
INSTRUCTIONS ON SUBMITTING A LOAN REQUEST ONLINE VIA CUNY FIRST 

 

Step #1:  

• Log in to your “Student Center” and click on tile named “Financial Aid”  

 
 

• Scroll down and click on “Direct Loan Processing Form” 

 

 

 

 



Step #2: 

• Read each of the 12 items carefully and follow these important instructions. There is 
important information you may need to complete in order for your loan to be processed 
timely. Once done reviewing, check the acknowledgment box and then click “Agree” 
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Step #3: 

• Enter Institution (select LEH01 from search)  
• Enter Aid Year (select 2023), then click “Next” 

      

 

Scroll Down to next Step 
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Step #4: 

Complete each section: 

• Direct Loan Type: Select one of the 3 options 
• Anticipated # of Credits Please enter the number of credits for each semester you wish to 

borrow a loan for. Remember, you must be enrolled in at least 6 credits for the semester you 
wish to borrow a loan. (Example, if you wish to borrow a loan for Fall 2022 and Spring 2023, you 
must enter the credits in both fields. If you wish to borrow a Fall 2022 only or Spring 2023 only 
loan, then only enter the number of credits for that semester. This will ensure we process the 
loan correctly. Loan amounts will be split equally between the semesters indicated.) 

• I am graduating: Please check the correct statement related to when you will be graduating 
• Read the Borrower’s Certification paragraph then click “Next” and follow the steps to make 

sure your loan request has been submitted.  
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