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Web Advisor Assistance for Financial Aid Submenu under Students Menu

Web Advisor Version 3.1.7

The overall purpose of this document is to assist students using Web Advisor for Financial Aid. It will provide
assistance in completing the new financial aid accept/reject award process and direct loan process. It will take
you step by step, screen by screen thru the different processes. It will also reflect how a student can check on
the status of verification or other documents needed by financial aid and status of their financial aid by year or
term. It also allows the student to print their award letter if they need it for verification purposes.

Disclaimer: We do not guarantee answering all questions but hope this will assist you. If you need further
assistance please feel free to contact our office at (573) 681-6156 option 0.

If you need assistance obtaining your Web Advisor User ID or Password, please contact the Office of
Information Technology Help Desk at (573) 681-5888 or helpdesk@lincolnu.edu.

Thanks,
Department of Student Financial Aid

Revised: 08/2014
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Signing into Web Advisor:

First please go to the following website: http://colweb.lincolnu.edu/WebAdvisor/WebAdvisor.

You may either type the address in the address bar and click ‘go’, or you may click the quick link for Web
Advisor on Lincoln’s homepage: www.lincolnu.edu.

Email for faculty and staff
Email for Students

Faculty and Staff
Helpdesk Request
Password Reset

WebAdvisor

LU Police Department

If you are a returning student, you should already have your user ID and password. Click on Log in tab to enter
your user ID and password.


http://colweb.lincolnu.edu/WebAdvisor/WebAdvisor
http://www.lincolnu.edu/

If you are student and this is your first-time, click on “I’m new to WebAdvisor.”

WELCOME,TO.

T Tren Tncoln é/d'/be/‘t?/?/?

Man Meny Contact Us

Prospective Students

Welcome Guest!

WebAdvisor gives students, staff, and the community access
1o cur databases.

Current students, faculty, and staff must login to
ACCEss your account.

Account information  Fm new to WebAdvisor Change My Password

Lo v Man Meny Contact Us

WehAdisor;..

The following screen populates once you click on “I’m new to WebAdvisor.”

What's my User ID?

In order to retrieve yvour User ID you must fill in your last name and one of the two additional identifying numbers.

* = Required

Last Name~ |

OR

SUBMIT




The following screen populates once you click on “Account Information.”
UseR Account MENU

VWhat's my User ID?
Address Change

Answer the questions to be provided with your User ID.

What's my User ID?

In arder to retrieve your User ID you must fillin your last name and one of the two additional identitying numbers.

* = Reqguired

Last Name* |

S5 |
OR

Colleague ID |

SUBMIT




Here's Your User ID

Your initial Password is the first initial of your first name,
the first initial of your last name, and your birthdate in mm/ddiyy
(with the slashes) format.

For example: Akraham Lincoln = al02/12/09

WebAdvizer ID: mmous395

OK

You are encouraged to register in the Self Service Password Management utility immediately after logging in
with the initial password. https://mypassword.lincolnu.edu

For additional information or assistance, please contact the Office of Information Technology at (573) 681-
5888.

This is what the Log In screen looks like.

LogIn

U=zer IO ||

Pazzward: |

Showe Hint: [

SUBMIT



https://mypassword.lincolnu.edu/

Sudents Menu:

If you are returning or newly accepted student, you may click on “Students” to see more options/submenus.
g LOGIN  MAINMENU

Prospective Students

| Students
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Prospective Students Menu:

If you are a prospective student or applicant, you may click on “Prospective Students” to see more
options/submenus.

LOG IN MAIN MENL!

i Prospective Students
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Communication Submenu:

Communication

WMy Decuments
E-mail Mv Advizoris

Registration

Search for Sectionz
Regizter for Secticns
Regizter and Drop Sections
My Holds

Melnet/Facts Pavment Plan Link

Academic Profile

Grades
Grade Peint Average by Term
Test Surnmary

Wy clags =chedule

Wy prafile
Academic Hiztory Report
Gradeg (Faculty Fesdback Pilct

My Documents

Documents are sorted by Requesting Office and Status Date

Description Status Status Date Due Date Requesting Office
App temfApplication Fee Received 0505 Admizsions
App temMigh School Tranzcrip | Received 0503105 Admizzions
App temiTest Scores Received 060305 Admissions
0708 Application for FA Mot Received AZAP | Financial Aid
0708 1=IR Mot Received ASAP [ Financial Aid
| 0K

You will need to scroll down to the bottom of the web page to view the most current information.

Items marked Received we have on file. Those items markedNOt Receivedor blank are still required
before we can complete your file and process you either for financial gidvork-study, or loans.



All students interested in receiving federal financial aid and some institutional scholarships must complete a
Free Application for Federal Student Aid (FAFSA) for the academic year they will be attending. Once it has
been received successfully into our system it will appear as ‘0X-0X ISIR’ Received ‘MM/DD/YY’. An email
indicating receipt of item will also be sent to the student’s email address as entered on the FAFSA.

If the student is planning on attending the Summer session, a Summer Financial Aid Application is required.
Once received it will be marked as ‘Summer 20XX FA Application’ Received ‘MM/DD/YY.’

Verification Requirements:
If you are selected for verification, you will be asked to provide one or more of the following items:

Independent Dependent

-Verification Worksheet Completed -Verification Worksheet Completed

- Student’s (and Spouse’s) -Student’s Federal Tax Transcript and W-2s
Federal Tax Return Transcript and W-2s - Parent’s Federal Tax Return Transcript and W-2s

- Child Support Paid Verification Form - Child Support Paid Verification Form

- Food Stamps (SNAP) Verification Form - Food Stamps (SNAP) Verification Form

- Untaxed Income Verification Form - Untaxed Income Verification Form

- Federal Income Tax Non-Filing Statement - Federal Income Tax Non-Filing Statement

- Statement of Educational Purpose - Statement of Educational Purpose

Loan Requirements:

The following items are required if you are a first-time borrower at Lincoln University:
Entrance Counseling
Master Promissory Note (MPN)

All students wishing to receive loans must also complete a Student Loan Request Form.

All loan item requirements and receipt of items will be emailed to the student’s email address as entered on the
FAFSA.

Work Study Requirements:
The following items are required if you are awarded work-study after first submitting a Work Study
Application:

- Work Study Authorization Form

- Form1-9

- Missouri W-4

- Federal W-4

The student will be notified by email of the required items they need to submit for work study. The notice will
be sent to the student’s email address as entered on the FAFSA.

14



Financial Aid Submenu:

User Account

What's my Uzer ID?
Self Service Pazsword Management
Local Addrezs Change

Financial Information

IMake a Pavment

Account Summary

Account Summary by Term
Wiew My Pavment Plan Schedule
1088 Electrenic Consent

Wigw My 1028-T Ferms

Wiew My 1088-E Fermg

Wiew WMy T4A Infermaticn
Melnet/Factz Pavment Plan Link

Financial Aid

Financial aid gtatug by vear

Financial aid gtatug bv term

Financial aid award letter

Accept or reject my financial aid awards

15



Checking Financial Aid Status:

This can be done either by year or by term.

Financial aid status by year

* = Required

2008 - Year 20058

Zelect the Awvvard Year you wizh ta review *

SUBMIT

After you’ve selected the award year, click submit and your financial aid award will be listed for the year you
are inquiring about.

Financial Aid by Year

Your Financial Aid Award Informstion For Year 2007

Source Amount Action

Subsidized Stafford Loan $2.750.00 | Estimated
Unzsubsidized Stafford Loan | $2,500.00 | Estimated
LU Founder's Scholarship Fa0000 | Accepted

Total Estimated Funds Availahle
$5,750.00

OK

When you click “OK,” it directs you back to the Student’s Menu.
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Financial aid status by term

* = Required

Select the Aweard Period you wish to review* | P03 - SP0S Spring 2007-2003 Aweard Period

| SUBMIT

After you’ve selected the award period/term, click submit and your financial aid award will be listed for the
term you are inquiring about.

Financial Aid by Term

Your Financial Aid Aveard Informstion Far Spring 2007-2008 Awvward Period

Source Amount Action
Subsidized Stafford Loan $2.750.00 | Estimated

Unsubzidized Stafford Loan | $2,500.00 | Estimated
LU Founder's Scholarship F500.00 | Accepted

Total Estimated Funds Available
$5,750.00

When you click “OK,” it directs you back to the Student’s Menu.
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If you have not been processed for the year or term you are inquiring about a message will appear.

Financial aid status by year

There i= no Financial Aid information for the selected wear.

* = Required

Select the Awward Year you wish to reviewe s | SEIERSNE=E A2 NI

SUBMIT

Financial Aid by Term

There i= no Financial Aid information for the selected term.

Your Financial Aid &vard Information For - Fall 2005-2009 Award Period

Source Amount Action

Total Estimated Funds Availahle
$0.00

OK

However, if you received an award email notification from us and you still receive this message, please notify
our office immediately to assist in resolving this issue.

18



Financial Aid Award Letter:

Financial aid award letter

* = Reqguired

“ear for Financial &id Letter % W

. susmiT |

Select the academic year you wish to see your financial aid award letter from. Please keep in mind that the past

year will only be available until September following the summer session. For example, to view the 2011
academic year award letter you will only be able to see it until September 1, 2012. You may print for use as

verification of your financial aid or to keep a copy for your records.

Mickey Mouses DATE: 07-08-08
101 Hickey 5t SID: 0154938
Orlando, FL ATARD YEAR: 2007-2008

Dear Miclkey Mouse,

FIHNAHCIAL AID OFFER:

These awards cover the academic yvear and are subject to adjustments.
To accept all or part of the award, check "Y"; to reject or decline
the award cfifer. checlk "NH".

Award Total Spring

Subsidized Staffor $2.750.00 52.750.00 Y_H_
Tnsubsidized Staff $2.500.00 %2.500.00 Y_H_
LU Founder's Schol s500.00 s500. .00 Y_H

Award Total $5.750.00 &5,750.00

The awards are baszed on the enrollment =tatus indicated on vour FAFSA.
If ywour actual enrollment is different. the award amount may changes.
¥ou must notify the Department of Student Financial Aid of any change
in wour enrollment status.

¥Tour aid will be applied to institutional charges on yvour account.
The=e charge=s include tuition., fees, room. board. book=s and supplies.
If wou hawve any gquestions regarding wour balance and<or refund. plea=e
contact the Office of Student Accounts at (573) 681-5273.

We encourage you to utilize the acceptsreject feature on Web Advisor
to i1ndicate yvour understanding of these terms. If vou hawve anvy
questions regarding wour award letter, please contact Student
Financial Aid at (573) 6B81-6156 (option #0).

Signature Date

ok |

(Please note that when you print the Award Letter page, it will be on two pages.)

When you click “OK,” it directs you back to the Student’s Menu.
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Accept/Reject Financial Aid Award:

Accept or reject my financial aid awards

* = Reqguired

Choose a Financial Lid vear: * _ w
SUBMIT

Once you click submit, the following screen opens in the same window. The award will be specific to what you
are most eligible to receive.

Accept/Reject FA Awards

F& Year 2007

Thiz iz your current Financial Aid package:

Award Period Award Award Amount Current Status
Spring LU Founder's Scholarshigp F500.00 | Accepted
Spring Subzidized Stafford Loan $2,750.00 | Estimated
Spring Unzubsidized Statford Loan F2,500.00 | Estimated
Spring Subtotal Accepted $a00.00
Total Accepted for Year: F500.00
Action tao “w
Take on
Al

The following are awards you may accept or reject. You may act on all of them at once by using the
"&ction to Take on AI" bax, ar if you want to acceptireject individual awards, choose an action beside
each individual award below.

Awari Award Current .
. Awari Action to Take

Period i Amount Status i

Spring LU Founder's Scholarshigp $500.00 | Accepted w
Spring Subszidized Stafford Loan F2,750.00 | Estimated w
Spring Unzubsidized Stafford F2,500.00 | Estimated w

Loan
. SUBMIT |

Then you can either select to ACCEPT ALL or REJECT ALL at the first prompt.

Action to
Take on
Al

ACCEPT ALL - Accept All Awards

If you are only accepting one loan, we encourage you to accept the Subsidized Loan before the Unsubsidized
Loan.

20



If you wish to accept or reject some of your awards, you may make a selection on each of the individual awards

per term.
The following are avards you may accept or reject. You may act on all of them at once by using the
"Action to Take on &I" bax, o if you want to acceptireject individual avwards, chooze an action beside
each individual award below.
Award Award Current .
p Award ‘ Action to Take
Period Amount Status
Spring LU Founder's Schalarshigp Fa00.00 | Accepted A - An:n::ept Saeard
Spring Subzidized Stafford Loan F2 75000 [ Estimated P lﬂ'ccept Saneard v
Spring Unzubsidized Stafford $2,500.00 | Estimated R - Reject Award v
Loan
. suBmIT

Once you click submit, the following “Confirm FA Awards” populates the current window. If you accepted the

Subsidized or Unsubsidized Stafford loan, you must click on the link listed. A new window will pop up.

FA vrear

hitp:/fwww.lincolnu.edu/web/financial-aid/accept/reject-award

Confirm FA Awards

Please select the link below to complete the loan application process. It is imperative that you
complete this process before your loans can be originated.

2011-12 Loan Application

Thig iz yeur current Financial Aid package:
Award Period Award Description

Award Amount

Current Status

Fall DSUB Direct Subsidized Loan 52 750.00 | Accepted
Fall DUNS Direct Unsubsidized Loan 23,500.00 | Accepted
Fall Subtotal Accepted 26 250.00
Spring osuB Direct Subsidized Lean 22,750.00 | Accepted
Spring DUNS Direct Unsubsidized Loan $3,500.00 | Accepted
Spring Subtotal Accepted 56 250.00
Total Accepted for vear: 812,500.00
| OK |

When you click “OK,” it directs you back to the Student’s Menu.
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Loan Process:

Confirm FA Awards

Please select the link below to complete the loan application process. It is imperative that you
complete this process before your loans can be originated.

hitp://www . lincolnu.edu/web/financial-aid/acceptreject-award

After you click the link stated on the “Confirm FA Awards” screen in Web Advisor a new window pops up that
states “Accept/Reject Financial Aid Award.” Please read through the information on the screen. It informs you
of the different steps in the loan process that a student must complete.

All students, if you accepted loans, regardless if returning or first-time borrowers must complete a Student Loan
Request Form that is available for completion within Dynamic Forms.

ACCESSING DYNAMIC FORMS:

If you are a First-Time Borrower, you will need to create an account with Dynamic Forms. We ask that you
keep it similar to your Web Advisor account to make it easy for you to remember in the years to come.

If you are a Returning borrower, you should have already created an account with Dynamic Forms. Therefore,
go ahead and log in with your username and password.

Sign In Forgot your pasaword? | Forgot wour username?

Username:

Password:

[ Login

New account

Mesw Dynamic Forms users please create an account to continue.

Create Account

22



The Student Loan Request Form will be similar to the following.

* = required field

‘FUNDING FOR YOUR FUTURE*

incoln University
Of Missouri
DEPARTMENT OF STUDENT FINANCIAL AID

Student Loan Data Sheet

Last Name: * First Name: * M SSH:

Date of Birth: * Permanent Address: *

City:* State: | - Please Select - (v | Zip Coder”

Telephone Number: * Driver's License Number: {enter bA ifyvou do not have) * DL State: *

Refer to your Financial Aid Award Letter for your eligible loan amount. You must enter a loan amount less than or equal to what is stated on your Award Letter. Do not leave
blank, enter 0 instead.
FALL Sub® SPRIMNG Sub ¥ SUMMER Sub *

FALL Unsub® SPRIMG Lnsub® SUMMER Unsub ®

Please selact the appropriate academic year far which you are applving for:
Academic Period ‘- Please Select - v

Yes,lam [] No,lamnot [] reguesting thatthe lender add the interest on my Federal UNSUBSIDIZED Stafford and any priar LSL Loan(s) which accrues during the in-schaoal
and deferment periods to my principal {capitalization). If | check "Ma, | am not’, | prefer to pay the interest.

** For Office Use Only — Do Not Write in This Box **

Social Security Number:

Name:
Loan Period / / to / ! Estimated Cost of Attendance
Grade Level/Credit Hours Completed Expected Family Contribution
Enrollment Status Estimated Financial Assistance
Anticipared Graduate Date: Unmet Need
Certified Loan Amount(s)
Disbursement Dates: 1= ! / Sub $§
s / / Unsub $
First-Time Borrower First-Time Freshman New Loan Serial Loan

Mext

If you wish for the interest on you unsubsidized Stafford loan to be put towards the balance to be paid after you
enter repayment, check ‘Yes,  am.” You only need to select an answer on this question, if you are taking out a

unsubsidized Stafford loan.
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After all the required fields are completed, click next to electronically sign your Student Loan Request Form.

Electronic signature

Please read the Disclosure f Consent before you sign your form electronically.

Typing your name exactly as it appears below signifies you are completing this form using an
elactronic signature. By signing electronically, you are certifying that you have read and understand
the DisclosureiConsent and agree to electranically sign. You also agree to receive required
disclosures or other communications related to this transaction electronically.

To continue with the electronic signature process, please enteryour name and click the
"Sign electranically" buttan to sawe your infarmation and submityour electronic signature.

Mickey houze

Sign Electronically

ITyou would like to opt out of electronic signature, please click the "Save and print’ button below to save your information and print a local
copy far your signature.

[ Previous ][ Save and print ]

Type your name in the boxes as it appears below them. Then click ‘sign electronically.’

The following screen will populate.

‘FUNDING FOR YOUR FUTURE"

incoln University
Of Missouri
DEPARTMENT OF STUDENT FINANCIAL AID

Forreturning students/borrowers, you have completed all requirements needed for your student loan.

Forfirst-time borrowers orthose borrowing a Federal Direct Loan for the firsttime, you MUST click here to complete your Federal Direct Loan Entrance Counseling AND sign
your Federal Direct Loan Master Promissory Mote (MPR). You will not receive loan funds unless these requirements are completed.

Contactthe Financial Aid Office with questions at (573) 681-6126 or financialaid@lincolnu.edu.

Yiew a copy of the form in PDF View a copy of the form in PDF Log out of Dynamic Forms
format and Logout. -OR- farmat but DO NOT logout. OR-

View PDF & Logout View PDF & DO NOT Logout Logout

aet Adobe I'_-'-
ader nEtE
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You may view and print a copy of the Student Loan Request Form by clicking on either of the first two buttons
referenced in the above screen.

If you are a first-time borrower at Lincoln University, you need to complete two more required items in the loan
process by clicking the word ‘here’ as shown below.

‘FUNDING FOR YOUR FUTURE"

incoln University
Of Missouri
DEPARTMENT OF STUDENT FINANCIAL AID

For returning students/borrowers, you have completed all requirements needed for your student loan,

Farfirsttime harrowers or thaose borrowing a Federal Direct Loan far the firstdime, you MUST click here to complete your Federal Direct Loan Entrance Counseling AND sign
your Federal Direct Loan Master Promissory Mote (MPM). You will not receive loan funds unless these requirements are completed.

Contact the Financial Aid Office with questions at (573) 581-6156 or financialaid@lincolnu.edu.

“iew a copy ofthe farm in PDF View a copy of the form in PDF Lag out of Dynamic Forms
format and Legout. -OR- farmat but DO MNOT logout. OR-
Losos

aer Adobe In
Reader nsts

This will route you to studentloans.gov website where you complete the Master Promissory Note (MPN) and
Entrance Counseling.
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Studentloans.gov offers the following information on their website under FAQs with regards to how to
complete the Master Promissory Note (MPN) and Entrance Counseling:

M Master Promissory MNote

What is a Master Promissory Note (MPN)?
What if I do not want to complete an MPN electronically?

How do I complete an electronic MPM?

To complete an electronic MEM;

* From the StudentLoans.gov home page, click on the "Sign In" button located in the "Manage My Direct Loan” box.
The Sign In page will appear.

Once =zigned in, click on the "Complete MPN" option located under the "Master Fromissory Note" heading on the left
menu bar. The Master Fromizssory Note (MPN) page will appear.

+ Select the type of loan vou would like to receive.

+ Follow the instructions to complete, sign, and submit vour MPN.

What do I do after I have completed a Master Promissory Mote?

Will I be able to save my electronic MPN prior to submitting it and return at a later time to complete it?

B Entrance Counseling

What is Direct Loan Entrance Counseling?
Who must complete Direct Loan Entrance Counseling?

How do I complete Direct Loan Entrance Counseling?

To complete Entrance Counseling for Direct Subsidized/Unsubsidized Loans and Direct FLUS Loans, sign into this web
zite using your Federal Student Aid FIN. Select the "Complete Entrance Counseling” option found in the left navigation

bar and follow the directions.

Will I be able to save my Direct Loan Counseling session and return at a later time to complete it?

If additional assistance is needed, you may contact Federal Student Aid Information hotline at 1-800-433-3243.
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