent 2024-2025  Reguested

Lppeat Budget Increase Form Swdent 2024-2025  Reguested P
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9. Under the File section, click Choose a File (acceptable formats are PDF, JPEG,
GIF, or PNG; the maximum upload file size is 50MB).

Upload Documents

Upload a Requested Document

In crder to be processed for your loan, you must have a co-signer. Additionally, obtain a paper prom note from Student Loan Services. The prom note must be signed by your
co-bormower and must be notarized. The notarized prom note must be both uploaded to this document and submitted in person to Student Loan Services for further review.

Document Name Owneris) Award Year Status File

Swdent Loan Senvices: Co-Sig
7 CHOOSE AFILE

and PNG files with max size of S0MEB

Enter Document Data

Submission Date *

You certify that all of the information you provided is true and
complete to the best of your knowledge. If you purposely
(give false or misleading information, you may be subject to
criminal presecution by federal or state suthorities. *

W

T0ne

For Office Use Only: Select the appropriate Fund Code / Loan
1d1

For Office Use Only: Loan Amount 1

For Office Use Only: Select the appropriate Fund Code / Loan
142
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10. Proceed to select and fill out the two required fields.

a. Under the Submission Date field, enter or select a date via the Calendar
icon.

Upload Documents

Upload a Requested Document

In crder to be processed for your loan, you must have a co-signer. Additionally, obtain a paper prom note from Student Loan Services. The prom note must be signed by your
co-bormower and must be notarized. The notarized prom note must be both uploaded to this document and submitted in person to Student Loan Services for further review.

Document Name Owners) Award Year Status File

Stwdent Loan Senvices: Co-Sig Student

" CHOOSE AFILE

Enter Document Data

Submission Date *

‘You certify that all of the information you provided is true and
complete to the best of your knowledge. If you purposely
(give false or misleading information, you may be subject to
criminal prosecution by federal or state suthorities. *

Select One

For Office Use Only: Select the appropriate Fund Code / Loan
1d1

For Office Use Only: Loan Amount 1

For Office Use Only: Select the appropriate Fund Code / Loan
42
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b. Under the You certify that all the information you provided is true and
complete to the best of your knowledge. If you purposely give false
or misleading information, you may be subject to criminal
prosecution by federal or state authorities field; select | agree.

Upload Documents

Upload a Requested Document

In order 1o be processed for your loan, you must have a co-signer. Additionally, obtain a paper prom note from Student Loan Services. The prom note must be signed by your
co-borrower and must be notarized. The notarized prom note must be both uploaded 1o this document and submitted in person to Student Loan Services for further review.

Document Name Owner(s) Award Year Status File

Student Loan Services: Co-Signer Prom Mote Student 2024-2025 Regueste
7 CHOOSE A FILE

by POF. JPEG, GIF and PNG files with max siza of 50MB.

Enter Document Data

Submission Date *

You certify that all of the information you prowided is true and
complete to the best of your knowledge. If you purposely
(give false or migleading information, you may be subject to
criminal prosecution by federal or state authorities. *

Select One

| agres
VU1 DHIiE UBE Uiy, JeiEUL e Spp O iaLe | Ui Gose | Lo

Id1

Select One

For Office Use Only: Loan Amount 1
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11. Leave the For Office Use Only fields blank; a counselor must select or correct
this entry during the Review Document for Approval process.

Enter Document Data

Submission Date *

You certify that all of the information you provided is true and
complete to the best of your knowledge. If you purposely
give false or migleading information, you may be subject to
criminal prosecution by federal or state suthorities. *

For Office Use Only: Select the appropriate Fund Code [ Loan
1d1

For Office Use Only: Loan Amouwnt 1

For Office Use Only: Select the appropriate Fund Code [ Loan
142

For Office Use Only: Loan Amount 2

For Office Use Only: Prom Mote Review Completed
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12. If applicable, Enter Additional Comments.

Enter Additional C (Max 255

13. When you are ready, click Upload. The submission of the document will trigger
a Review Document for Approval task. Staff will review and complete that task;
upon completion, disbursement of the Institutional Loan will trigger.

Enter Additional C: (Max 255 ch

Materials based on Oracle 24c 16 Last Revised: 1/8/25



Adjust Aid

1. When adjusting aid:
a. Click the Documents tab.
b. Click Upload a Non-Requested Document.

2. From the Upload Documents screen:

a. Inthe Document Name field, select Student Loan Services: Loan
Adjustment.

b. Select an owner from the Owner(s) field.
c. Enter ayearin the Award Year field.

o gue . . 1Bome  (BpoCUMENTS ONOTIFIGATIONS & FINANGIAL
BruinFinancialAid

AWELCOME

= MESSAGES

(T

© FULL TIME IN BACHELORS: BACHELOR OF SCIENCE

Upload Documents

Upload a Non Requested Document

Document Name Owner(s) Award Year

Student Loan Services: Loan Adjus Parent

Award Year?
Parent Spouse
Student

Student Spouse

Enter Additional Comments (Max 255 characters)

ADD AN ADDITIONAL DOCUMENT CANCEL

Materials based on Oracle 24c 17 Last Revised: 1/8/25



3. Under the | am requesting for field, select one of the following:
a. Anincrease in loan amount

b. Reduction of my loans (I understand | will be billed for funds already
disbursed)

c. Cancellation of my future loan disbursements

d. Cancellation of my entire loan (I understand | will be billed for funds
already disbursed)

Upload Documents

Upload a Requested Document

Please complete the form to request a change to your campus-based/university-based loan awards.

Document Name Owner(s) Award Year Status
Student Lean Sarvices: Loan Adjustment Request Student 2024-2025 Reguestad
Enter Document Data

| am requesting for: *

Selec: One

An increase in loan amount
Reduction of my loan (I understand | will be billed for funds already disbursed)
Cancellation of my future loan disbursements

Cancellation of my entire loan (I understand | will be billed for funds already disbursed)

Fall: Specify the adjustment amount for this term. *

Winter: Specify the adjustment amount for this term. *

Spring: Specify the adjustment amount for this term. *

Adjustment Request Date (this dete MUST BE UNIQUE for each request or your prior request will be overridden) *

Materials based on Oracle 24c 18 Last Revised: 1/8/25



4. Proceed to specify the loan adjustment per term under the Summer, Fall,

Winter, and Spring: Specify the adjustment amount for each enrolled term

fields.

In this example, the student is requesting an additional $3,000 loan to be

distributed evenly across the Fall, Winter, and Spring terms.

Upload Documents

Upload a Requested Document

Please complete the form to request a change to your campus-based/university-based loan awards.

Document Name Owner(s) Award Year

Services: Loan Adjustment Request Student 2024-2025

Enter Document Data

| am requesting for: *

Anincrease in

Summer: Specify the adjustment amount for this term. *

Fall: Specify the adjustment amount for this term. *

$1,000.00

Winter: Specify the adjustment amount for this term. *

$1,000.00

Spring: Specify the adjustment amount for this term. *

$1,000.00

Adjustment Request Date (this date MUST BE UNIQUE for each request or your prior request will be overridden) *

Materials based on Oracle 24c 19
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5. Under the Adjustment Request Date field, enter or select a date via the
Calendar icon.

Winter: Specify the adjustment amount for this term. *
Spring: Specify the adjustment amount for this term. *

Adjustment Request Date (this dete MUST BE UNIQUE for each request or your prior request will be overridden) *

S B

Fund Code (Office Use Only) - Counselor must select the loan to be adjusted.

Select One

You certify that all of the information you provided is true and complete to the best of your . If you give false or mi ing information, you may be subject to criminal
prosecution by federal or state authorities. *

Selec: One

Enter Additi C (Max 255

i 1 UG
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6. The Fund Code field is for office use only. During the document review and
approval process, the counselor will ensure the correct loan is selected or
adjusted as needed.

Winter: Specify the adjustment amount for this term. *
Spring: Specify the adjustment amount for this term. *

Adjustment Request Date (this dete MUST BE UNIQUE for each request or your prior request will be overridden) *

MM-DD-YYYY H

Fund Code (Office Use Only) - Counselor must select the loan to be adjusted.

Selec: One

You certify that all of the information you provided is true and complete to the best of your . If you give false or mi ing information, you may be subject to criminal
prosecution by federal or state authorities. *

Selec: One

Enter Additional Comments (Max 255 characters)
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7. Under the You certify that all the information you provided is true and
complete to the best of your knowledge. If you purposely give false or
misleading information, you may be subject to criminal prosecution by
federal or state authorities field; select | agree.

Winter: Specify the adjustment amount for this term. *
Spring: Specify the adjustment amount for this term. *

Adjustment Request Date (this date MUST BE UNIQUE for each request or your prior request will be overridden) *

Fund Code (Dffice Use Only) - Counselor must select the loan to be adjusted.

Selec: One

You certify that all of the information you provided is true and complete to the best of your . If you give false or mi ing i ion, you may be subject to criminal
prosecution by federal or state authorities. *

Selec: One

| agree

Enter Additional Comments (Max 255 characters)
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8. If applicable, Enter Additional Comments.

Winter: Specify the adjustment amount for this term. *
Spring: Specify the adjustment amount for this term. *

Adjustment Request Date (this dete MUST BE UNIQUE for each request or your prior request will be overridden) *

B B

Fund Code (Office Use Only) - Counselor must select the loan to be adjusted.

Szlect One

You certify that all of the information you provided is true and complete to the best of your ge. If you give false or mi ing ion, you may be subject to criminal
prosecution by federal or state authorities. *

Szlect One

Enter Additi C (Max 255

Materials based on Oracle 24c 23 Last Revised: 1/8/25




9. When you are ready, click Upload. The submission of the document will trigger a
Review Document for Approval task. Staff will review and complete that task, and
the award will be adjusted on the Packaging screen of the Bruin Financial Aid
System and the student’s Financial tab of the Bruin Financial Aid Portal.

Adjustment Request Date (this date MUST BE UNIQUE for each request or your prior request will be overridden) *

07-31-2024 n

Fund Code (Office Use Only) - Counselor must select the loan to be adjusted.

Select One

You certify that all of the information you provided is true and complete to the best of your If you give false or mi: ing i ion, you may be subject to criminal
prosecution by federal or state authorities. *

lzgres

Enter Additional C (Max 255

Obtain Help

To obtain help please contact your financial aid office for assistance.
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https://financialaid.ucla.edu/contact-us
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