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Ensure to UNHIDE LOANS by 
clicking the down carrot so 
that ALL loans are shown that 
have been taken out. 

If multiple servicers/lenders, 
make sure to unhide ALL 
LOANS.

After everything is visible, this 
is your first page(s) to print in 
the packet – “LOAN 0”

Ensure date time stamp/ 
header and footer are added 
to ALL pages printed!  
**see next two slides as 
example on how to add date 
time stamps

ALWAYS CLOSE/ X OUT THE 
OWL!!!!!!!
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When you’re ready to print, 
use CONTROL + P (PRINT 
Shortcut).

Select SAVE AS PDF from drop 
down. 

Select MORE SETTINGS 

See next slide for follow on 
steps.
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…continued from last slide. 

After selecting MORE 
SETTINGS, move down to 
options and select “HEADERS 
AND FOOTERS” and 
“BACKGROUND GRAPHICS”

This will add a date time 
stamp to top and bottom of 
printed page ( bottom not 
shown on example)

Ensure this setting is added 
for all prints. 
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After you print the loan summary page –
LOAN 0 – then you can click on the first loan 
that shows

Print/save this page to PDF as “Loan 1”

After its saved you will click “view loan 
status history / history”



UNCLASSIFIED

UNCLASSIFIED

9

First loan history is shown here

Print/ save this page to PDF as “Loan 1 history” or “Loan 
1H”
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GO BACK TO THE ORIGINAL loan break down and 
view the second loan. The order is important.

Second loan shown here 

Print / save as PDF as “Loan 2” – with header/ 
footer as a date time stamp included.

After saved – click to view the history as 
instructed on previous slide
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Once you are viewing the history for Loan 2

Print / save as PDF as “Loan 2 History” / “Loan 2H”

CONTINUE THIS PROCESS FOR EVERY LOAN IN ORDER. 
LOAN SUMMERY /LOAN 0
LOAN 1
LOAN 1H
LOAN 2
LOAN 2H
LOAN 3
LOAN 3H
SO ON

Once all printed – combine file in ACROBAT in order as 
one single PDF and save – SNUFFY NSLDS FY20XX


