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Use the following guide to access
the mandatory information needed for your  

Student Loan Repayment Program (SLRP).



Unclassified

• The National Student Loan Data System (NSLDS) is the 
U.S.  Department of Education's (DOE) central database 
for student aid.

• NSLDS receives data from schools, guaranty agencies, 
the Direct Loan program, and other DOE programs. 
NSLDS Student Access provides a centralized, 
integrated view of Title IV loans and grants so that 
recipients of Title IV Aid can access and inquire about 
their Title IV loans and/or grant data.
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• Student Loan Payments are paid annually on the contract start date 
anniversary.  Documents cannot be dated earlier than 30 days prior to the 
contract anniversary month and day. Required documents include:

– NSLDS Aid Summary Screen and ALL Loan Detailed Pages
(submit as 1 attachment and name: Last name, NSLDS, Current FY- ex: 
Green NSLDS FY20)
– DD form 2475- Only Section 2 needs completed

(submit as 1 attachment and name: Last name, 2475, Current FY- ex: Green 
2475 FY20)

• Documents need to be submitted to your unit of assignment or can
be emailed to the State Incentive Manager, SPC O’Shea Carvens, at 
oshea.d.carvens.mil@mail.mil 
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• All NSLDS Sheets are required to be submitted as one 
attachment/document.  The following slides talk through 
saving the documents as PDF files.  At the end, they will 
need to be combined in numerical order into one 
document.  If you cannot do this, please print files rather 
than save as PDF.  You will then need to scan all of the 
files into one document.  Please ensure to keep the 
documents in order.  Failure to do so will result in the 
payment request to be returned.  
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• The first pages will be the aid summary that list all of the loans.  From there, 
you will go in order of the loans from the aid summary and provide the loan 
detail sheet and loan history sheet for each loan.  

 Example:
  Main loan summary page(s)
  Loan 1 detail sheet
  Loan 1 history sheet
  Loan 2 detail sheet
  Loan 2 history sheet

• The loan detail and history sheets  do not have number on them.  You must 
pay careful attention to keep files in order. You may write the loan numbers 
on the documents to assist in keeping them in numerical order.  
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• The DD form 2475 must be signed with ink or CAC.  A PDF signature is not 
authorized and will result in payment request being returned.  
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If you do not 
already have an 
account, please 

follow the 
directions 
provided.



Unclassified

Department of Education's National Student Loan Data System 
(NSLDS) website

9



Unclassified

Department of Education's National Student Loan Data System 
(NSLDS) website

10

Provide the 
required 

information to 
make account.
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Once you have 
created an 

account, return 
to login screen.
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If you already 
have an 

account, select 
Log In
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Click accept to 
take you to the 

dashboard
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On the 
dashboard click 

view detail
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Scroll down to 
the loan 

breakdown an 
click view loan 
detail for each 
loan servicer
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Once all loan 
servicers are 

open, print page 
by following the 

next slide
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Click the three dots on the left side of the address bar and chose print

Print to adobe 
PDF make sure 
the header and 
footer option is 

unchecked
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Click the view 
loan detail
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Print the page to 
Adobe PDF and 
save as show in 
previous slide
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Click the view 
loan status 

history
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Adobe Print the 
loan status 

history and save 
as described in 
previous slide.
Repeat this 

process for all 
loans.
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Adobe Print the 
loan status 

history and save 
as described in 
previous slide.
Repeat this 

process for all 
loans.

DO NOT SELECT NEXT LOAN!!!
Doing so will make your loans out of order or 

duplicate certain loans. Return to the Aid 
Summary Page and restart the process.
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• Whenever you save your PDF(s), save in 
the order for which they are in your 
account.

• Once you have saved all required 
information, combine files within Adobe 
Acrobat.
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How to Combine 
in Adobe 

Acrobat. Open 
one of the saved 

PDFs
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Select Combine 
Files
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Select Add Files
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Select 
Associated Files 

to upload that 
you have saved 

and upload 
them.
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Then you will 
select Combine
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Then you will 
select CombineIt will create a 

Binder.
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Then you will 
select CombineSave the Binder 

appropriately 
and then submit 

to Incentives.
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It is the Soldiers’ responsibility to complete this action 
every year  no more than 30 days prior to your SLRP 
payment due date.

In accordance with Army National Guard policy, a SLRP  
payment cannot be made with out the NSLDS printouts.
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