Master Promissory Note

After you have completed the Stafford Entrance Counseling session, you will need to complete the Master Promissory Note. The Master Promissory Note (MPN) is your agreement to pay back any student loans taken out on your behalf.

Please go to: https://dlenote.ed.gov/empn/index.jsp 
In order to complete your MPN you will need your PIN. If you have created your own PIN and its has not yet been validated with matching your information to what is on file with the Social Security Administration, you may not be able to use it. If you need to check the status of your PIN, reactivate it, or need to apply; please visit the PIN website at: http://www.pin.ed.gov/PINWebApp/pinindex.jsp. 
Please make sure to remove all pop-blockers for your session. 

To Start:
· Under the section titled ‘Mange my Direct Loan’, Go to ‘Sign In’ in the upper left hand corner of the screen
· Please fill in the requested information and click ‘Sign In’
· Before selecting at task to complete, please verify that the information on the right hand of the screen under ‘Personal Information’ is correct
· If it is not correct, select ‘update’

· If it is correct, please select ‘Complete a Master Promissory Note’
· Select the loan type of ‘Subsidized/Unsubsidized’
Step 1: Personal Information
· Fill in or update the personal information requested
· Under School and Loan Information Select:

· School State: WI
· School Name: Herzing College  (It will be listed under the address of ‘5218 E. Terrace Drive, Madison, WI 53718’ and the DLID of ‘G09621’)
· Click ‘Continue’
Step 2: Personal References
Enter your References
· References cannot share the same address or phone number

· References cannot have a non-U.S. address

· You must have known your reference for at least 3 years

· If you are a parent borrower, please do not list the student as a reference

· If the reference does not have a phone number, enter N/A

 Step 3: Terms and Conditions
· Carefully review the Term and Conditions listed under each section. By selecting the blue bar, it will expand each of the 4 sections individually. Please feel free to print the information, however you will have an opportunity at the end of the process to print the entire MPN document. 
· Under Section F, carefully review the information listed. Please select the checkbox acknowledging that you have reviewed and understand the terms and conditions of the Master Promissory Note. 

· Once the checkbox is selected, please select ‘Continue’

Step 4: Review and Sign
· Review all of the information and make any necessary changes 
· Enter your Name at the bottom in the boxes
· Click ‘Sign’
· A message will appear at the bottom stating “Your Signature has been authenticated. Please review your Master Promissory Note before submitting.”
· Click on the blue ‘HTML Verison’ hyperlink to view your electronically signed MPN. Please print a copy for your records.
· Click ‘Continue’
· A message will appear: “Thank you for Submitting the MPN”
· A blue hyperlink will appear below this message to provide you a PDF copy of 
your MPN

Congratulations, your MPN is complete!

You may use the navigation bars on the left hand side of the screen to review additional information or complete additional steps. 
To logout, the button can be located at the top right hand of your screen. 
If you need help, contact our Financial Service Department at 1-866-508-0748 x237
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