
Instructions to complete the Authorization to apply Title IV funds (For first-time borrowers only) 

1. Access your BannerWeb by selecting “BANNERWEB” from the “TOOLS” drop-down at the top of 
the University of Richmond’s homepage.

2. Log in with your username and password.
3. Click on Financial Aid.
4. Click on Financial Aid Dashboard.
5. In the top right-hand corner of the screen you will see a pop up box labeled, "You have active 

action item(s) available for your review. Click on View Active Item(s). 
6. Click on Pending. This will open the page that describes the Authorization agreement.
7. Review and complete the agreement by checking the, "Accept your Authorization to Apply Title 

IV Funds Requirement" box.
8. Click on Save.
9. Click on Return to now review your loans. Students who have been offered Federal Direct 

Loan(s) must accept or decline each loan electronically in BannerWeb. Instructions to do so can 
be found here.
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https://financialaid.richmond.edu/forms/PDFs/federal-direct-loan-instructions.pdf



