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BEGIN A LOAN APPLICATION

GUS 4

Guaranteed Underwriti ng System

Welcome to Begin a Loan Application, presented by USDA’s Single Family Housing
Guaranteed Loan Program!
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Training Objectives

* Access GUS on USDA LINC

* Import a loan application

* Manually enter a loan application

The training objectives include:

» Steps to access GUS from USDA LINC

* How to import a loan application into GUS, and

* How to manually begin a loan application in GUS.
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Access GUS: USDA LINC
https://usdalinc.sc.egov.usda.gov/
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To access GUS users must go online to USDA LINC. The web address is provided on the
slide.

Select “RHS LINC Home”.



Access GUS: USDA LINC, RHS Home Page

https://usdalinc.sc.egov.usda.gov/RHShome.do

United Sastes.

USDA
= i USDA LINC Lender Interactive Network Connect

Under the “Single Family Guaranteed Rural Housing” menu, select “Guaranteed
Underwriting System (GUS).”
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The e-Authentication Log in page will display.

Users that have an activated e-Authentication User ID and password will be able to enter
these credentials and select “Login.”
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Welcome Screens and Menu Options
* Approved USDA Lenders

* Lender Agents
— One Approved Lender
— Multiple Approved Lenders

Once the user successfully logs into GUS, the Welcome Screen and Menu Options available
will vary if the user is:

* An Approved USDA Lender,

* A Lender Agent associated with only one USDA Approved Lender, or

* A Lender Agent associated with multiple USDA Approved Lenders



GUS Welcome Page: Approved Lender
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Upon a successful login the GUS welcome page will display. This slide shows the welcome
page for a USDA Approved Lender.

The left side menu will allow approved lenders to:

* Import a New Application,

* Manually enter a New Application,

* Access an Existing Application,

* Authorization will allow Security Administrators to add, modify, or delete GUS users,
* Logoff, and

* Review the GUS User Guide.



GUS Welcome Page: Lender Agent
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The Welcome Page for a Lender Agent that is only associated with one USDA approved
lender in GUS will allow for different menu options:

* Import a New Loan Application,

* Manually enter a New Application,

* Access an Existing Application,

* Logoff, and

* Review the GUS User Guide.
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Lender Agent
Associated with multiple approved lenders
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Select A Lender

Select o Lender You Wish 10 be awociated Wieh During this GUS Session.
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When a Lender Agent logs into GUS and they are associated with multiple USDA approved
lenders, the first GUS screen will ask the user to select the lender they wish to be
associated with during this GUS session.

The Lender Agent will be identified.

The red message states: “You are currently assigned a security role of Lender Agent for
multiple USDA lenders in GUS. Select the lender you wish to be associated with during this
GUS session and press the Submit pushbutton.”

Each approved lender the Lender Agent is affiliated with will be displayed. The user must
select the radio button next to the lender they wish to either:

1. Submit a new loan to through GUS, or

2. Access an existing loan that has already been entered or submitted in GUS.
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Lender Agent

Associated with multiple approved lenders

P Thirg Party Originater (TPO) BANK. NA
Lender you ¥ with: CITY MORTGAGE

o reccrds found that mest the SEarch criterna entered.
Please reiry, changing your search critenia.

The next screen the Lender Agent will be directed to is the “Loan List / Loan Search” which
will allow the user to review all loans they have began or submitted to the selected
approved lender.

The Third Party Originator, also known as the Lender Agent’s company, will be listed.

The lender the user selected will also be displayed. If the user does not wish to be viewing
this lender, they can click on “Select A Lender” from the left menu. This will return them to
the previous screen where they can select a different lender.

Lender Agents may select the following options from the left menu:

Return to Home,

Select A Lender, which will allow the user to review existing loans entered with this
approved lender,

Import a New Loan Application,

Manually enter a New Application,

Logoff, and

Review the GUS User Guide.
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Both user types have two options to begin a loan application in GUS.
The first option is to “Import New Application.”

This option will allow lenders to import an existing loan application from their eligible Loan
Origination System (LOS) into GUS. Most LOS systems are able to connect to GUS.



Import New Application

Request Import of New Application

Dug PP are when a user successtully imports a file multiple times.

GUS supports either MISMO Version 2.3.1 AUS or Fannie Mae Version 3.2 (RDL) file formats. Import file must
be in one of these file formats.

Enter the fllename or select "browse” o locate the filename of the application you would like to import

Fllename Browse

The Import New Application screen will appear.

Users may select “Browse” to locate the loan file they wish to import into the system, and
then choose “Submit.”

12



Import New Application

Request import of New Application

Pleass walt while your request to import a loan application is processed.

() Import Suceessful - Press OK - You will be taken to the Eligibility Page with the Submit Application Errors Page
presenting required data for preliminary | final submission.

Lo ]

A message will appear while the import loan application request is being processed.

When the import is successful a pop up box will appear. The user will be taken to the GUS
Eligibility after two additional pop up boxes are reviewed as applicable.

13
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Import New Application

Data Modified by GUS during Import

One or more attributes were initialized in GUS database because the imported value was not
compatible with GUS format, valid values or amount ranges. Data modified is list below
Correction may be made directly in GUS- see Page Association/ Name of Attribute Changed for
location of field in GUS

Close | |Print

Change Associated With Specific Pages:

"
Borrower . Pa‘go.__ Namohof Amibute Data Rec'd Changed Reason forthe

a Import File TO Chanae
Primary

Loan Data format invalid
Terms Occupancy Investor tngsluen for GUS

Loan ; ] Diata format invalld
Terms Amortization Type AdjustableRate Fixed for GUS

Loan Numeric valug
Terms No. of Months 450 360 exceeds GUS limits

The first potential pop up box is “Data Modified by GUS during Import.”

This pop up box alerts the user that one or more data fields may have changed from what
was entered into their LOS as compared to what is now awaiting review on the
corresponding GUS application page.

Why would data change? Perhaps the upfront guarantee fee or annual fee was
miscalculated in the LOS system. GUS will change these amounts based on the total loan
amount.

Regardless of what the change may be, GUS specifically lists the data fields the lender
should be aware were changed.

The changes are clearly outlined by: borrower (if applicable), GUS application page and
data field.

GUS also states what was imported and compares it to what it was changed to in order to
meet GUS data field selections. The reason for the change is also explained.

All data fields may be modified by the lender as they review each GUS application page.

14
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Import New Application

Errors Associated with Specific Pages:

Page

Association Borrower  PRELIM FNL

Submit

Application Customer, Ken Y. i
Eligibility ¥ Y
Y Y
1 Y
Y Y
0y 4
Borrower Customer, Ken Y

Submit Application Errors 2

Close | |Print

Description of Error

Current Credit Report required.

County must be selected
MSA must be selected

Derfved Number of Peopie in Household
must be greater than zero

At least one applicant must have some
monthly Income

Gross income should be greater than $0 49
Income eligibiiity cannot be determined.

Marital Status must be selected

Years and/or Months at Present Address
must be entered

The second pop up box will be “Submit Application Errors.”

No need to panic! The loan file was just imported. There will be data fields specific to GUS
that are not part of a lender’s LOS application. No worries. Just review each GUS

application page and fill in the blanks.

This pop up box may likely appear later in the loan process before a final underwriting

submission occurs to ensure all required data fields are complete.

Again GUS is very user friendly. The exact GUS application page, Borrower (if applicable),
and error is displayed. GUS also states if the data field is required to be completed for a

preliminary or final underwriting submission.

There may be additional pop up boxes such as the “GEO CODE” box for property address.
The user may close these boxes and continue to double check all data entry on the GUS

application pages.

15



GUS Navigation Toolbar s

Borrower

Approved Lender
Imported Application
All application pages are e
available for review/access. e

Credit / Underwriting

Uploaa Documents

Reques! Forms

Loan List

GUS User Guide

Withdraw Application

When a loan is imported into GUS, every application page will be available to the user. You
can view, enter data, and select any available application page you wish.

This slide displays the GUS Navigation tool bar that is displayed for Approved Lenders.
The GUS User Guide is always available to assist with user questions. The “Withdraw

Application” button is also always available to allow the user to cancel an application in
GUS at anytime.
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Eligibility

GUS Navigation Toolbar

Loan Terms

Lender Agent Sommar
Imported Application R

Assets and Liabiliies

All application pages are

available for review/access. Addional Data

Validate Application

View Findings

Request Forms

Loan List

GUS User Guide

Withdraw Application

This slide displays the GUS Navigation Toolbar for Lender Agents. Upon a successful file
import, agents will also have full access to all available GUS application pages.
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Import New Application Tips
1. Imports occur from an exported file from an eligible LOS

Let’s wrap up importing a loan application with a few important tips!

1.

2.

Loans are imported from an exported file from the lender’s eligible LOS system.

Be aware of what occurs when you import the same loan application into GUS.
If you have made changes to a loan application in your LOS system, importing the loan
file back into GUS will not “over-write” the existing GUS loan file.
Every loan imported into GUS will create a new loan file. This new loan file will have a
brand new GUS Application ID generated.
When multiple loans exist in GUS for the same applicant, the “multiple application” rule
will appear on the GUS Underwriting Findings Report. Lenders must submit
explanations to USDA when a final underwriting submission is executed for loan files
with this message. USDA will review the explanation and previously entered
applications to ensure the lender did not enter a “fresh” application into GUS in order to
avoid a full documentation submission, ensure there is no data manipulation, etc.

18
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Import New Application Tips
3. Credit reports do not import

* Users may reissue an existing report or order a new credit
report on the “Credit/Underwriting” application page

4. Some data fields may be altered

* GUS will list the data that may have been altered during
import to meet data field criteria

The credit report does not import with the loan file from the LOS.
Users may reissue an existing report or order a new credit report from the
“Credit/Underwriting” GUS application page.
A preliminary or final underwriting submission cannot occur without a valid credit report
included in the GUS loan file.

Some data fields may be altered or changed following a successful loan file import.
If data is changed or altered, GUS will alert the user with the “Data Modified By GUS”
pop up box.

GUS does not make data changes without notifying the user.

19
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Import New Application Tips
5. Do not import and forget

* Imported files do not constitute a complete loan
application

* Review each application page and data field entries to
ensure accurate data is recorded

5. Do not import the loan file and then assume all is well.

Imported files do not constitute a complete loan application.
Review each GUS application page. Review all data fields. Ensure the entries are correct
and supported with documentation in the permanent loan file.

20



The second loan application option is the manual entry of all loan data.

Users may select “New Application” to begin manual data entry.

21



New Application

%EE'@_E_”/“’: = ! e —— T

oy
p— T v
ey WA it v W Bt (e b
ot Pty Uity Cinghn, Prageet; Uy
Rascit teom Checking Propery E3giiny
Frepemy Digaaty 5 AT

s ot Batmees e 48 et Cot Dot o Fo T Skt +4

P wa
s )
i) el i)

Fravmets | Homavied | s

The first GUS application page that will appear for completion is “Eligibility.”

22



GUS NaVigation Toolbar Eligibility

Loan Terms
Manual Entry S

Complete first three pages to Save
an application:

* Eligibility

* Loan Terms

* Borrower

GUS User Guide
Withdraw Application

When a loan is manually entered into GUS, the user must complete the first three
application pages before the other application pages will be available for data entry. The
first three application pages are:

1. Eligibility

2. Loan Terms, and

3. Borrower.

The GUS User Guide is always available to assist with user questions. The “Withdraw
Application” button is also always available to allow the user to cancel an application in
GUS at anytime.
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GUS Data Fields

Lender Loan GUS Application
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Lown Temns Type of Mortgage and Terms of Loan

L'

*: Required data field to Save the application page
P: Required for Preliminary underwriting submission
F: Required for Final underwriting submission

As the user progresses through the GUS application there is a reminder at the top of each
page in regards to data fields.

Data fields that have an asterisk beside them are required to be completed in order to Save
the application page.

A “P” indicates the data field must be completed in order to submit a preliminary
underwriting submission.

A “F” indicates the data field must be completed in order to achieve a successful final
underwriting submission to USDA.
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GUS Loan Data Entry

Imported files or manual data entry

* Data must meet 7 CFR 3555 and HB-1-3555 requirements
* Data must be supported with documentation

* Loans may only be final submitted to USDA when the
approved lender’s underwriter approves the loan file

* USDA is available to respond to questions

Regardless of the data entry method:

Data entered must meet the program regulation and the technical handbook
requirements.

All data entered must have supporting documentation retained.

Loans may only be submitted to USDA when the USDA approved lender with GUS
approval has fully underwritten the loan file and approved it.

USDA is always available to assist with any questions from GUS users.

25



GovDelivery Sign up
https://public.govdelivery.com/accounts/USDARD/subscriber/new?qsp=USDARD 25

Emaii Updates
To sign up for updates or to access your subscriber preferences, please enter your contact
information below.

*Email Address

Submit Cancel

Please sign up for GovDelivery messages. USDA sends out origination (including
GUS) and servicing messages to alert lenders of new publications, clarifications, and
additional program updates.

26
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Thank you for supporting YOUR BUSINESS
the USDA Single Family

Housing Guaranteed Loan
Program!

Thank you for supporting the USDA Single Family Housing Guaranteed Loan
Program! We appreciate the opportunity to help you serve more rural
homebuyers!

27



In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) civil rights
regulations and policies, the USDA, s Agencies, offices, and employees, and institutions participating in
or administering USDA programs are prohibted from discriminating based on race, color, national origin,
religion, sex, gender identity (including gender expression), sexual orientation, disabiity, age, marital
status, family/parental status, income derived from a public assistance program, political beliefs, or
reprisal or retaliation for prior civil rights activity, in any program or activity conducted or funded by
USDA (not all bases apply to all programs). R dies and compk fiina deadli vary by prog or

incident.

Persons with disabilties who require alternative means of communication for program information (e.g.,
Braille, large print, audiotape, American Sign Language, etc.) should contact the responsible Agency or
USDA's TARGET Center at (202) 720-2600 (voice and TTY) or contact USDA through the Federal Relay
Service at (800) 877-8339. Additionally, program information may be made available in languages other

than Englich,

To file a program discrimination complaint, complete the USDA Program Discrimination Complaint Form,
AD-3027, found online at How to File a Program Discrimination Complaint and at any USDA office or
write a letter addressed to USDA and provide in the letter all of the information requested in the form.
To request a copy of the complaint form, call (866) 632-9992. Submit your completed form or letter to
USDA by: (1) mail: U.S. Department of Agriculture, Office of the Assistant Secretary for Civil Rights,
1400 independence Avenue, 5W, Washington, D.C. 20250-9410; (2) fax: (202) 6%0-7442; or (3] email:
program.intake@usda.gov.

USDA & an equal opportunity provider, employer, and lender.
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This will conclude the training module. Thank you and have a great day!
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