Electronic Application

Submission Using eForms
gS_I_);A Rural Development August 18’ 2020

_ U.S. DEPARTMENT OF AGRICULTURE

This webinar is on the use of the eForms site for Single Family Housing (SFH) Direct
Section 502 and 504 applications. Your host today is Ashley Nelson, Finance and Loan
Analyst in the Single Family Housing Direct Loan Origination Branch.
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eForms

» eForms allows applicants, loan application
packagers, self help grantees, and others
to submit applications electronically.

* Applications that are “accepted” in eForms
upload into UniFi automatically where they
can be ‘parsed’ for further processing.

» Section 502 Direct and Section 504 Direct
Applications are accepted via eForms.

* Intermediaries and state approved opt-out
packagers under the certified loan
application packaging process are required
to submit applications via eForms.

eForms allows applicants and individuals working on behalf of the applicant to search for
and complete forms requesting services from Rural Development (RD). With the eForms
site, users can electronically submit a direct loan application package including all items
needed by the Agency to determine applicant eligibility for either the 502 or 504 program.
Using eForms is beneficial to both the submitter and the Agency.

For the submitter, eForms provides a convenient and secured way to submit a loan
application package to the Agency that contains all the required documents.

For the Agency, eForms streamlines the application process and reduces paper consumption.
Intermediaries and certified state approved opt-out packagers are required to submit

applications through eForms. The goal is to increase eForms usage among other groups like
non-certified packagers, self-help grantees, applicants, and others.
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Resources

+ User Guide available on SharePoint (RD Staff Only)

+ Training Video with Handouts, User Guide, and List of State Points of Contact
+ Single Family Housing Direct Home Loan website
 Direct Loan Application Packagers website

* RD Help Desk
» 1-800-457-3642, select USDA applications (2), Rural Development (2)
+ RD.HD@USDA.GOV

The User Guide is available on the Direct SharePoint site under Certified Packaging-eForms
for RD staff.

The User Guide, Training Video with Handouts, and a list of State Points of Contact can be
found on the Single Family Housing Direct Home Loan website (“To Apply” tab)
(https://www.rd.usda.gov/programs-services/single-family-housing-direct-home-loans) and
the Direct Loan Application Packagers website (Trainings/Webinars Section)
(https://www.rd.usda.gov/programs-services/services/direct-loan-application-packagers).
The links are available in the training notes.

The State Point of Contact for eForms is familiar with your state’s processing structure and

eForms state processing plan. Users that encounter technical problems should direct
questions to the RD helpdesk.
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The 3 major steps of eForms

1. Submit a Package
2. Agency Review
3. Import into UniFi

eForms is an easy process with three major steps including Submit a Package, Agency
Review, and Import into UniFi. Both the submitter and RD staff must use Internet Explorer
when accessing eForms to submit or review packages, using other browsers will result in
errors when attempting to open Form RD 410-4.
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Step 1:

Submit a Package
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eForms — eAuthentication account

To submit loan application packages via eForms, users must:

EFORMS QUICK REFERENCE GUIDE

Step 1: Obtain a USDA eAuthentication account with a verified identity.
‘Click on hitps://wwiv.eauth usda gov/eanthb/usda‘registration.
Select “Customer™ and click continue. Enter your email address and click submit.

* Obtain an eAuthentication ID and

o

o
o Y il v tice that il has b t lete the registrati 3
password 5 Yo il oo it el e b o ol e g T
email will be from donotreply icam@ocia veda gov. Check vour junky/'spam folder if vou do not see the
. s . . email in your inbox.
* The individual must Ver|fy their o Tn the cmail, click “Continue Registration™, enter the i ion (be sure to enter the
. . e . information exactly how it shows on your government issued ID), and select 2 password for your
ide nt|ty to have the abil |ty to submit <Authentication accouat. Once the password is accepted, click submit.
o At the top of the page, click “Manage Account™ m
o From the dropdown menu click “Update Account™ e
a package 2 Ty e o gaed iyt <Auteieuon o,y

will be directed to the log in screen. Enter your User ID Customer Acce
(email) and password -
Scroll to and click “Verify My ldentity” (as seen el iy leatity here).
On the Verify Identity screen. select “Verify my identity online (recommended)” and click continue.
Read the disclaimer and terms of service and click “T Agree”

* eForms Quick Reference Guide
provides guidance on obtaining an Faidhcompeing o abis T e o ook g cmment s phot D ad sk
eAuthentication account o e e identity verification questions. If all five questions are answered correctly, the next screen

will state you have successfully completed the online identity verification process. If online verification
is unsuccessful. you can retry the identity verification process or you can submit your application
through another acceptable means.

o For technical assistance with eAuthentication accounts contact eAuthHelpDesk@usda gov or
1-800-457-3642 (Option #1).

oo

To apply in eForms, the user must have an eAuthentication account with a verified identity,
formally known as Level 2 access. eAuthentication accounts are based on an individual, not
an organization; therefore, each staff member that will be submitting packages through
eForms for the intermediary, certified and non-certified packager, and self-help grantee will
need an eAuthentication account.

An applicant submitting a package directly through eForms (who isn’t working with a
packager) must obtain an eAuthentication ID and password. If the applicant’s loan closes, this
eAuthentication ID and password can later be used to make mortgage payments online.

The eForms Quick Reference Guide in the Standardized Application Package provides step
by step guidance on obtaining an eAuthentication account for submitting a package using
eForms. The user must verify their identity when completing the eAuthentication setup by
answering five identity questions online. If online verification is unsuccessful, the user can
retry the online process, make an appointment to meet a Local Registration Authority at a
service center, or submit the application through another acceptable means. Packagers or
applicants can find information on Local Registration Authority locations using the link
provided in the speaker notes. (https://offices.sc.egov.usda.gov/locator/app?type=Ira)
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Submit a Package

Navigate to the eForms website and login:
http://forms.sc.egov.usda.gov/eForms/welcomeAction.do?Home
Browse forms from the menu options and search Form Number 410-4
Open or export Form RD 410-4 OR Select “Upload 1003 Form”
Complete Form RD 410-4 (if not uploaded) and “Submit”
Name the package and select the county/RD office combination
Attach required documents for a complete application (Attachment 3-J or 12-E)
Packagers:

* Include items listed in Attachment 3-A

* Follow the Stacking Order Checklist
Submit the Package

The submitter, including applicants and packagers, follow these steps:

Navigate to the eForms website and login with the eAuthentication ID and password.

Browse the forms to locate Form RD 410-4.
Complete Form RD 410-4.

The user names the package and selects the county/RD office combination that will receive

the application.

They attach documents required for a complete application based on Handbook-1-3550,
Attachment 3-J or 12-E. Packagers must also include items outlined in Attachment 3-A and

follow the Stacking Order Checklist.
Lastly, they click submit and receive a confirmation number.

The following slides provide more details on this process.
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Login to eForms:
https://forms.sc.egov.usda.gov/eForms/welcom

USDA Uniled States Depariment of Agricultura
Zal Service Center Agencies eForms

m About eForms ; Help : ContactUs ;

You are here: Home

| eForms
b Eiee Fams Welcome to the USDA Service Center Agencies eForms.
: eForms allows you to search for and complete forms requesting services from Farm Service

Agency (FSA), Natural Conservation Service (NRCS), and Rural Development (RD). There are 2
ways to use the eForms site.

# You can click the Browse Forms menu option on the left of the page and search for your form.
You can complete the form, print it out and either mail or fax the form to your local service
center. A user ID and password is not required.

OR
You can complete the forms online and submit the forms electronically to your local service
center. You will be able to save the forms to use again and you can package multiple forms
together to submit all at one time. You will need to obtain a USDA eAuthentication 1D and
Password with Level 2 Access, which you can do by registering below.

If you already have a USDA eAuthentication 1D and Password with Level 2 Access, you can Login
below.

Login Register

USDA.gov | Farm Service Agency | Natural Resources Conservation Service | Rural Developmant
FOIA | Accessibility Statement | Privacy Policy | Nan-Discrimination Statement | Information Quality | USA.gov | White House

The submitter will login to eForms using the eAuthentication ID and password.
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Browse for Form RD 410-4

od Stales Department of Agricullure

brvice Center Agencies eForms

IC75M AbouteFoms | Help | Contact Us | Logof

Vou are here: Home:

eFon.

Welcome to the USDA Setvice Center Agencies eForms.

Work eForms allows you to search for and complete forms requesting services from Farm Service
O RHIBC Agency (FSA), Natural Conservation Service (NRCS) and Rural Development (RD). Some of the
features of eForms are:
TaCinslopackane USDA.  Unite States Departmen of Agriuiture
» Saved Fo You can complete forms and save them in your Saved Forms Workspace. = p

smvitn You can put multiple forms in a package and save it in your Saved Packages Workspace. Sl Service Center Agencies eForms
You can submit forms or packages electronically to your local service center.
You will receive notice if your form or package has been accepted for processing or if it is -
+ Import External Ferm being returned for additional information. Home | AbouteForms | Help | ContactUs ; Logoff
m Your signature will be processed electronically on specific forms. See the form instructions to

determine if a form is eligible for electronic signature.

» Saved Packages

You are here: Home / Browse Forms Search
eForms
T HaEaeC e ckages To get started, click Browse Forms on the left of the page and search for a form.

» Gosign Packages The forms on this site are in PDF format. You will need to have the free Adobe Acrobat Reader Browse Forms

installed on your computer. Work
lorkspace
b Recelved Packages i You may search for a form by completing any of the fields below or just dlick Search for a list of
loutoc | » Craate Package all forme.
b Collecting Signatures + Saved Forms

Packi
» Pending Packages » Saved Packages

Agency Name: [an

 Import External Fo Program Name Al
+ Completed Packages Import External Form [

Service Name: [an
+ To Cosign Form Number:
» Package

Title or Keywords:

» Recelved Packages

Show Results: 10 Per Page 4
USDA.gov | Farm Serviea Agancy | Natural Resources Consarvation Sarvice | Rural Developmant
FOIA | Accessibility Statement | Privacy Policy | Non-Discrimination Statement | Information Quality | USA.gov | White House

+ Callecting Signatures
» Pending Packages.
+ Completed Packages

» To Cosign
» Package

USDA.gov | Farm Sarvice Agancy | Natural Ressurces Conservation Sarvica | Rural Davalopmant
i s =, ol o0 Diccrimi ent | 10 o

peiv: lic, | Non-Discrimination Stats otion

Click Browse Forms, enter 410-4 in the Form Number, and click Search.
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Form RD 410-4, Uniform Residential Loan Application

» There are three ways to complete Form RD 410-4:
* Import the industry standard Form 1003 (intermediaries only),
* Complete the 410-4 online within eForms, or

* Export the 410-4, complete offline, and then import the completed form into
eForms.

Always make sure the

instruction icon appears i g,f -7
next to the 410-4 being -
submitted!

There are three ways to complete Form RD 410-4:

I. Import the industry standard Form 1003; this is only available to
intermediaries that have a system prefigured to “talk” with the eForms site.
This option is not typical and is never used by applicants.

2. Complete the 410-4 online within eForms.
3. Export the 410-4, complete offline, and then import the completed form into
eForms.

The Form RD 410-4 in eForms must be used to submit an application. Always make sure
the instruction icon, as shown, appears next to the 410-4 being submitted. Submitting an
incorrect version or multiple versions of the 410-4 will result in errors within eForms. The
410-4 in the Standardized Application Package cannot be imported into eForms, applicants
must use the version available in eForms only.

August 2020
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USDA  United States Department of Agreuiure

@l Service Center Agencies eForms

Workspace
i We have found 1 forms which satisfy your search criteria. You may now view any of the forms.
- Cragie Packnos below by dlicking on the form number. To see the instructions on how to complete the form, click
on the instruction button in the Help column.
» Saved Forms
To view these forms, you will need to have the free Adobe Acrobat Reader installed on your
» Saved Packages Kot

¥ Import External Form
B ntly tested on Internet Explorer only. You will need to have the free

on your computer.

P — When viewing a form, please have only one browser window open.

» Cosign Packages 1-1of1

+ Recelved Packages Form Number Form Title Help.

(@)
» Collacting Signatures RD 410-4 Uniform Residential Loan Application Upload 1003 Form

+ Pending Packages

Subr

Fom RD 4104
» Gompleted Packages ®Rev. 1006)

Form Approved
Posiion 3 e N a5 0172
APPLICATION FOR RURAL ASSISTANCE (NONFARM TRACT)

Request . Uniform Residential Loan Application
+ To Cosign o

applicat 1
I Packags ]

LTYPE OF MORTGAGE AND TERMS OF LOAN
[Ager

I PROPERTY INF ND PURPOSE OF LOAN

To complete the 410-4 online, the submitter will click RD 410-4 to open the form,
complete, and click “Submit.”

The applicant or packager should not add comments in the application data fields, such as
'not working' or 'not applicable', as this will cause errors.

If a user does not see Close, Save, Submit at the top of the 410-4, there could be one of
two common problems.

1. The submitter did not verify their identify during eAuthentication account setup.
Therefore, the access level allows forms to be viewed, but forms and packages cannot
be submitted to the Agency. The submitter will need to return to the eAuthentication
website, login, and complete the verification process.

2. The browser settings need to be adjusted in order to fully use Acrobat DC Reader, see
the user guide for additional information.
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410-4: Export, Complete Offline, and Import Completed Form

USDA.  Unies States epariment of Agreuitura

Z Service Center Agencies eForms

Home : AbouteForms i Help : ContactUs :

“Yau are here: Home / Search / Forms

Browse Forms

eForms

» Browse Forms

Workspace

we have found 1 forms which satisfy your search criteria. You may now view any of the forms
V. Craate Fackage below by dlicking on the form number. To see the instructions on how to complete the form, dick
on the instruction button in the Help column.

USDA,  Untec States Geparment o Agricuitra

+ Saved Forms Zmml Service Center Agencies eForms

To view these forms, you will need to have the free Adobe Acrobat Reader installed on your

b Saved Packages computer.
» Import External Form H
P The forms have been currently tested on Internet Explorer only. You will need to have the free Contact Us
m Internet Explorer installed on your computer.

Vou are here: Home / Import Form

Import External Form

T When viewing a form, please have only one browser window open. | eForms

b Cosign Packages 1-1of1 » Browse Forms

b Recelved Packages

+ Collacting Signatures RD 410-4 Uniform Residential Loan Application Upload 1003 Form

+ Pending Packages

s S

- Workspace
R B R TEHe This import facility allows specially prepared eFarms forms to be imported from your personal

» Craate Package computer after they have been edited off-line. The following list of forms may be imported, if they
b Saved Forms are the correct revision:

Importable Forms List
NRCS-CPA 414
NRCS-CPA-1200 NRCS-CPA-1200
NRCS-CPA-41 NRCS-CPA-41

* Import External Form

Inbox

RD 410-4
» Relurned Packages
¥ To Cosign oe! RD 3555-16
b Package b Coslgn Packagas RD 3555-21E
G Please select the form you wishes " adaglick on the add button to
import the form into ype@AYed Forms area.

USDA.gov | Farm Service Agency | Natural Resources Conservation Service | Rural Development

b Collecling Signatures PDF File:

+ Pending Packages saved Form Name: |

» Gompleted Packages

» To Cosign
+ Package

USDA.gov | Farm Service Agency | Natural Resources Conservation Service | Rural Development
FOIA | Accessibility Statement | Privacy Policy | Non-Discrimination Statement | Information Quality | USA.gov | White House

To complete the 410-4 offline, the submitter will click “Export Form for Offline
Completion”. The form is saved to the desired location where the submitter can complete
the form at their convenience.

When the application is ready for submission, the submitter will login to eForms. Select
“Import External Form”, click on Browse to locate and select the saved 410-4, enter the
Saved Form Name, and click “Add.”

The form is added to the Saved Forms in eForms.

August 2020
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410-4: Export, Complete Offline, and Import Completed Form
Create a Package

Package
eForms >

Groate Package
pa
:

What kind of package would you like to create?
Create a Custom Package B . oo package s created by adling any forms fam yeur Saved Forms area.
eated with blank copies of all of the forms associated with that service,

b Import External Form

lease select the forms by checking the box next to the form name to be i in the package.
ackage and submitting it to a service center will not remove it from your

Select the imported 410-4.

+ Saved Packages Name Status. Last Saved Actions

Active 08/03/2020
Continue)) (Gancel
» Returned Packages (Gontne] (oanee)
» Cosign Packages

REGTTE Vou are here: Home f Creats Package / Custom Package / Name Package
Crate Package
Workspace

Enter a Package Name & Create the Package

© Saved Forms

+ lmport External Form

Please enter a unique name for this package.

Package Name:

+ Saved Packages USDA Receiving Agency:|Rural Development

+ Import External Form Create Package

Next the submitter clicks “Create Package” and Selects “Custom Package.” A list of all

saved forms is displayed. The submitter will choose the desired 410-4 by checking the
“Add to Package” checkbox and clicking “Continue.”

The next screen requires the Package Name and the USDA Receiving Agency should prefill
with Rural Development. Please note, the package name is only seen by the submitter but

can be used by packagers to distinguish between applicants’ packages within the Saved
Packages workspace.

The submitter clicks “Create Package.”

The package 1s moved to Saved Packages.
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410-4: Export, Complete Offline, and Import Completed Form
Saved Packages

USD United States Department of Agriculture

Gl Service Center Agencies eForms /

Home | AbouteForms | Help | ContactUs | Logoff
H eForms “ou are here: Home [ Saved Packages

+ Browse Forms Saved Packages
Workspace

These are the packages you have previously saved. You may submit (2 or detete (K these
b Create Package

packages, and if you open them up you may add, edit or delete the forms they contain. You open
packages by dlicking on their name.
b Saved Forms

+ Saved Packages TATEES Last Updated

v Import External Form Doe, John

¢ Returned Packages

Agency Actions

08/03/2020 RD

I+ Cosign Packages

b Racelved Packages

| Outbox |
© Collecting Signatures
+ Pending Packages

+ Completed Packages
+ To Cosign

+ Package

USDA.gov | Farm Service Agency | Natursl Rescurces Conservation Service | Rural Davelopment
FOIA | Accessibility Statement | Privacy Bolicy | Non-Discrimination Statement | Information Quality | USA.gov | White House

In Saved Packages, click the submit icon under the Actions column.

The next steps require the submitter to select a RD office to receive the package.

14



eForms Quick Reference Guide

+ States/Field Offices should complete the eForms Quick Reference Guide, Step 7 with the
appropriate information according to your state's eForms processing plan.

Step T: For easier selection of the office location, click Text Version

Browse Forms

Fiease cick on  previcusly sefecied se-vice center ar use the mes to —
select & rew servics center:
Select the following state/county/RD Office combination in eForms:

State:
County:
ED Office:

The eForms Quick Reference Guide in the Standardized Application Packages is completed
by the State or Field Office and instructs the applicant of the correct State, County, RD
Office that should be selected when they submit their application via eForms.

For centralized states: all offices may use the same intake site indicated on the eForms state
plan; for example, lowa, Polk County, lowa NRCS/RD State Office (which is the site name
as it appears in eForms). For non-centralized states: Field Offices will use the state and
county in which the office is located; for example, Tennessee, Knox County, Knoxville Area
Office for the 16 counties serviced by the office.

eForms will still provide submitters with all site locations; therefore, some applications
could be submitted to the incorrect office for intake. These packages must be redirected by
RD staff to the correct intake office within eForms; redirecting is discussed in this
presentation in Step 2: Agency Review.

Intermediaries, certified and non-certified packagers, and self-help grantees should contact the
State Office or eForms State Point of Contact before submitting a package in order to submit
to the correct intake office. If the packager is selecting the wrong intake office, please have
the State Office or eForms State Point of Contact communicate with them regarding the
process.

August 2020
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Select the State, County, RD Office

Please click on a previously selected service center
nter:

r or use the map to
select a new service cei

Name Address

300 COMMUNITY WAY
Bl BraNDON SERVICE CENTER BRANDON
WS, 39042-2573

4730 NEW HARVEST LN
KNOXVILLE SERVICE CENTER KNOXVILLE

c USDA. Urited Statss Department of Agruitura
T aranaTene ZE Service Center Agencies eForms /
Home | AbouteForms { Help { ContactUs | Logoff
T Wouare here: Home | Saved Packages State
Saved Packages
Workspace
» Creae Package
b+ Saved Forms

» Savad Packages
2 8| arizona

+ Import External Form

» Retumed Packages
+ Gosign Packages
+ Recelved Packages.

+ To Cosign
» Package

When selecting an RD Service Center, the submitter can make a selection by clicking a
specific area on the map or they can select text version (which is located in the upper right
corner) to select an area through the text list of the map. For intermediaries or packagers
that have submitted application packages in the past, a list of previously selected RD
Service Centers appear above the map for quick selection. The test version is recommended

since it simplifies the process. By selecting Text Version, a list of states in alphabetical
order is displayed. The submitter will click on the desired state.
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Select the State, County, RD Office Continued

USDA  Untas States Departmont of gricutura
SEEl Service Center Agencies eForms

eForms

> Browse F
Workspace

b Create Package

v Saved Forms.

» Saved Packa;

¥ Import External Form

b Returned Packages
b Cosign Packages
» Received Packages

v Collecting Signatures
b Pending Packages
» Completed Packages

b To Cosign
b Package

Home | About eForms | Help | Contact Us

Vou are here: Home | Saved Packages  Sate / County
Saved Packages

You have chosen Towa. Please click the county fram which you wish to select the service center
to submit your package:

ADAIR DAVIS JEFFERSON POCAHONTAS
ADAMS DECATUR JOHNSON POLK
ALLAMAKEE DELAWARE JONES POTTAWATTAMIE
APPANOOSE DES MOINES KEOKUK. POWESHIEK
AUDUBON DICKINSON KOSSUTH RINGGOLD
BENTON DUBUQUE Lee saC

BLACK HAWK EMMET LINN scoTT

BOONE Loutsa SHELBY

BREMER S10UX
BUCHANAN

BUENA VISTA

BUTLER

CALHOUN

MONTGOMERY WEBSTER

MUSCATINE WINNEBAGO
HUMBOLDT 0 BRIEN WINNESHIEK
DA OSCEOLA WOODBURY
Towa PAGE WORTH
JACKSON PALO ALTO WRIGHT
JASPER. PLYMOUTH

USDA.gov | Farm Sarvice Agancy | Natural Resources Consarvation Servica | Rural Davalopment

FOIA | Accessibility Statement | Privacy Policy | Non-Discrimination Staterme:

nt | Information Quality | USA.gov | White House

USDA. Uried Sates Departomet of Agruiture
Sl Service Center Agencies eForms

aForms

b Browse Forms.
Workspace

» Create Package
» Saved Forms

» Savad Packages

+ Import External Form

» Retumed Packages
© Cosign Packages
+ Regelved Packages

+ Collesting Signatures
» Pending Packages
+ Completed Packages

+ To Gosign
» Package

Home | About eForms | Help | Contact Us

iome / Saved Packages / State / County / Office
Saved Packages

You have chosen POLK county in Towa. Please select ane of the following service center offices:

Name Address Action
210 WALNUT STRM 693

I0WA NRCS/RD STATE OFFICE  DES MOINES
1, 503082119
909 E 2D AVE

INDIANOLA SERVICE CENTER  INDLANOLA

18, 50125-2892

1156 28TH STREET

WEST DES MOINES
14, 50266

RD SOLUTIONS DELIVERY DIVISION
- CONTRACTOR, BUSINESS CENTER

USDA.gov | Farm Service Agency | Natural Resourcas Conssrvation Service | Rural Davelopment

FOIA | Accessibility Statement | Privacy Policy | lion-Di

iscrimination Statement | Information Quality | USA.gov | White House

Selecting the state produces a list of counties or parishes in alphabetical order. The

submitter selects the desired county or parish. A list of offices is displayed for the submitter

to make the office selection.
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Attach Required Documents

Vou are hers: Home / Saved Packages / State / County / Office / Submit Package
EESHDS / ges / State / County / ' g

Saved Packages

Please review the following information for the Doe, John package. If it is correct, enter any
ents and att that you want Ty ckage and

ach any supporting
b Groate Fackage click on the Submit button at the battom of the page.

Description
Uniform Residential Loan Application

b Returned Packages Desc
a ription
+ Cosign Packages ere are currently no at age.

Uniform Residential Loan Application
+ Received Packages

e » Retumed Packages

Na Description
b Cosign Packages Application Processing Stage -
. Collecting Signatures I you mould ke 10 provide the service center with any conments about this package, picase Applict o Stao; pplication Processing Stage. Do
» Reelved Packages

Eligibiity-Income- Doe.PDF Eligibility- Income - Doe

>
2
g

SIS

- Doe.PDF - Doe
» Collecting Signatures

N . . Doe.POF Doe
Please select the file and enter a description of why it is being attached to this package. + Pending Packages.
D@ IR D Eligiilty-Credit -Doe.PDF Elgibility-Credit -Doe
Attachment File: Browse... Doe.PDF

Add

1 you would lie to provide the service center with any comments about this package, please
. enter them here
Description:

ut of eForms and back in again to take affect.

ILLE SERVICE CENTER
4730 NEW HARVEST LN
KNOXVILLE, TN 37918-7000
Phone Number: 8655233338
Fax Number: 8554946730

Next, the submitter will attach documents required in the Attachment 3-J for Section 502 or
Attachment 12-E for Section 504. Intermediaries, packagers, and self-help grantees will

attach additional information in accordance with the Phase 1 cover letter in Attachment 3-A.

Keep in mind, eForms is only used for Phase 1 application submittal; Phase 2, property
submittal is transmitted through email.

Intermediaries, certified and non-certified packagers, and self-help grantees should attach
the additional documents required for a complete application in the approved stacking order
as outlined in the Agency’s Stacking Order Checklist located on the Direct Loan
Application Packagers website (https://www.rd.usda.gov/programs-services/services/direct-
loan-application-packagers). Intermediaries and certified state approved opt-out packagers
are required to follow the Stacking Order Checklist. It is strongly encouraged for other
packagers since it streamlines processing.

To add attachments, the submitter clicks “Add.” On the next screen, they will browse for
the desire documents on their computer and enter a description. Clicking the “Add” button,
will add the documents under Attachments. The process is repeated until all documents
have been attached.

The attachments displayed here are based on the Stacking Order Checklist.

August 2020
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Submit the Package

eForms

b Browse Forms
Workspace

b Create Package

v Saved Forms.

} Saved Packages

b Import External Form

b Retumed Packages
b Cosign Packages
+ Recelved Packages

b Collecting Signatures
b Pending Packages
b Compleled Packages

+ To Gosign
b Package

‘You are here: Home / Saved Packages / State [ County / Office / Submit Package
Saved Packages

Please review the following information for the Doe, John package. If it is correct, enter any
comments and attach any supporting documents that you want to accompany the package and
click on the Submit button at the bottom of the page.

Forms

Description
Dog, John Uniform Residential Lean Application

Attachments
Name Description
There are currently no attachments for this package.

1f you would like to provide the service center with any comments about this package, please
enter them here

Your USDA eAuthentication account email address is anelson0: net. All
pertaining to this package will be sent to this email address. If this is not the address you wish to
have used, you must change it through the USDA eAuthentication. Any changes to your

profile will require that you log out of eForms and back in again to take affect.
You have selected the following service center:
Service Center: [OWA NRCS/RD STATE OFFICE

210 WALNUT ST RM 693
DES MOINES, IA 50300-2118

Phone Number: 5152844769
USDA.gov | Farm Service Agency | Natural Resources Conservation Service | Rural Davslﬂu!nt

FOIA | Accessibility Statement | Privacy Policy | Non-Discrimination Statement | Information Quality | USA.gov | Whits House

ved Packages

USDA Ssubmission Confirmation

I understand I am providing all information included on forms and
attachments to the United States Department of Agriculture (USDA) for
review and processing. My statements on any submitted forms and
attachments are true, and correct to the best of my knowledge and belief
and are made in good faith, I understand that a knowing and willing false
statement can be punished by a fine or imprisonment or both. (See Title
18, Section 1001, of the United States Code.)

Are you sure you want to Submit the package?

Confirm Cancel

The submitter clicks “Submit;” a confirmation page appears with the following question,
“Are you sure you want to submit the package?” Once submitted, the package cannot be
edited unless it is returned by the Agency. If the package is complete and ready for

electronical submission, the submitter clicks “Confirm.”
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Confirmation

USDA Successful Submission
You have completed the submission process for
Package Shaw.
It is now waiting USDA review for further processing.
Confirmation Number: 103923

Retain this Confirmation Number to reference this package in any future
correspondence.

You may track the progress of this package in your "Outbc *Forms Package 103923-______ __ . Submittal

Packages" folder.
e ‘FormsManager@one.usda.gov

Ok o

)
Thu 3/16/2017 10:10 AM

Package 103923 " was successfully submitted on Thursday, March 16th, 2017 at 10:09am to

HARRISON SERVICE CENTER
402 N WALNUT ST STE 127
HARRISON, AR 72601-3621

It is now pending a review for completeness. You will be notified further once this has been done
Please do not respond to this email, as it was automatically generated by the eForms system

eForms Automation

The submitter will receive a confirmation number through the eForms system upon
successfully submitting a package. In addition, an automated email containing the
confirmation number will be sent to the submitter’s email address. The confirmation

number should be retained.

Now it’s time to talk about Step 2 in the eForms process — the Agency’s review.
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Field Office

» Receives email notification of package

» Navigate to the eForms website and login
» Go to inbox and identify ‘new’ packages

» Open the package and review all attached

DA Uniet Saes Gepartmert o irctoe
@ Service Center eForms Administration

Browse Forms | Welcome to the USDA Service Center eForms.

documents [Wopoce [

Craate Package

* Accept, Re-direct, or Return the package e
» Parse application into UniFi el

Inger
Outoor
Comoeted
Aetured

Package Reguests
Regorts

The Field Office receives an email notification of the package awaiting action by RD. Field
Office staff signs into eForms and selects the inbox. Staff identifies new packages to review
for completion and takes action to accept, re-direct, or return. Accepted packages are sent
to UniFi for parsing.
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Email Notifications

+ Step 1 ends with an email notification to the submitter about a successful eForms submission and
Step 2 begins with an email notification to RD about an eForms package submittal.

From: eFormsManager @one.usda.gov [mailto:eFormsManager@one. usda.gov]

Sent: Tuesday, February 14, 2017 8:10PM

To: Urban, Michael - RD, Richmond, VA <michael.urban@va.usda.gov>

Subject: eForms Package 109200-021427259 Submittal

MICHAEL URBAN
Package 109200-021427259 was submitted by Scoff Nista on Tuesday, February 14th, 2017 at 7:09pm
Click here to review this package

Please do not respond fo this email, as it was automatically generated by the eForms system

eForms Automation

When an application package has been successfully submitted via eForms, the RD Service
Center selected by the submitter will receive an automated email notification. The email
notification will go to all staff assigned to that location regardless of program or position.
Staff in other programs should be notified not to act on SFH packages.

Forwarding the email notification does not give another person access to the package, you
must redirect the package within eForms, we will discuss this in more detail later.
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USDA. United States Department of Agricuture
Z Service Center eForms Administration
- EHE |
Home ;| AbouteForms | Help | ContactUs ; Logoff
You are here: Home / Inbox
eForms
* New — a submitted package that has Workspace
Please dlick on confirmation number to open package.
not been Opened . b Eellzlesa Confirmation Number Package Originator Status Process Date
. ) + Saved Forms. 105195-081815214 Byerly, Kim Pending 08/19/2010
. Pendlng —a Submltted package that + Saved Packages 105195-081815219 Byerly, Kim Pending 08/18/2010
. p 105195-080815312  syerly, Kim Pending 09/08/2010
has been opened without action taken Processing
. 105195-091015313  syerly, Kim New 09/10/2010
FEET | o omieiiss st or bandins
» Oulbox 105195-030420364  CustomerOne, eForms New
P @I 105925-030420365  CustomerOne, eForms New
105025-042020373  CustomerThree, eForms New
b+ Returned
105195-042520374  CustomerThree, eForms New
» Package Requests 105925-051220379 SCHWARZ, MARKUS New
» Reports 105195-031020446  CustomerTwo, eForms New 03/10/2016
102025-031020447  CustomerOne, eGovCustl Pending 03/10/2016
Management
102025-031020448  CustomerTwo, eForms Pending 03/10/2016
+ Forms 102025-032320467  VENKATRAO, IYOTHIRANI pending 03/23/2016
+ Balch Promotion 105927-041820474  CustomerThree, eForms New 04/18/2016
105027-050920478  CustomerThree, eForms Pending 05/05/2016
" 105925-050920473  CustomerThree, eForms Pending 05/08/2016
105195-050820480  CustomerThree, eForms New 05/05/2016
USDA.gov | Farm Service Agency | Hatural Resources Conserval tion Service | Rural Development
| | Privacy Policy | 1 Quality | USA.gov | Whits Houss

The inbox can contain new and pending packages.
New status is a submitted package that has not been opened by an Agency employee.

Pending status is a submitted package that has been opened by an Agency employee, but no
action has been taken to accepted, re-direct, or return the package.

Handbook-1-3550, Chapter 3, Paragraph 3.6 states applications must be reviewed within 3
business days after receipt to determine if the Loan Estimate disclosure requirement was
triggered and to determine if items are missing. Therefore, it is important for State Office
staff to run eForms reports weekly (at a minimum) to verify that there are no applications
for which an action is needed. In addition, eForms State Points of Contact must run reports
weekly to confirm application were submitted to offices with processing staft.
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Review the Package

USDA untes states Department of Agrcutuse

—
c Service Center eForms Administration

You are here: Home / Inbox / Items

eForms
» Browse Forms

Workspace

These are the forms that are contained by package 105195-050920480.

cl a form
+ Creale Package name to open and review it. Once all the forms for this package have been reviewed, you will be
able to accept, re-direct, or return this package.

» Saved Forms
Name Status Last Updated
# AttachSupportingDocs.pdf . 05/09/2016
¥ RD 410-4 A 05/09/2016

Accept Re-direct | | Return Comments| History Employee Edit | | Close

 Package Requests
+ Reports

Submit

Form RD 4104 Form Approved
(Rev. 10-06) Position 3 OMB No. 0575-0172

APPLICATION FOR RURAL ASSISTANCE (NONFARM TRACT)
Uniform Residential Loan Application

After selecting the package, open each form to review the contents. When opening the 410-
4, you must close by selecting the close button at the top of the .pdf or the system will not
recognize the 410-4 as having been opened.

Remember, the correct version of the 410-4 must be uploaded or eForms will not recognize
the application as being submitted. This will prevent the Agency from being able to accept

and parse an application. In this example, the correct 410-4 was uploaded as evidenced by
the instruction icon under the Actions column.

You must review all documents in the package in order to complete the next step.
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Accept, Redirect, or Return

. These are the forms that are contained by package 102025-( e o o oo = Click on a form
« Accepted package import the 410-4  farme t open and revian & Once ol the forme for this package have been reviewed, you wil b

i . . able to accept, re-d e? or return this package
in UniFi during the next upload. p— Status Last Updatad Actions

D RD 410-4 Acti 7/30/201 33
D 410 Active 07/20/2016 &)

B T % Active 07/20/2016
* Re-directed packages are sent to Ftc direct| [Return] [Comments] [ History | (Employee Edit | [Close ]
the inbox of the office selected.

» Returned packages are sent to the
inbox of the submitter and should
include a detailed explanation why
the package was returned.

Once all documents have been opened and reviewed for completeness, the user can Accept,
Redirect, or Return the package.
*  Staff should only accept complete applications. Remember, a complete
application is defined as

*  For an applicant (without a packager) a fully completed and signed
410-4, Uniform Residential Loan Application and all the applicable
items listed in Handbook-1-3550, Attachment 3-J for Section 502 loans
or Attachment 12-E for Section 504 loans and grants.

*  For intermediaries, packagers, and self-help grantees: all items as listed
on the Phase 1 cover letter in Handbook-1-3550, Attachment 3-A.

*  When Form RD 410-4 is submitted using eForms, an actual signature is
not required as the electronic submission constitutes a signature. Other
forms, like Form RD 3550-1, Authorization to Release Information and
Form RD 3550-4, Employment and Asset Certification, do require a
signature. Accepting the package notifies eForms to import the 410-4
form in UniF1 during the next upload. This is done by simply clicking
the “Accept” button.

*  Re-directed packages are sent to the inbox of the office selected, more on this
discussed in a bit.
*  Returned packages are sent to the inbox of the submitter.
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Return

These are the forms that are contained by package 102025-1 . Click on a form
name to open and review it. Once all the forms for this packz_- ..—. - __2n reviewed. vou will be
able to accept, re-direct, or return this package.

' of Agriculture
Name Status Last Updated eForms Administration

RD 410-4 Active 07/20/2016 Hom T PG i

T. f 07/20/2016 v

/_Nre
(cept] (Redized] (reare)  (Ghrmmeris) (bisery) (Envie [

Packag .
Package Owner: R

u are hare: Home / Inb Itams / Return Reason
ckage Confirmation Number: 103923« avu . o

If the review of the application reveals the application is not complete, the package will be
returned by clicking the “Return” button. RD staff will be prompted to enter a reason and
then click “Continue.” An email will be sent to the submitter notifying them that the
application has been returned and the reason(s) for the return. The Agency takes no further
action on this application until it is resubmitted.

Please be aware that the automated email to the RD Servicing Center does not show the
reason for return; only the automated email to the submitter will reflect the reason(s).
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Redirect

What happens if

’ These are the forms that are contained by package 102025-_ ___ _ I Click on a form
wasn t Sent tO the name to open and review it. Once all the forms for this package have been reviewed, you will be
d t . d able to accept, re-direct, or return this package
pre_ etermine Name Status Last Updated Actions
RD Service ® RD 410-4 Active 07/20/2016 &
Center? 2T

Active 06/29/2016
Accept r.un Comments History Employee Edit Close

August 2020

At times, a RD office may receive an application that needs to go to another RD office. The
re-direct feature is a useful option when a package was sent to the wrong office or if a state
uses centralized processing and wants to re-direct the package internally. Recall, forwarding

an email notification does not give another person access to the package, you must re-direct
the package within eForms.

To re-direct an application, open each attachment and then click the “Re-direct” button.
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Redirect: Select an Office

Once the RD reviewer clicks re-direct, the process is started to select an office. Select a
previously used site or click Text Version for a list of states in alphabetical order. The
submitter selects the desire state and county/parish in which the new receiving office is
located. A list of offices is displayed for the submitter to make the office selection by
clicking the “Select” button. Be aware when redirecting a package, some employees will
have RD, NRCS, and FSA site options. Be sure to check for RD under Agency when
selecting an office.

Enter the reason for re-directing the package and click “Continue.” Once you have re-
directed a package, you have no further action on the application as the receiving office is

now responsible for the application.

Now that we have talked about the Agency’s review and the three possible actions, it’s time
to talk about the last step in the eForms process.
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410-04 E-Form Application Messaging

A% UniFi Application - FULT

File Edt Record WMenu Tools Help

+ 8 | $"8 410-04 E-Form Application Messaging

- Prequal Menu

- Registration Me “Yau have received 410-04 E-Form application(s) listed below. “You may select any application
Processing t parse in the addiess lines. Select Parse Addr Lines' button to complets the import process

- Credit Bureau

-Undenwriting

- Closing

-Loan Summary

- Handbook Lette

- Al Forme

- LINES

- Parameter Mer

- Open aMew Ac

- Close Cument &

- Copy Account

- Send Message Alj
»
Reports

- Passward Mainl

Inon Time Barrower Branch|Fom Name

0K Cancel
Create New Application

The 410-4 in an accepted package is imported in UniFi during the next upload.

In UniF1i, the user will get a pop-up titled 410-04 E-Form Application Messaging.

In centralized states, all employees will see the pop-up. Employees not responsible for
parsing an application should select cancel to exit the pop-up and continue into UniFi. This

will leave the application unparsed and still displaying for other users in UniFi.

The user selects the application and Parse Address Lines to complete parsing screens.
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Parse Address Popup

Parsing pop-up
messages...

During parsing, you may receive pop-up messages.

This occurs when information obtained from the 410-4 is not complete or was not
recognized. To move forward with parsing, complete the necessary information in the Parse
Address popup using the 410-4 from the eForms site. If the address was not provided on the
410-4, determine if the address is available on other documents.

If you select cancel on the Parse Address popup, the address on the left will not be entered
into UniFi and will need to be input manually after parsing is complete.

August 2020

32



Importing and Parsing into UniFi

essage (Press HELP to view stack trace) x
orms\2017-03-16_13-09-50_ltem-27378- L.xml
—
110-04 E-Form Application Messaging X
EF Vou may select any appication
10 parse i the sddsess nes Select Parse Add Lines” button 10 compiete the impost process
mon___ [Tme TBomower Tranch]Fom Hame
;fJ
\i Li n oK Cancel

A pop-up box will appear when the application import is complete. Click “OK”.

If other applications appear in the 410-04 E-Form Application Messaging screen, you can
continue to parse these applications at this time or can click cancel to parse at a later time.
Remember, in centralized states, all employees will see the pop-up with all state
applications awaiting parsing. Be sure to only parse the applications that are assigned to
you for processing, which is determined by your state’s processing structure.

If the 410-04 E-Form Application Messaging screen reflects no additional applications to
parse. Click “OK”. The last newly imported application opens in UniFi. The application
can now be completed as a regular non eForms applications. The user guide has additional
information on the finishing touches to complete in UniFi.

When reviewing the application in UniFi to complete all necessary fields, go to the 410-4
from the completed mailbox and have that open to refer to.
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My Secondary Queue

Select an Application

. Non Queus Access
. BE AWARE that If & 1By Appicaion (2000000000 |

. © 2By Borower [ 4
you aCC|dent|y £ 38y 500 secry oo ]
4By Propery 4

close an —w
H H H € GAgency Case Nbr |
apphcat'on W'thQUt o e | —
fu”y Com pletlng |t’ &My Dueue [EMFLFHERH
you have to access —
it using the My S —
Secondary Queue ® e EE—
Optlon from the M T ——

Select an

All Loans Active in Your Queue (EMPLas|143)

s
Application pop-up. [ B e e e e ]
| |02/24/10 12:40 PM Pagef, Applicart 7 26080 o0 00 00000 Opened Non Queus
[ [02/22/10 11:43 A M axdataticopy, Testy 0070000473 18030 2011/19/2004 20 00250 Opened Non (ueue
[ 02718710 2:24 PM = NEW ACCOUNT = 7 28050 00 40 00000 Opened Non Oueue
| 0218110 216 PM = NEW ACCOUNT = 7 26080 o0 4000000 Account Created New

BE AWARE that if you accidently close an application without fully completing it, you
have to access it using the My Secondary Queue option from the Select an Application

pop-up.
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eForms to the Electronic Customer File (ECF)

oForms
» Browse Forms
Workspace

b Creale Package

» Saved Forms

» Saved Packages
Processing

b Inbox

» Qutbox

+ Returned

b Package Requests

b Reports

Save the 410-4

Close

Form RD 4104
(Rev. 10-06)

Vou are here: Home / Completed

Pleae click on confirmation number to apen pa|
Confirmation Number
102025-1 Corum,
102025-0 vandyk
105944-0' Weilbre
101197-0 Feldmar
105944-0 Tindle, |
103127-0 Larocca
105044-0 Knapp,
105944-0 keauffmz Name Status
103127-0. Williams Application Processing Stage -
105944-1 Jennetts Doe.PDF

105944-0 leauffmz Doe, John Active
102025-0 Johnsor

Save other supporting documentation

Last Updated Actions
Active 08/04/2020

08/04/2020 (&)
ligibility-Assets- Doe.PDF Active 08/04/2020
Eligibility-Credit -Doe.PDF Active 08/04/2020

Eliaibility-Deductions - Doe.PDF___ Active 08/04/2020

Eligibility-Tncome- Dy Open 8/2020

Eligibility-Other- Dog

Open in new tab 4/2020
Open in new window ory ] (Employes Edi
Open with Microsoft Edge
Save target as...

Print target

Fom Approved
osition OMB No. 05750172 Copy shortcut
APPLICATION FOR RURAL ASSISTANCE (NONFARM TRACT)

Uniform Residential Loan Application 5 E-mail with Windows Live

Translate with Bing
Al Accelerators

Inspect element

Once an Electronic Case File is generated, the documents can be downloaded from the
completed mailbox to a temporarily location. Open the 410-4, click the save icon, name the
file, and click save. For other supporting documents, right-click, select “Save target as’”,
select desired location in the Save As popup, name the file, and click save. Now the
documents can be uploaded into ECF as single documents or using the Batch and Split
feature for combined documents. Documents should be immediately removed from the
temporary location.
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Vou are here: Home / Reports

Select Report Options

() All Packages @) 410-4 Packages Only
O National ® State All v

Reports are available in eForms to
track new, pending, accepted, new
redirected, and returned applications.

) summary ® Detail

O All Dates ® Range Begin End
Select One Report Type With Desired Option

) Open Items
[]all open [ new [lpending
[Inew Redirected

® volume Statistics
Al All Open Ttems. Accepted
| New +| Pending ¥ New Redirected
Returned

Reports are available in eForms to track new, pending, accepted, new redirected, and
returned applications. The report feature is a great tool to confirm applications are
submitted to locations with staff to process the applications and to confirm applications are
processed timely.

Remember, State Points of Contact and State Office staff must pull reports weekly to
monitor for any unprocessed applications.

Use the following options to obtain the correct report data:

Select: 410-4 Packages Only

Select: State and on the drop down menu choose your state

Select: Detail

Select: Range and enter a desired begin and end date

Select: Volume Statistics and check boxes for New, Pending, New Redirected

These options will produce a report of packages that have not receive action to accept or
return.
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