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PSLF Help Tool Guidance for Employers 

What is the PSLF Help Tool? 
The U.S. Department of Education’s office of Federal Student Aid (FSA) created the PSLF Help Tool for 

those pursuing Public Service Loan Forgiveness (PSLF) or Temporary Expanded Public Service Loan 

Forgiveness (TEPSLF). This online tool allows public sector employees to search for a qualifying 

employer, learn what actions they need to take to become eligible for PSLF or TEPSLF, generate a PSLF 

Form (which includes both PSLF and TEPSLF), and get digital signatures from employers on the form.  

What information does an employee need to complete the PSLF Help Tool? 
Before the employee can complete the PSLF Help Tool and route their PSLF Form to an employer for 

signing, the employee may contact you to request the following: 

• Employer Identification Number (EIN) 

• Employer Address 

• Employment Start Date 

• Employment End Date (if applicable) 

• Authorized official email address to use e-sign option (we recommend providing employees a 

general HR email address) 

• For nonprofit organizations, additional information about your nonprofit tax-filing status and, if 

applicable, which services you provide 

What is the PSLF Help Tool e-sign/DocuSign feature? 
Federal Student Aid (FSA) released a new feature on the PSLF Help Tool that allows both employees and 

employers to digitally sign (e-sign) the PSLF Form via DocuSign. This is a feature that allows employees 

to:   

• digitally sign their PSLF form, 

• send their form to you, as their current or previous employer, to digitally sign the form to certify 

their employment, and 

• electronically submit the PSLF Form to the PSLF servicer (MOHELA) for processing. 

Once the employee submits their PSLF Form using the PSLF Help Tool and agrees to “Digitally Sign and 

Submit” the PSLF Form, the authorized official’s email address will receive an email from FSA via 

DocuSign (dse_Na4@docusign.net). Employers will have 60 days to digitally sign the form before it 

expires.  

Please add dse_NA4@docusign.net to your safe email address list and check spam/junk folders 

regularly in case PSLF Form digital signature requests are flagged as spam. Please do not report emails 

https://studentaid.gov/pslf/
https://studentaid.gov/help-center/answers/article/what-not-for-profits-eligible-employers-for-pslf
https://studentaid.gov/pslf/
https://studentaid.gov/pslf/
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from dse_NA4@docusign.net as phishing or spam as these are legitimate requests for electronic 

signatures from employees. 

Once the employer digitally signs the PSLF Form via FSA’s DocuSign feature, FSA will automatically 

submit the form to the PSLF servicer (MOHELA) for processing.  

If your organization is in Washington state and you have any questions about the PSLF Help Tool or FSA’s 

DocuSign feature, please contact the Office of the Washington Student Loan Advocate at 

loanadvocate@wsac.wa.gov.  

If your current or previous employee is a Washington state resident and has questions about the PSLF 

Help Tool or FSA’s DocuSign feature, please direct them to submit a Student Loan Questions and 

Complaints Form. This form will be routed to the Office of the Washington Student Loan Advocate for 

assistance.  

Notice about Shared Inboxes 
DocuSign uses an encrypted authentication process to ensure that the appropriate email recipient signs 

the PSLF Form. Depending on how your organization manages shared inboxes, DocuSign may not give 

you access to the PSLF form. If this happens, the following “Authentication Error” message will be 

displayed when you attempt to access the form: 

 

Authentication errors usually happen if you forward the DocuSign signature request email to another 

inbox, whether manually or through an automated system. If this happens, make sure you are accessing 

the form directly from the shared inbox the request was originally sent to and that should solve the 

authentication error.  

If your organization is in Washington state and continues experiencing authentication errors and would 

like assistance, please contact the Office of the Washington Student Loan Advocate at 

loanadvocate@wsac.wa.gov.  

PSLF additional information for employers 
The following resources are available on FSA’s website to help you understand your role in the PSLF 

process as an employer: 

• Employers and Public Loan Forgiveness | Federal Student Aid 

• Tackling the Public Service Loan Forgiveness Form: Employer Tips | Federal Student Aid 

https://studentaid.gov/pslf/
mailto:loanadvocate@wsac.wa.gov
https://www.studentcomplaints.wa.gov/hc/en-us/requests/new
https://www.studentcomplaints.wa.gov/hc/en-us/requests/new
mailto:loanadvocate@wsac.wa.gov
https://studentaid.gov/manage-loans/forgiveness-cancellation/public-service/employers-role
https://studentaid.gov/articles/tackling-pslf-employer-tips/
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Steps to digitally sign the PSLF Form using DocuSign as an employer 
Here are the steps you, as an employer, will need to take once you receive an electronic signature 

request for PSLF by email via FSA’s DocuSign: 

1. Read the instructions on the email. When you are ready, click the “Review Document” button. 

Please note you will also need the unique “Envelope Access Code” for the next step.  

 

2. A browser window will open requesting you to enter the access code to view the document. 

This is the “Envelope Access Code” listed on the electronic signature request email. Type the 

“Envelope Access Code” on the “Access Code” field box and click on “Validate”.  

 

 
 

If the browser window displays an “Authentication Error”, please review our Notice about 

Shared Inboxes section (page 2) for assistance.  

 

You will have three attempts to enter the “Access Code”. If you enter the “Access Code” 

incorrectly more than three times, you will be blocked from completing/signing the form. If 
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you’re unable to access the form, you’ll need to request the employee to cancel their request 

and generate a new form using the PSLF Help Tool for you to receive a new request to digitally 

sign.   

 

 

Do not click on the “I never received an access code” button, as this will also block you from 

completing/signing the form. If you’re unable to access the form, you’ll need to request the 

employee to cancel their request and generate a new form using the PSLF Help Tool for you to 

receive a new request to digitally sign.   

 

3. Once you validate your access code, you will be allowed to review the PSLF Form. Click on the box 

next to “I agree to use electronic records and signatures” located on the upper-left-hand side to 

continue. Then, click on the “Continue” button, located on the upper-right-hand side.  

 

 

4. Next, click on the “Start” button to begin reviewing the form.  
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5. Review page 2 of the PSLF Form to make sure the information listed is correct. You are only able 

to edit the following questions/fields:  

• 5. Employment Begin Date 

• 6. Employment End Date or check/uncheck the “Still Employed” box 

• 7. Employment Status: select full-time or part-time  

 

If any other fields are incorrect on page 2, you will need to contact the employee and request 

them to cancel the current PSLF Form request and to generate another PSLF Form using the 

PSLF Help Tool with the correct information. Contact information for the employee (email and 

phone number) is available on page 1.  
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6. When you have finished reviewing and/or editing the form, proceed to the bottom of page 2 

and complete “Section 4: Employer Certification (to be completed by the employer).” Click on 

each box next to its corresponding field to fill in your name, title, phone number and email. We 

recommend using the same general HR email you provided the employee when completing 

this section.  

 

 
 

Once you complete all fields, click on the yellow box that says “Sign,” located in the middle of 

the “Authorized Official’s Signature” field to proceed with signing the document. 

 

7. A pop up will appear once you click “Sign” asking you to “Adopt Your Signature.” Enter your full 

name and initials on the corresponding field box. Then, select one of the following signature 

options: 

• Select Style – this allows you to select a signature style from a catalog of auto-generated 

signature types 

• Draw – this allows you to hand-draw your signature using your mouse pad 

• Upload – this allows you to upload an image/photo with your signature 

 

Any of these signature options will work if you are e-signing the PSLF Form using FSA’s 

DocuSign feature. However, if you are signing a manual electronic PSLF Form (i.e., the employee 

sent you their PSLF Form as a PDF attachment via email, not through the PSLF Help Tool 

DocuSign feature), please note only hand-drawn signatures (drawn digitally using a mouse pad 

or uploaded images/photos of wet hand-drawn signatures) are allowed.  
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8. Once you are finishing signing, a “Finish” button will appear both at the bottom of the page and 

on the top right-hand corner. Review your work and click on either “Finish” buttons when you 

are ready to submit the document.  

 
 

 

9. Once you click “Finish”, another pop up will appear asking if you want to “Log in” to DocuSign to 

view the document. This is not a requirement to finish submitting the document, so you can 

click on “No thanks”. 
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10. Once you are finished signing, a new page will appear saying “You’ve finished signing!”.  

 
 

 

11. You should also receive a confirmation email that you signed the PSLF Form as well as a copy of 

the completed and signed form.  
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Manual PSLF Forms 
Some employees may prefer to not use the DocuSign feature and instead opt to manually sign the PSLF 

Form. If the employee uses a printed version of the form or sends you a PDF version of the form, see a 

list of acceptable and unacceptable signatures below: 

Signature Examples for Manual PSLF Forms 

Signature Type Yes/No 

Hand drawn from signature pad, mouse or finger 
 

Typed signature using a cursive font or any other font 
 

A scanned photo of a signature that was hand drawn on paper 
 

A digital certificate-based signature 
 

A wet signature that was drawn in ink and sent in its original format 
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