
In order to obtain financial aid, every student is required to provide information each semester 
he/she is enrolled.  Mountain State University gathers this information in the form of an 
interview.  The interview must be completed online.  A paper version is not available.  The 
interview can be completed at our virtual financial aid office website here:  
http://www.mountainstate.edu/current/fa/
students in completing the online interview process.  If additional information is needed please 
call 877-906-1723 for assistance.
 
Before starting, first gather all of the information you will need in order to complete you
interview to avoid the need to search for it while trying to compelte the 
brief list of things you will need or will 
 

·  Complete address and phone number for 
·  Your driver’s license number
·  Your Expected Family Contribution number (EFC) found on your completed FAFSA
·  Know which semester you are attending (If you are a cohort student, please refer to your 

cohort calendar to determine your semester.  If you are an online student, please contact 
your Enrollment Coordinator to determine your semester.
Study [IS] student, please refer to your most current student schedule.

·  Know the number of hours you plan on attending
·  Know your major 
·  Know your grade level (freshman, sophomore, junior, senior, graduate)

 
Now you can get started! 
 

 

 
 

every student is required to provide information each semester 
enrolled.  Mountain State University gathers this information in the form of an 

interview.  The interview must be completed online.  A paper version is not available.  The 
interview can be completed at our virtual financial aid office website here:  
http://www.mountainstate.edu/current/fa/.  The following step-by-step guide is designed to aid 
students in completing the online interview process.  If additional information is needed please 

23 for assistance. 

ather all of the information you will need in order to complete you
interview to avoid the need to search for it while trying to compelte the process online
brief list of things you will need or will need to know before beginning your interview:

Complete address and phone number for both parents OR two personal references
Your driver’s license number (or state ID# ) 
Your Expected Family Contribution number (EFC) found on your completed FAFSA

h semester you are attending (If you are a cohort student, please refer to your 
cohort calendar to determine your semester.  If you are an online student, please contact 
your Enrollment Coordinator to determine your semester. If you are an Individualized 

tudy [IS] student, please refer to your most current student schedule.) 
he number of hours you plan on attending 

Know your grade level (freshman, sophomore, junior, senior, graduate) 

 

 

 

 

 

 
every student is required to provide information each semester 

enrolled.  Mountain State University gathers this information in the form of an 
interview.  The interview must be completed online.  A paper version is not available.  The 

step guide is designed to aid 
students in completing the online interview process.  If additional information is needed please 

ather all of the information you will need in order to complete your 
process online. Here is a 

need to know before beginning your interview: 

two personal references 

Your Expected Family Contribution number (EFC) found on your completed FAFSA 
h semester you are attending (If you are a cohort student, please refer to your 

cohort calendar to determine your semester.  If you are an online student, please contact 
If you are an Individualized 
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First time users of this website will need to register as a new user by clicking on the link 
“Register” or “register now.” 
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Step 2.  Create your own user name, password, security question, and answer.  The information 
you enter on this page is case sensitive. 
 

***TIP :  Even if you are positive you will remember your login information, you 
should still write it down.  If you forget or lose your login information, the 
Financial Aid Office does not have access to it.  
 

 
 
 



 
 
Step 3.  Once you have entered your informaiton, click on “Create User” 
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Step 4.  Finish your registration by completing the information on this screen.  Fill in your first 
name, middle initial, last name, and what you would like your display name to be.  Then click on 
“Next.” 
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When your login registration is complete you will receive the above confirmation.   
 
Step 5.  Click on “Continue” 
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You will be diverted to the Main Screen.  If you will notice in the upper right corner, you should 
already be logged in. If you are not logged in already, please enter your username and password 
to login. 
 
Step 6.  Click on “Interviews” in the blue menu bar. 
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This is your Student Interview Center.  From this screen you will be able to manage your 
interviews, view your completed interviews, complete an interview in progress, sign your MPN, 
sign up for direct deposit of your refund, and view your Student Financial Aid Status Report 
when available. 
 
Step 7.  Click on “Start Interview” 
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Step 8.  Make sure that you read all of the information on this screen before checking that you 
acknowledge.    If you have not completed your FAFSA already and you select “No,” a new 
window will open and you will be prompted to complete your FAFSA.   
 

 
 
You must check the “I Acknowledge that:” box and select “Yes” acknowledging that you have 
completed the FAFSA before you will be allowed to proceed with the interview.  Then click on 
“Next.” 
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Step 9.  Next, in the top window you will enter a prefix for your name (i.e. Mr. Mrs. Ms. etc.), 
confirm your name, enter a suffix if necessary (Jr. Sr. II, III, etc.), indicate your gender, and your 
preferred name. 
 
 

***DO NOT CLICK ON “NEXT” YET*** 
 

 
 

GO TO THE INSTRUCTIONS ON THE NEXT PAGE FIRST! 
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Step 10.  In the bottom window, you will enter your SSN, date of birth, marital status, and 
driver’s license. If you do not have a driver’s license but you do have a state issued ID, enter that 
number instead.  If you have neither a driver’s license, nor a state issued ID, leave this question 
blank. 
 
Click on “Next”  
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Step 11.  Enter your personal contact information on this screen.  
 
 

***TIP:   Do not use a PO Box when entering your contact information.  Use only 
your physical street address.
 
 

 
***Please note: If your address changes be sure to contact the Registration Office at 800
6067 ext. 1679, 1442, or 1488 to obtain a change of 
information up to date. 
 
 
***Please note: Use the email address that you check most often.  When your financial aid has 
been packaged or if additional information is needed, we will contact you at the email addres
you have provided to us in your online interview.
 
 
Click “Next”  
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Enter your personal contact information on this screen.   

Do not use a PO Box when entering your contact information.  Use only 
your physical street address. 

f your address changes be sure to contact the Registration Office at 800
6067 ext. 1679, 1442, or 1488 to obtain a change of address form.  You must keep your contact 

Use the email address that you check most often.  When your financial aid has 
been packaged or if additional information is needed, we will contact you at the email addres
you have provided to us in your online interview. 

$���
����
��������
&	���
�����	���
!��/�����&0�

 

Do not use a PO Box when entering your contact information.  Use only 

f your address changes be sure to contact the Registration Office at 800-766-
address form.  You must keep your contact 

Use the email address that you check most often.  When your financial aid has 
been packaged or if additional information is needed, we will contact you at the email address 
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Step 12.  If you have complete contact information for both parents, select “Known/Living” for 
both.  If one or both of your parents are deceased, select “Deceased or Unknown” for that 
particular parent. 
 

 
 
Click on “Next” 
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Step 13.  Provide complete contact information.  The email address is optional, however, you 
must provide a complete street address and phone number. 
 
Click on “Next” 
 
 

***TIP:   Do not use a PO Box when entering your parents contact information.  Use 
only a  physical street address. 
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Step 14.  Review your parents information to ensure accuracy.  If changes are needed, select 
“Edit Details” or “Enter Details.”  If no changes are necessary, click on “Next.” 
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Step 15.  If you have provided complete contact information for both parents, you will not need 
to enter any additional references.  Click on “Next” and proceed to Step 18. 
 
If you have provided no parental contact informaiton, you must add two personal references.  
 
If you have provided contact information for only one parent, you must add one personal 
reference. 
 
To add a personal reference(s), select “Add New Reference” 
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Step 16.  Enter complete contact information for your reference(s).  The email address is 
optional, however, you must provide a complete street address and phone number. 
 
Click on “Next” 
 

***TIP:   Do not use a PO Box when entering contact information for your 
reference(s).  Use only a  physical street address. 
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Step 17.  Review the information you have entered for your reference(s).  If corrections are 
needed, select the appropriate action under the “Edit” column.   
 
If another reference(s) is needed, select “Add New Reference” and repeat Step 16 on the 
previous page. 
 
To choose which references you use from this page, check the box next to the reference you wish 
to use. 
 
Click on “Next” 
 
 
 
 
 
 
 
 
 
 

'�%����
��!	�����	��

"�#� �

.������!�
��������&�



 
 

 
Step 18.  If you have attended any other colleges or universities 
University in the past three years, you must tell us what school(s) it was by selecting “Add a 
Prior School.”   
 
If you haven’t been to any other scho
Step 21. 
 
 
 ***Please Note:  If you tell us that you are currently attending another school, we will ask for a 
statement from that school confirming your last date of attendance.
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If you have attended any other colleges or universities BESIDES Mountain State 
University in the past three years, you must tell us what school(s) it was by selecting “Add a 

If you haven’t been to any other schools in the last three years, click on “Next” and proceed to 

If you tell us that you are currently attending another school, we will ask for a 
statement from that school confirming your last date of attendance. 
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Mountain State 
University in the past three years, you must tell us what school(s) it was by selecting “Add a 

and proceed to 

If you tell us that you are currently attending another school, we will ask for a 



 

 
 
Step 19.  When entering information for another institution, be sure to include the school name, 
location, whether or not you are still attending, and your last date of attendance. 
 
Click on “Next” 
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Step 20.  Review the Prior School information to ensure accuracy.  If changes are necessary, 
select “Previous.”  If another school needs to be added, select “Add a Prior School”  and repeat 
Step 19 on the previous page. 
 
Click on “Next” 
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Step 21.  Choose the appropriate FAFSA year. 
 
Click on “Next” 
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Step 22.  You must choose one of the campuses listed.  Unless your semester is strictly Online, 
strictly Independent Study, OR you are attending one of our branch campuses (Center Township, 
Hickory, Martinsburg, Orlando), then you must choose the main Beckley Campus (even if you 
do not physically attend the main Beckley Campus). 
 

***DO NOT CLICK ON “NEXT” YET*** 

 
 

GO TO THE INSTRUCTIONS ON THE NEXT PAGE FIRST! 
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Step 23.  You must choose your Program of Study.  What degree are you working toward? 
Scroll through the degrees until you find yours, then select it. 
 

***DO NOT CLICK ON “NEXT” YET*** 
 

 
 

GO TO THE INSTRUCTIONS ON THE NEXT PAGE FIRST! 

�
		���
&	�����3	��



 
Step 24.  Select the semester you will be attending.  You can select 
interview. 
 
Be sure you also select your attendance mode:
 

·  12 hours or more=Full Time
·  9-11 hours=Three-Quarter Time
·  6-8 hours=Half Time 
·  5 hours and under=Less Than Half Time

 
Click on “Next”  
 

***Important:   Undergrad students who plan to utilize student loans must maintain a 
minimum of 6 hours per semester.  Grad
must maintain a minimum of 3 hours per semester.

 
 
 ***Please Note:  Many grants and most scholarships require that students be enrolled FULL 
TIME in order to retain eligibility for the grant
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you will be attending.  You can select only one semester per 

Be sure you also select your attendance mode: 

12 hours or more=Full Time 
Quarter Time 

5 hours and under=Less Than Half Time 

Undergrad students who plan to utilize student loans must maintain a 
minimum of 6 hours per semester.  Graduate students who plan to utilize student
must maintain a minimum of 3 hours per semester. 

Many grants and most scholarships require that students be enrolled FULL 
TIME in order to retain eligibility for the grant/scholarship program. 
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only one semester per 

Undergrad students who plan to utilize student loans must maintain a 
students who plan to utilize student loans 

Many grants and most scholarships require that students be enrolled FULL 
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Step 25.  Begin completing your Financial & Enrollment information: 

·  If you have already received a Bachelor’s degree, select yes, if not, select no.   
·  Your EFC# can be found on your completed FAFSA. 
·  Your college grade level is determined by the number of hours you have earned 

according your transcript: 
�   0-26 hours=Freshman  �   65-89 hours=Junior 
�  27-64 hours=Sophomore  �   90 hours and up=Senior 

·  Graduate level students must be enrolled in graduate level classes  
·  Select your expected graduation date.  This does not have to be exact, an estimate will do. 
·  If you are enrolling in a semester that will not be considered “Traditional,” select “yes” to 

“…enrolling in any Cohort Groups, Independent Study…” 
·  Choose where you will be living while attending school 

 
Scroll down 

 
***TIP:   To find out how many hours you’ve earned, log into your Cougar Web 
account at https://online.mountainstate.edu, click on “My Academics,” then on 
“View Unofficial Transcript.” 
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Attention Dorm Students:  Since no “Dorm” option is given for those of you 
living in the dorms, you must select either “Off Campus” or “With Parent”  
Make sure you stop by the financial aid office in person to let us know you are 
living in the dorms.  We will then notify our processors in our virtual office 

who will make any necessary adjustments to your Cost of Education (COE). 
 
 

 
 
Step 26.  If you are not an employee of Mountain State University or a dependent of an MSU 
employee, then select that you are neither an employee nor a dependent. 
 
If you are interested in working part-time on campus as part of the Work Study program, select 
yes, if not, select no. 
 
Click on “Next” 
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Step 27.  All grants, scholarships, tuition assistance, or other outside aid must be taken in
consideration when Mountain State University calculates your Cost of Education 
Remember, in the “Terms of Attendance” information you completed, you selected two 
semesters.  The amounts you report here should reflect two semesters as well.  Try to 
accurate as possible when reporting any additional aid as it does have a direct bearing your COE 
and your Financial Aid Award. 
 
Click on “Next” 
 
 
***Please Note:  This is not an application for additional scholarships or grants.  This is merely 
the screen you report to us any additional aid you have already obtained 
it in your Financial Aid package.
 

 
***TIP:   Don’t understand what your “COE” is?  Visit our Financial Aid office 
website to view a Glossary of Terms here: 
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All grants, scholarships, tuition assistance, or other outside aid must be taken in
tate University calculates your Cost of Education 

Terms of Attendance” information you completed, you selected two 
semesters.  The amounts you report here should reflect two semesters as well.  Try to 

urate as possible when reporting any additional aid as it does have a direct bearing your COE 

This is not an application for additional scholarships or grants.  This is merely 
the screen you report to us any additional aid you have already obtained so that 

in your Financial Aid package. 

Don’t understand what your “COE” is?  Visit our Financial Aid office 
website to view a Glossary of Terms here: http://www.mountainstate.edu/current/fa/

 

All grants, scholarships, tuition assistance, or other outside aid must be taken into 
tate University calculates your Cost of Education (COE).  

Terms of Attendance” information you completed, you selected two 
semesters.  The amounts you report here should reflect two semesters as well.  Try to be as 

urate as possible when reporting any additional aid as it does have a direct bearing your COE 

This is not an application for additional scholarships or grants.  This is merely 
that we may include 

Don’t understand what your “COE” is?  Visit our Financial Aid office 
http://www.mountainstate.edu/current/fa/ 
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Step 28.  You must read all of the “Acknowledgement of Student Loan Terms” before 
proceeding.  Even if you do not apply for student loans, you must certify that you have read and 
reviewed the terms and responsibilities.  Certifying that you have read the terms and 
responsibilities DOES NOT mean that you have or are required to apply for a student loan; it 
simply means that you have read and reviewed the terms and responsibilities associated with 
receiving federal student loans. 
 
When you have read ALL of the terms and responsibilities, check the box acknowledging you 
have, then click on “Next.” 
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Step 29.  This page is a Detailed Financial Plan.  Keep in
ESTIMATE.  Your actual COE and Financial Aid Award may change due to various reason
the number of hours you are enrolled, unreported aid,
 
The top block, “Cost of Education
the information you provided earlier in the interview.  
 
The middle block, “Financial Aid Eligibility,” shows what you are eligible to receive in stude
loans and Pell grant based on the informa
 
The bottom block, “Remaining Financial Responsibility,” subtracts your estimated grant, 
scholarship, and other aid reported earlier in your interview from the total 
semester.   
 
Click on “Next” 
 

 
***Please Note:  If you are a dependent student, you are not eligible for the entire Stafford 
Unsubsidized loan amount reflected above.  The amounts reflected above are for Independent 
students and dependent students whose parents have been denied a PLUS loan.  To find out
about how much you are eligible for in student loans, please contact the school at 1
4111.   
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This page is a Detailed Financial Plan.  Keep in mind, however, that this is only an 
.  Your actual COE and Financial Aid Award may change due to various reason

the number of hours you are enrolled, unreported aid, dorm resident, etc.). 

block, “Cost of Education,” shows what the tuition, fees, and books will cost based on 
on you provided earlier in the interview.   

The middle block, “Financial Aid Eligibility,” shows what you are eligible to receive in stude
Pell grant based on the information you provided earlier in the interview.  

The bottom block, “Remaining Financial Responsibility,” subtracts your estimated grant, 
scholarship, and other aid reported earlier in your interview from the total estimated costs of each 

If you are a dependent student, you are not eligible for the entire Stafford 
Unsubsidized loan amount reflected above.  The amounts reflected above are for Independent 
students and dependent students whose parents have been denied a PLUS loan.  To find out
about how much you are eligible for in student loans, please contact the school at 1

.���������� . �

.���������
!���������
���������

.�������������������
�����������(	��������& �

 

mind, however, that this is only an 
.  Your actual COE and Financial Aid Award may change due to various reasons (i.e. 

” shows what the tuition, fees, and books will cost based on 

The middle block, “Financial Aid Eligibility,” shows what you are eligible to receive in student 
on you provided earlier in the interview.   

The bottom block, “Remaining Financial Responsibility,” subtracts your estimated grant, 
estimated costs of each 

If you are a dependent student, you are not eligible for the entire Stafford 
Unsubsidized loan amount reflected above.  The amounts reflected above are for Independent 
students and dependent students whose parents have been denied a PLUS loan.  To find out more 
about how much you are eligible for in student loans, please contact the school at 1-866-497-
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Step 30 .  Choose from the following three options to process your aid: 

·  Grants and Loans 
·  Grants only 
·  Loans only 

 
***DO NOT CLICK ON “NEXT” YET*** 

 
 

GO TO THE INSTRUCTIONS ON THE NEXT PAGE FIRST! 
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Step 31A.  If you have opted to receive “Grants only,” click on “Next” and proceed ot Step 33. 

�������	��& �

"�#� �



 

 
 

Step 31B.  If you have opted to apply for student loans, this is the next screen you will see.  You 
can apply for the maximum amount you are eligible for by checking the box next to “I would 
like to request the maximum loan amount for which I am eligible.”  Notice that when you do 
this, the amount that appears in grey in the “Requested Amount” box is $999,999.  YOU ARE 
NOT ACTUALLY APPLYING FOR, NOR WILL YOU RECEIVE, $999,999.   This is the 
default amount that appears when you indicate you want to borrow the maximum amount 
allowed.  The Financial Aid Office will use this information to process your request for the 
maximum amount you are eligible to receive based on grade level and dependency status. 
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31C.  If you do not want the maximum amount of loans you are eligible to receive, but would 
rather apply for a specific amount, you must remove the check from the box next to “I would like 
to request the maximum loan amount for which I am eligible” and enter an amount of loan 
money you wish to apply for in the box titled “Requested Amount.”  Keep in mind that the 
amount you apply for here will be divided evenly between two semesters.  (i.e. Ivana has applied 
for $3000 total.  Because she is completing her interview for both the Fall and Spring semesters, 
she is requesting $1500 Fall and $1500 Spring). GO TO THE NEXT PAGE FOR A CHART 
OF STUDENT LOAN ELIGIBILITY. 
  
You must check the box pertaining to the Master Promissory Note (MPN) before proceeding.  
Make sure you read the information to the right concerning signing your MPN.  If you have not 
signed an MPN while in attendance at Mountain State University previously, you will be 
required to sign a one now.  You can do so by following the MPN link next to “Your 
guarantor(s):.”  Please be aware that following the link for the MPN will open a new window and 
divert you to a new website.  YOUR INTERVIEW IS NOT YET COMPLETE.  YOU MUST 
RETURN TO THIS WEBSITE TO SIGN YOUR INTERVIEW AFTER YOU HAVE 
COMPLETED THE MPN. 
 
Click on “Next” 
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Dependent Students 
Freshman:  $3500 Subsidized + $2000 Unsubsidized for a total of $5500 combined 
Sophomore:  $4500 Subisdized + $2000 Unsubsidized for a total of $6500 combined 
Junior:   $5500 Subsidized + $2000 Unsubsidized for a total of $7500 combined 
Senior:  $5500 Subsidized + $2000 Unsubsidized for a total of $7500 combined 
 
Dependent Students with a Parent PLUS Loan Denial on File 
Freshman:  $3500 Subsidized + $6000 Unsubsidized for a total of $9500 combined 
Sophomore:  $4500 Subisdized + $6000 Unsubsidized for a total of $10,500 combined 
Junior:   $5500 Subsidized + $7000 Unsubsidized for a total of $12,500 combined 
Senior:  $5500 Subsidized + $7000 Unsubsidized for a total of $12,500 combined 
 
Independent Students 
Freshman:  $3500 Subsidized + $6000 Unsubsidized for a total of $9500 combined 
Sophomore:  $4500 Subisdized + $6000 Unsubsidized for a total of $10,500 combined 
Junior:   $5500 Subsidized + $7000 Unsubsidized for a total of $12,500 combined 
Senior:  $5500 Subsidized + $7000 Unsubsidized for a total of $12,500 combined 

 
***IMPORTANT:   When borrowing student loans, always remember to borrow 
conservatively. This is money that you will have to pay back! 

 



 

 
 

32.  Next, you will see this screen.  If you are borrowing student loans, this chart will give you an 
idea of what your repayment will be like.  Please review this chart and check the box at the 
bottom before proceeding. 

�
����
�
����	#�

"�#� �



 

 
Step 33.  Sign your interview by entering your password here.  This “locks” your interview for 
processing.   
 
Click on “Submit Interview for Processing”
 
 
***Please Note:  Normal processing time is 3
all of your necessary applications, 
Check your email frequently for your award notice
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Sign your interview by entering your password here.  This “locks” your interview for 

Click on “Submit Interview for Processing” 

Normal processing time is 3-4 weeks after the financial aid office has received 
essary applications, other paperwork if needed, and your classes have begu

Check your email frequently for your award notice and financial aid updates.  
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Sign your interview by entering your password here.  This “locks” your interview for 

4 weeks after the financial aid office has received 
, and your classes have begun.  



 

 
Step 34.  This is your finished interview.  If you would like to print a copy for your records, 
click on “Download PDF.”  
 
 
***Please Note:  You must have Adobe Acrobat 6.0
 

This is your finished interview.  If you would like to print a copy for your records, 

You must have Adobe Acrobat 6.0 

 

This is your finished interview.  If you would like to print a copy for your records, 



 

 
 
Step 35.  Click on “Open” 



 

 
 
Step 36.  Click on the printer icon to print. 
 
 



 
 
Step 37.  Select “OK” or hit “Enter” to print your document. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 

You have successfully completed the online interview process!  
 

Please allow 3-4 weeks processing time from the date you completed all financial aid 
applications, supplied any additional paperwork if requested, and your classes have begun.  

Check your email and this website frequently for your award notice. 
 

http://www.mountainstate.edu/current/fa/�
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