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This guide was developed by Atlantis University’s Default Prevention Office to assist borrowers to apply for an Income-Driven Repayment Plan 
(IDR). The images included in the guide were taken directly from the electronic application to make the information as helpful to borrowers as 
possible. However, the U.S. Department of Education may have made changes to the application following the development of the guide, which 
may result in a deviation from the process illustrated in the guide. Please write to financialaid@atlantisuniversity.edu  if you identify 
that the guide needs any revisions. Write IDR Guide Review in the subject line of the email and detail the information in the body of the email. 
 
All services provided by Atlantis University University’s Default Prevention Office and its affiliates are in compliance with the policies and regulations related to 
the management and repayment of Federal Student Loans of the U.S. Department of Education. Any request for Federal Student Loan Deferment, Repayment Plan, 
Consolidation, Forgiveness and/or Rehabilitation, or any other service requested by the borrower, is subject to the evaluation and approval of the servicer of your 
Federal Student Loans, according to the applicable policies and regulations of the U.S. Department of Education. The monthly payment to be made by a borrower 
is based on the information provided at the time of requesting a repayment plan and will be established by the above mentioned institutions, according to the 
applicable policies and regulations. Atlantis University has no influence and is not responsible for the determinations made by the U.S. Department of Education or 
the entity that administers its Federal Student Loans. Atlantis University reserves the right to provide certain services to those borrowers with past due or defaulted 
Federal Student Loans.

Disclaimer



The U.S. Department of Education says:

“You never have to pay for help with your federal student aid (including federal student loans). 
Make sure you understand which companies and claims are legitimate”.

“Many student loan debt relief companies charge a fee to provide services that you can take care of 
yourself for free by contacting your loan servicer”.

Know more about how to prevent and report fraud through the following link: 
 https://studentaid.gov/es/resources/scams

Fraud  
Prevention



An Income-Driven Repayment (IDR) plan helps make your payments more affordable and convenient, since they can 
be as low as $0 per month. Borrowers can apply if:

■■ An Income-Driven Repayment plan is valid for a year.
■■ Before the year ends, borrowers must recertify their income and family size to

■■ The application must be completed in a single session, and it may take from 10 minutes.

Payment Plan Duration:

■■ FSA ID credentials.
■■ Adjusted Gross Income, if required.

Time to complete the application:

Know more information about the type of payment plans available through the following link:  
https://studentaid.gov/manage-loans/repayment#repayment-plans

Introduction

■■ They are starting to repay their Federal Student Loans.
■■ They are already repaying their Federal Student Loans.
■■ They are experiencing economic difficulties.

Required information:



You will find this icon on each page in the upper right area.
Click this icon if you need help in completing the application.

This progress bar indicates which Step you are in.

Click on any of the Steps to go to the beginning of the selected Step.

Icons legend



■■ Go to the following link:  https://studentaid.gov/idr/
■■ Select the alternative that represents your scenario.

New IDR Applicants.

■■ Go to the Apply for an Income-Driven Repayment Plan section.
■■ Select Log in to Apply to log in to your Student Aid account.

Returning IDR Borrowers

■■ Go to the Manage Your Income-Driven 
Repayment Plan section.

■■ Select Log in to Start to log in to your  
 Student Aid account.

Step 1: 
Login to your Student  
Aid account 



■■ Enter the user name and password in the 
corresponding fields.

■■ Click on Log in.

■■ If you do not remember your credentials, you can recover them by clicking 
“Forgot My Username” or “Forgot My Password”.

Step 1: 
Login to your Student  
Aid account 



■■ Complete the two-step verification to continue.

Step 1: 
Login to your Student  
Aid account 

■■ Click “Send Code”.

The email that appears in the image is for illustrative purposes only.



■■ Enter the security code sent to your e-mail address by the U.S. 
Department of Education.

Step 1 
Login to your Student  
Aid account.

■■ Then Click Submit.

The email that appears in the image is for illustrative purposes only.



■■ Read and accept the Terms and Conditions.

Step 1:  
Access your Student  
Aid account.



“What You Can Expect” 
■■ Confirm Your Contact Information
■■ Review Your Federal Loan Information
■■ Confirm Your Personal Information
■■ Transfer or Enter Your Federal Financial Information
■■ Review Your Current Repayment Plan or Switch to a New One
■■ Agree to Our Terms and Conditions

At the bottom of the page, you must check the 
Continue button to access the application.

Step 2:  
Access the application.
Next, it shows you the steps that it’s going to carry out.



■■ You must read and approve the terms to retrieve your 
federal income information.

At the bottom of the page, you must press the 
Approve button to access the application

Step 2:  
Access the application.



■■ You must verify your contact information, if you need to 
update it you must do so at this time.

At the bottom of the page, you must check 
the Continue button to continue with the 

Step 2:  
Contact information.
The contact information provided in the image is for illustrative purposes only.



Step 2: 
Loan Information

 los Préstamos. 
■■ Your student loans may have been deferred. If so, please 

complete the following information.

At the bottom of the page, select the Continue 
button to continue with the application.

■■ In the You Have a Loan in… area, you must select:

■■ Yes, if you want your loans to remain in deferment or 
forbearance.

■■ No, if you do not want your loans to remain in 
deferment or forbearance.



■■ Check your loans, their amounts, and the average 
interest rate.

At the bottom of the page, click the Continue 
button to continue with the application.

Step 2:  
Loan Information.



Congratulations! You have confirmed your 
contact information.

At the bottom of the page, you must check the 
Continue button to proceed with the request.

Step 3:  
Personal Information



■■ Confirm your Civil Status.
■■ In the area of: Are you married? You must select:

At the bottom of the page, you must check the 
Continue button to proceed with the request.

Step 3:  
Personal Information.

 

■■ Yes, if you are married
■■ No – Not married

■■ If you answered Yes to the previous question, you must 
answer the next question. Are you separated?

■■ Yes, if it is separated
■■ No, it is not separated



■■ In the area of: Do you think the number... You must confirm if your 
nuclear family will change in the next 12 months.

At the bottom of the page, you must check the
Continue button to proceed with the request.

■■ Yes, yes your nuclear family is going to change.
■■ No, your nuclear family is not going to change.

■■ If I answer Yes to the previous question, you must fill in

■■ Number of Dependent Children (Number of dependents who live with you 
and provide more than half of your livelihood).

■■ Number of Other Dependents (Number of other dependents, other than 
your spouse and children and living with you and providing more than half of 
your support.

Step 3:  
Personal Information.

 



■■ In this area, if you filed a federal tax return, your income 
tax proof will be transferred automatically.

In both cases, simply click Continue  
to continue completing the application.

■■ If you did not file a federal tax return, you will see a red 
message indicating that your income tax proof was not 
transferred.

Step 4:  
Financial Information



Complete this area if you answered NO to the Changes in  
Your Family Size question.

At the bottom of the page, you must click the
Continue button to continue with the application.

Please answer according to your household size. You 
must complete the following fields.

■■ “Number of Dependent Children” (Number of dependent children who live 
with you and provide more than half of your support).

■■ “Number of Other Dependents”(Number of other dependents, other than 
your spouse and children, who live with you and provide more than half of your 
support).

Step 4:  
Financial Information



■■ He filed a federal return in the last two years.
■■ His income dropped considerably.
■■ You have taxable income.

Then press Continue.

Complete the following section according to your financial situation:

■■ In the Did you file a tax area… select:

■■ Yes, you did file a federal return in the last 2 years.
■■ No, did not file a federal return in the last 2 years.

■■ In the Has your income area… select:

■■ Yes, your income did decrease considerably.
■■ No, your income did not decrease significantly.

■■ In the Do you currently… area select:

■■ Yes, you do have taxable income.
■■ No, you do not have taxable income.

Step 4:  
Financial Information



In the “Upload Your Documentation” area, you must provide 1 of the 
following entry documents, which must not be more than 90 days old or late.

You need to select the area of: Upload File

■■ W-2
■■ Pay stubs
■■ Letter from employer certifying gross income
■■ Bank, interest or dividend statement
■■ A self-certified income document stating: “My current income is 

$XX.XX.”.

Step 4:  
Financial Information



■■ In the Choose a file to upload area, you will select the login document that 
you are going to attach

■■ The name of the document will appear in the  
Document Name area.

■■ Paystub
■■ Every Two Weeks
■■ Twice Per Month
■■ Other
■■ Weekly
■■ Monthly

■■ Then, in the Document Type area, you will select the type of document and 
the frequency of payment, which will depend on the document you attach.

■■ For example:

Step 4: 
Financial Information

■■ Then, you will select Upload to attach the document.



Once the document is attached, you must check 
Continue to proceed with the request

Step 4:  
Financial information.



■■ In the Select Your Repayment Plan area, select the Income-Driven 
Repayment Plan that best fits your needs and financial situation.

■■ Income Base Repayment (IBR) Plan Ideal if you expect to 
continue having a low income or debt f or postgraduate studies.

■■ Income Contingent Repayment (ICR) Plan Ideal for any 
borrower with eligible federal student loans.

■■ Pay As You Earn (PAYE) Repayment Plan Ideal if you expect to 
continue having a low income or debt for postgraduate studies. Then 
select “Continue” to continue with the application.

Then select Continue to continue  
with the application.

Step 5:  
Repayment Plan



■■ In the Confirm Your Application area you are certifying that you want to 
apply for a payment plan and that the information provided is correct.

■■ You must go to: Confirm & Certify Your IDR Application, at the bottom 
of the application and check the gray box. Then, you should tick Continue to 
finish the request.

Step 6 
Review and Submit.



■■ You have completed the Income Based Payment Plan application.
■■ In the coming days you will be receiving notification from the student loan 

servicer agency.
■■ Remember, this process of completing the application must be completed 

every year, through recertification.

Step 7: 
Application completed.



If you have any doubts or difficulties you can contact the Default Prevention Office by writing an email to:  
financialaid@atlantisuniversity.edu

■■ Include the following information in the email:
■■ Subject: Student Loans Management 

Full name, phone number, student number or last 4 digits of Social Security,
■■ Campus or Center and a brief description of your request.
■■ You can also schedule an orientation appointment through the following link:  

financialaid@atlantisuniversity.edu

Student Loan Servicers Directory

Servicer Telephone Number Web Page

Aidvantage

Central Research, Inc (CRI)

EdFinancial

Mohela

Nelnet

Default Resolution Group

800-722-1300

833-355-4311

855-337-6884

888-866-4352

888-486-4722

800-621-3115

https://aidvantage.studentaid.gov/

https://cri.studentaid.gov/welcome

https://edfinancial.studentaid.gov/

https://mohela.studentaid.gov/

https://nelnet.studentaid.gov/welcome

https://myeddebt.ed.gov/

Contact information Default 
Prevention Office


