
Filling Out the Parent PLUS Loan Change Form

 Log into Student Forms

You can access Student Forms by clicking Turn In Documents from the Financial Aid 
Office card on LancerLink

1 Click on the Academic Year with 
the Outstanding Form

2 Click on ">" to Expand the Parent 
PLUS Loan Change Form task
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3 Click on Fill Out

4 Fill in your Phone Number and 
LancerMail

5 Select Which Program You Are In
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6 Click on Continue

7 Select Which Semester(s) To 
Adjust

8 Optional: View Current Aid

Click the My Financial Aid link 
to take you to your Financial Aid 
Dashboard
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9 Click on Offer

10 Scroll Down to Your Loans

Here you can see what is cur-
rently accepted, you will need 
this information for the loan 
change form.

Click Back to the Student Forms tab

11 Enter the Current Gross Amount 
for the Selected Term

In this example I am indicated 
that I have already accepted 
$25,186 of the Parent PLUS Loan 
for the Fall Semester.
Gross Loan Amount: the total 
loan the student has accepted
Net Loan Amount: the amount 
that comes into CBU to help pay 
your balance (Gross Loan - loan 
fee that the Federal Government 
takes out).
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12 Enter the New Requested 
Amount for the Selected Term

In this example I am requesting to 
decrease the Fall Subsidized loan 
from $25,186 to $20,000 for the 
Fall semester.

13 Complete these Steps for Each 
Term

14 Select an option
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15 Click on Continue

16 Add Notes for the Financial Aid 
Office

Give a brief overview of what you 
are trying to change.

17 Click on Continue
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18 Review Form Before Submitting

19 Enter Password to E-Sign

Students: this is the numeric pin 
that you set up when you first 
made your Student Forms pro-
file.
Parents: This is the same pass-
word you use to log into Student 
Forms.

20 Click on E-Sign
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21 Click on OK

22 Return to The Homepage

Here you will see a message let-
ting you know that you need to 
send a request to your parent to 
sign the form.

23 Click on Request
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24 Select Add Parent

25 Enter in Parent's Information

If you parent already has a Stu-
dent Forms account you must 
use the same email that they have 
already used.
The system also looks for an ex-
act match for the name and date 
of birth so be careful with hy-
phenated last names.

26 Wait for Parent to Complete Their 
Signature

The Submit button will be grayed 
out until the parent completed 
their signature. 
IMPORTANT: After your parent 
signs the form you must log back 
in and continue from here for it 
to be submitted!

9 of 10



Filling Out the Parent PLUS Loan Change Form

27 Click on Submit…

28 Click on Finish

Don't miss this step!
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