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Introduction 

 
Welcome to the 

Nationwide 

Loan System 

It’s always important to keep your retirement goals in mind as you consider 
borrowing from your retirement plan.  Any money that you take from your 
account loses out on the benefits of possible growth and compounding- even 
for a short period of time.   
 
However, a retirement plan loan can be a convenient way to get money if 
you’re purchasing a new home or faced with an unexpected expense.   
 
Make sure to weigh this benefit against the potential cost to your investments 
over time.  After you’ve considered all options, if you still decide to take a 
loan, please use this guide to walk you through the system….Welcome to the 
Nationwide Loan System. 

 
Benefits of the 

Loan System 
Some benefits of using this system are: 

1. The approval process is simple- it’s generally easier than trying to get 
a loan from a bank 

2. Interest rates are competitive 
3. Your repayments are made directly into your account 
4. You don’t pay taxes on the money you withdraw for a loan (unless the 

loan doesn’t adhere to IRS guidelines) 
5. The process can be paperless, completing everything online 
6. You’ll receive notifications anytime the status of your loan changes 
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Investor Service Center 

 
Overview This user guide makes a number of assumptions: 

• You are a participant in a retirement plan  

• Your retirement plan permits online loans 

• You already have an account established in the Investor Service 
Center (ISC)* 

 
*If that has not yet occurred, please follow the steps on the Sign Up link to 
create an account.  Once that has been completed, you may go directly to the 
Login tab to view your account and initiate a loan request. 
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Getting Started Upon logging into the ISC, your account will be displayed under the Access 
My Account and Balance Detail tabs.  This is the default screen and from here 
you can start the process to request a new loan or enter the loan system to 
check on the status of an existing loan. 
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Request or Quote a Loan 

 
Request a New 

Loan 
If you are requesting a loan for the first time, click on the Request or quote a 
loan link displayed on the previous page.  A new browser will open in the 
loan system.  You will notice at the top of this page that there are 5 stages to 
requesting a loan. 
 

Stage Component 

1 Education 

2 Eligibility 

3 Loan Quote 

4 Disbursement Options 

5 Review and Submit 

 

 
 

 
Education Page We feel it is important to provide you with education on the subject of loans 

so we’ve provided you with things that you should consider before taking a 
loan from your retirement plan account such as:   

• What does it mean to take a loan from my account? 

• What are the plan specific rules? 

• What are the advantages of taking a loan? 

• What are the disadvantages of taking a loan? 

• What factors should be considered? 

• Tax consequences 
 

Continued on next page 
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Request or Quote a Loan, Continued 

 
Education Page 
(continued) 

 
 
If after reviewing the information, if you still want to request a loan, click on 
the Continue button in the bottom right corner. 
 

 
 

 
 
Eligibility 

 

Section 1- 

Type of Loan 

The first step to taking a loan is determining your eligibility.  By determining 
eligibility, you will see how much money is available to you for a loan.  In the 
eligibilty section, there are 3 sections to complete.   
 

Step Action 

1 Type of Loan 

2 Vested Balance 

3  Eligibility 

  

Continued on next page 
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Request or Quote a Loan, Continued 

 
Type of Loan 
(continued) 

 

 
 
The options displayed to were entered by the plan administrator to reflect the 
Summary Plan Document as it pertains to loans.  Your plan may or may not 
allow some of the options displayed in this user guide.  If there are additional 
requirements that you must meet before the loan is approved, the 
administrator or your employer will contact you.   
 
Determine the reason for your loan request.  The maximum amount and the 
term are determined by your plan.  The IRS maximum is $50,000.  Your 
choices may be: 

• Principal Residence- Principal Residence Loan may be used to 
purchase a primary residence. 

• Hardship – Hardship loans are generally requested to help you 
resolve a financial burden and you may be required to submit 
additional documentation to prove the financial burden.   Please note 
that hardship loans are not the same as hardship distributions because 
a hardship loan must be repaid whereas hardship distributions are tax 
reportable and do not need to be repaid. 

• General Purpose- Generally you do not need to specify the reason for 
taking a loan when requesting a general purpose loan.  

 
Once you’ve selected which type of loan you are requesting, click on the 
Determine Eligibility button.   

 
Eligibility 

 

Step 2- Vested  

Balance 

View your vested balance.   
 
To read the Tooltip, place your cursor over the purple link.  Keep in mind that 
your vested amount may be different than your overall account balance. 

Continued on next page 
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Request or Quote a Loan, Continued 

 
Balance 
(continued) 

Tooltip: Vested Account Balance- the amount in your retirement account that 
you’ve contributed and that your employer has contributed on your behalf 
that is yours. 

 
 
If you would like to review the current vesting schedule, click on the View 
Vesting link.  A new browser will open and display your account balance 
detail. 
 

 

Continued on next page 

Tooltip 
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Request or Quote a Loan, Continued 

 
Balance 
(continued) 

Please keep in mind that this amount can fluctuate due to market performance 
and may affect the amount of your loan. 
 
To close this page, click on the OK button. 
 

 
Eligibility 

 

Step 3-  

Eligibility 

Determine your eligibility.  This step displays loan criteria set by the Plan 
Administrator (such as maximum number of loans), the number of loans that 
you currently have outstanding, and the money that you have available to take 
for a new loan.  
 

 
 
Important Note: Not all plans permit for more than 1 loan.  If you have any 

questions concerning the eligibility, please contact your employer. 
 
However, if you have any outstanding loans, you may click on the View 
Outstanding Loans link to review the details.  To close this page, click on the 
OK button. 

Continued on next page 
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Request or Quote a Loan, Continued 

 
Eligibility 
(continued) 

 

 
 
Here is another Tooltip.  If you would like to know how your available loan 
amount is calculated, place your cursor on the “how is this calculated” link. 
 
Tooltip: This amount is calculated by your total account balance less any 
current outstanding loans and the maximum amount permitted for the 
selected loan type. 
 

 

Continued on next page 

Tooltip 
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Request or Quote a Loan, Continued 

 
Eligibility 
(continued) 

The eligibility status bar at the bottom of the page will indicate how much 
you can request on this date.  Please keep in mind that this amount can change 
depending on your individual account, number of outstanding loans, and the 
type of loan requested above in step 1. 
 
If you are ready to proceed, click the Continue button at the bottom of the 
page. 

 
Loan Quote 

 

Step 1- Enter 

loan request 

information 

In this section you will enter the details of your loan request.  There are 3 
steps to complete.   
 

Step Action 

1 Enter loan request information 

2 Review loan quote 

3 Apply for loan  

Continued on next page 
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Request or Quote a Loan, Continued 

 
Step 1- Enter 

loan request 

information 
(continued) 

 

 
 
If you’ve selected a General Purpose loan, you will need to select which 
statement is most accurate for your need to borrow money.  Once you’ve 
selected the statement that best matches your need, enter the information and 
click on the Calculate Payments button.  The results will be displayed on Step 
2- review loan quote. 
 
This step may be revised as often as necessary until you determine which 
situation you are most comfortable with. 
 
Important Note:  If you have selected a Principal Residence or Hardship 

loan, you will see only one statement. 

 
Important note:  For all statements, an error message will display if you enter 
a loan amount greater than the amount you are eligible for.  In this example, 
if you attempt to take a loan for more than $23,975.01 or 5 years, it will not 
be processed. 
 
Choose Statement 1 if you know how much you would like to borrow and 
the timeframe in which you’d like to repay it.   

Continued on next page 
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Request or Quote a Loan, Continued 

 
Step 1- Enter 

loan request 

information 
(continued) 

 

  
 
Choose Statement 2 if you know how much you need to borrow and what 
you can afford to have taken from your paycheck.   
 

 
 
Choose Statement 3 if you know how long you need to repay the loan and 
how much you feel comfortable deducted from your pay.   
 

 

Continued on next page 
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Request or Quote a Loan, Continued 

 
Loan Quote 

 

Step 2- review 

loan quote 

In this step, you will see the results of the information that you entered for the 
Statement that best matches your needs.   
 
Please note:  Administrator fees vary by plan and may be found in the 
summary plan description.  Please contact your employer with any questions. 
 
Statement 1 Results: 

 
 
 
 
 
 

Continued on next page 
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Request or Quote a Loan, Continued 

 
Step 2- review 

loan quote 

(continued) 

Statement 2 Results: 

 
 
Statement 3 Results: 

 

 

Continued on next page 
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Request or Quote a Loan, Continued 

 
Loan Quote 

 

Step 3- Apply 

for Loan 

Apply for loan.  Once you have decided which scenario you are most 
comfortable with, you may apply for the loan.  If you would like to print any 
of the statements for your records, click on the Print button.  Otherwise, click 
on the Apply For Loan button to proceed. 
 

 
 

 
  

 
Disbursement 

Options 
In this section, you will be entering your personal information as well as the 
method of payment distribution. 
 
Again, at the top of the page, you will see a summary of what you are 
requesting. 
 

 
 
Please enter your email address.  The email address is required because email 
notifications will be sent to you regarding the status of your loan.  If you do 

not have an email address, unfortunately you can not take a loan online.  

Please contact the Plan Administrator for assistance.    

 
Tooltip: The email address that you provide will be used to notify you when 
the status of your loan has changed. 
 
Next, confirm that your mailing address is correct.   

Continued on next page 
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Request or Quote a Loan, Continued 

 
Disbursement 

Options 

(continued) 

 

 
 
In the loan disbursement section, please select which method of payment you 
would like to receive.  Your choice is check or electronic deposit into a bank 
account. 
 
Important note:  Some plans may not offer both check or electronic 

deposit.  In this situation, you would only see one option available to you. 

 
If you choose check, please confirm again that you would like the check to be 
mailed to the above address.  If not, then uncheck the box and enter the new 
address.   
 

Continued on next page 

Tooltip 
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Request or Quote a Loan, Continued 

 
Disbursement 

Options 

(continued) 

Important note:  You may only edit the address field if the check is being 

sent to you.  Some plans may require that the check be sent to the Plan 

Sponsor or Administrator.  If you have any questions, please contact the 

appropriate party. 

 
 
You may have the option to choose if you would like the check to be sent via 
standard mail or express delivery depending on options established by your 
plan.  Please note that additional costs may apply for express delivery and you 
can contact your Administrator for those costs. 
 
Important note:  not all plans will offer express delivery, so you may not 

see this as an option.  

 

Continued on next page 
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Request or Quote a Loan, Continued 

 
Disbursement 

Options 

(continued) 

If you choose electronic deposit, you will have additional information to 
enter.  Please enter which bank account you would prefer the deposit be made 
into: savings or checking.  You will need to enter the name on the back 
account, as well as both the bank routing number and the account number.  
When you are finished with this page, click on the Continue button. 
 

 
 
If you are not familiar with where to locate either bank routing number or 
your account number, click on the Locate My Routing/Account Number link 
for an example.  To close this page, click on the OK button. 

Continued on next page 



PNT-0326AO.1  For Participant Use Only 22 

Request or Quote a Loan, Continued 

 
Disbursement 

Options 

(continued) 

 

 
 

 
Review Loan  - 

Paperless 

method 

The Review section is the last section to complete the loan request process.  
The top of the page displays a review of all of the details of your request, 
including loan information, repayments, disbursement, and fees.  

Continued on next page 
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Request or Quote a Loan, Continued 

 
Review Loan  - 

Paperless 

method 
(continued) 

 

 
 
The bottom of the page includes some critical information.  You will be 
required to accept the Truth in Lending and Promissory note using the 
following method depending on the options provided by your plan.   

• Paperless method – The entire loan request process is completed on the 
web, you accept the Truth in Lending on the Loan System. 

• Paperbased method – The loan request is completed on the web, however 
you will be required to sign and return  

 
In the paperless method, the whole process will be completed electronically, 
so you should view and read the Truth in Lending Agreement and Promissory 
Note prior to accepting the agreement.  You can accept the agreement by 
clicking the check box to confirm that you have had read and agree to the 
truth in lending Agreement and Promissory Note.   
 

 
  

Continued on next page 
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Request or Quote a Loan, Continued 

 
Review Loan  - 

Paperless 

method 
(continued) 

To view the Truth in Lending Agreement, click on the link.  A new browser 
will open displaying the document.  You will not receive a hardcopy of the 
loan because you will have access to the documents on the Loan System. 
 

 
 
 
The Promissory Note will also display in the same document as page 2. 

Continued on next page 
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Request or Quote a Loan, Continued 

 
Review Loan  - 

Paperless 

method 
(continued) 

 

 
 
You also have another option to view the payment schedule, by clicking on 
the view Repayment Schedule link.  This document will outline the principal 
and interest for every repayment of the loan.  Depending on the length of your 
loan, this document may have multiple pages. 

Continued on next page 
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Request or Quote a Loan, Continued 

 
Review Loan  - 

Paperless 

method 
(continued) 

 
 

 

Continued on next page 
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Request or Quote a Loan, Continued 

 
Review Loan  - 

Paperless 

method 
(continued) 

The two sections labeled Hardship Documentation and Spousal Concent will 
be displayed if you are requesting a hardship loan or if spousal consent is 
required by your plan.  The Hardship Loan section reminds you that you may 
need to provide appropriate documentation for this loan to be approved.  
Failure to do so, if applicable, may affect the status of your request.  The 
Spousal Consent section informs you that you may be required to provide a 
spousal signature (when applicable) on the Truth in Lending and Promissory 
Note. 
 

 
 
Upon completing this page, click on the Send Loan For Approval button. 

 
Submission 

Confirmation 

Page for 

Paperless 

Method 

This page confirms that your request was sent successfully.  It indicates a loan 
number, which you will want to keep as a reference to track your loan.  It is 
suggested that you print this page for your records. 
 
It also indicates if you will receive an email notification based on the plan 
options.  
The loan documents include: 

• Confirmation page 

• Truth in Lending Agreement 

• Promissory Note 

• Repayment Schedule  

Continued on next page 
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Request or Quote a Loan, Continued 

 
Page for 

Paperless 

Method 
(continued) 

 

 
 
After printing this page, click on the Finish button.   

 
Review for 

Paperbased 

Method 

In the paperbased method, your request for a loan is made electronically, 
however, you must still print, sign, and return the necessary documents before 
the loan may be approved.   
 
Click on the Save Loan Request tab to receive the submission confirmation 
page. 
 

 
 

Continued on next page 
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Request or Quote a Loan, Continued 

 
 
Submission 

Confirmation 

Page for 

Paperbased 

Method 

This confirmation page will instruct you to print the loan documents, sign, 
and return to the party listed.  This is a critical step, as your loan will not be 

approved until the signed documents are received, the administrator or 

your employer may contact you in regards to submitting additional 

documentation or signed loan documents. 

 

 
 
The loan documents are the same as shown in the paperless method with the 
exception of a signature line on the Truth in Lendind Disclosure Statment.  
We recommend that you print and sign the documents provided on the 
Confirmation page because they contain the required signature lines. 
 

 
 
You will also receive an email reminder to print your loan documents. 

Continued on next page 
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Request or Quote a Loan, Continued 

 
Submission 

Confirmation 

Page for 

Paperbased 

Method 
(continued) 

 

 
 

 
Pending Loans The final screen before you exit the loans system is the Loan Summary page.  

This page will display the pending loan details one last time, as well as give 
you another opportunity to view/print the repayment schedule and the loan 
documents.   
 
You also have the ability to cancel this request before 4:00 EST, if you decide 
that you no longer need the loan.   
 
Important note:  At this point, if the details of this request have changed at 
all, you must cancel this request and start over by requesting a new loan. 
 

 
When you exit this page, it will close the loan system and you will be back on 
the View Account/Balance Detail page of the ISC where you started. 
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Making Payments on a Loan 

 
Entering the 

Loan System 
Once your loan has been approved and funded, it will display under the 
Access My Account and Balance Detail tabs on the ISC.   
 
To view any details regarding your loan at this point, click on the Enter Loan 
System button. 
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ISC Balance 

Detail Page 
Once you’ve started to make payments on your loan, the ISC page will reflect 
your current loan balance. 
 
To view the history of payments, enter the Loan System.  On the Loan 
Summary page, click on the View Repayment History link. 

  

 
 
A new browser will open and display the Repayment History report. 
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Confirmations 

 
Email 

Confirmations 
You will receive an email notification when a loan is requested, approved or 
paid off.  You may receive email notifications for the following scenarios 
depending on the plan options: 

• Loan request received and pending approval 

• Loan initiated on your behalf- see example in Loan Request Initiated 
by Administrator or Plan Sponsor section 

• Loan request approved 

• Loan request rejected 

• Loan is nearing payoff 

• Payoff quote requested- see example in Request Payoff Quote section 

• Loan paid in full 

• Paperbased process- reminder to print and return loan documents- see 
example in Submission Confirmation for Paperbased Method 

 
Below is an example of an email indicating that your request has been 
received and is pending review. 

 
 
Below is an example of an approval email. 

 
 
Below is an example of a rejection email. 

 

Continued on next page 
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Confirmations, Continued 

 
Email 

Confirmations 

(continued) 

Below is an example of a notice indicating that your loan has been paid off. 
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Requesting a Loan Payoff 

 
Request Payoff 

Quote 
When you enter the loan system, the Loan Summary page will display.  You 
may have an optional button labeled “Request Payoff Quote” when your plan 
permits you to request loan payoff quotes for your outstanding loans.   
 
Simply click on the Request Payoff Quote button. 
 

 
 
Step 1 is to determine on which day you would like to payoff your loan.  You 
may select any date up to 30 days in the future.  Then click on the Determine 
Payoff button. 
 

 
 
Step 2 will show you the payoff quote details.  These details are only valid 
from the date of request until the payoff due date.  If you can not payoff the 
loan in full by the due date, the amount is likely to change, due to accured 
interest.  

Continued on next page 
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Requesting a Loan Payoff, Continued 

 
Request Payoff 

Quote 

(continued) 

 

 
 
Important note: Please print this page and submit it with your payment so it 
gets recorded as a payoff. 
 
To print, simply click on the Print Payoff Quote button.  Below is an example 
of your payoff quote.  It contains important information, so make sure to read 
it thoroughly.  If you have any questions regarding the payoff of your loan, 
please contact your Employer or Plan Administrator.   

 

Continued on next page 
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Requesting a Loan Payoff, Continued 

 
Request Payoff 

Quote 

(continued) 

To finish this quote, click on the Finish button.  You will close the Loan 
System and be back on your ISC landing page. 
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Loan Request Initiated by Administrator or Plan Sponsor 

 
Email 

Notification 
Your Plan Administrator or Plan Sponsor may initiate the request of a loan on 
your behalf.  In this situation, they will enter all of the necessary information 
for you in the loan system. 
 
You will receive an email notification indicating that a loan has been 
requested for you.  An example is below. 

 

 
Entering the 

Loan System 
Once you receive the notice above, you will, however, still need to 
acknowledge that you approve of the loan details.  Begin by logging into the 
ISC and entering the loan system, as shown below. 
 

 

 
Pending Loan You will notice on the Pending Loans screen that the loan was requested by 

the Administrator.   

Continued on next page 
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Loan Request Initiated by Administrator or Plan Sponsor, 
Continued 

 
Pending Loan 
(continued) 

Click on the Review Loan Request button to see the details. 
 

 

 
Agree to 

Requested 

Loan 

The next page displays the loan details.  Please review this page carefully to 
ensure that you agree to the request.  If so, check the Truth In Lending check 
box and click the Send Loan For Approval button. 
 
If you do not agree with the details, you have the ability to reject this loan. 

Continued on next page 
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Loan Request Initiated by Administrator or Plan Sponsor, 
Continued 

 
Agree to 

Requested 

Loan 
(continued) 

 

 

Continued on next page 
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Loan Request Initiated by Administrator or Plan Sponsor, 
Continued 

 
Agree to 

Requested 

Loan 
(continued) 

Once you send this request for approval, the next screen will display your 
confirmation of submission.  You do have another opportunity to print the 
loan documents from here.   
 
 

 
 
Click the Finish button to exit the loan system and return to the ISC landing 
page.   
 
You will continue to receive email notices when the status of your loan has 
changed to either approved or rejected.  If approved, once funded, you will 
see the current loan balance on the ISC page and can enter the loan system to 
check the details or a request a loan payoff quote. 

 


