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Presenter
Presentation Notes
Welcome to the Additional Data Information training module presented by the USDA Single Family Housing Guaranteed Loan Program.



Training Objectives:

e Understanding of how to complete the Additional Data tab in GUS.

» Appraisal/Property related questions
 System for Award Management (SAM)
* Requirement checks

* USDA relationships

* Immigration/Naturalization Check

Guaranteed Underwriting System
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Presentation Notes
Let’s review the training objectives for the Additional Data training module. 

After taking this training, the user will understand how to complete the Additional Data tab in GUS. We will specifically discuss the following aspects of the Additional Data page:

Appraisal/Property related questions
System for Award Management (SAM)
Requirement checks
USDA relationships
Immigration/Naturalization Check





Additional Data

Eligibility  Borrower Information  Assets and Liabilities  Real Estate  Loan and Property Information

Additional Data

Additional Data Mare... s Validate Application

Withdraw Application

Purchase is (P) repa account be established for By selecting Yes you are confirming that one or
" repairs to be completed post-issuance of Loan . S « P YT
Mew more persons associated with this applicatior
v Mote Guarantee? (F) § _ i i .
is prohibited from doing business with the
Tes Federal Government in SAM
Mo
8 Yes
No
Date Checked on Systern for Award Management
e (SAM) (P) Lender Name USDA Assigned Branch m
08/01/2020 =] 001
0 Branch List
Requirement Checks
Mew Construction Dwellings: USDA new construction reguirements and Existing Dwellings: Current minimum property requirements (MPR) of HUD
documentation are met. (F) Handbook 40001 are met. (F)
Choose One : Choose One :
Additional Borrower Information
Borrower's Name Do you have a relationship with any Rural Development employee? (F) @

Yes @ No o
Immigration/Naturalization Check

(If the applicants indicated are not a U.S. citizen. Immigration/Naturalization information must be provided)

> Alice Firstimer

Steps:

1.

Select from the drop-down to choose
whether the Purchase is “New “or
“Existing”.

Select “Yes” or “No” for the System for
Award Management (SAM) question
and then enter the date when the
System for Award Management was
checked.

A. The fields Lender Name and USDA
Assigned Branch Number will auto-
populate. If Branch Number is missing
or incorrect, select Branch List to look
up the number.

Requirement Checks section, if the
Purchase is “New” then the New
Construction Dwelling field will be
enabled. If it is “Existing”, then the
Existing Dwellings field will be enabled.
Also, if the loan is Refinance, both fields
will be disabled.

Select “Yes” or “No” to the USDA
relationship question.
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To select the Additional Data Tab, select that option from the More drop-down. 

The Additional Data tab captures information related to appraisal, dwelling information, special financing, and borrower information specific to Form RD 3555-21, the “Request for Single Family Housing Loan Guarantee” form.

In order to complete the Additional Data tab, the user should follow these steps:

First, select from the drop-down to choose whether the Purchase is “New “or “Existing”.

Next, select “Yes” or “No” for the System for Award Management (SAM) question and then enter the date when the System for Award Management was checked. 

The fields Lender Name and USDA Assigned Branch Number will auto-populate. If Branch Number is missing or incorrect, select Branch List to look up the number.

Under the Requirement Checks section, if the Purchase is “New” then the New Construction Dwelling field will be enabled. If it is “Existing”, then the Existing Dwellings field will be enabled. Also, if the loan is Refinance, both fields will be disabled.

Finally, select “Yes” or “No” to the USDA relationship question.

On the next slide, we will cover how to complete the Immigration/Naturalization section of the Additional Data tab.





Additional Data — Immigration/Naturalization Check

Immigration/Maturalization Check
(If the applicants indicated are not a U.S. citizen. Immigration/Naturalization information must be provided)

v Alice Firstimer

Initial Verification via SAVE

Select Immigration Form

o [ Choose One w

ender Contact Phone Mumber

Lender Contact Phone Extension
Choose One

HHE-KEE-KAXK HERKHKK
CIS Form |-551 “Permanent Resident Card™
CIS Form 1-571 "Refugee Travel Document™
CIS Form |1-24 “Arrival/Departure Record”

CIS Form |-766 *Employment Authorization ...

Form not listed

Immigration/MNaturalization Check
(If the applicants indicated are not a U.S. citizen. Immigration/Naturalization information must be provided)

« Alice Firstimer

e Initial Verification via SAVE

Select Immigration Form Alien/USCIS NMumber Card Number
9 [ CIS Form 1-551 *Permanent Resident Card” v
Lender Contact Person Lender Contact Phone Number Lender Contact Phone Extension

KAX-KEK-KX KX HHXKKKKX

On the Borrower Information tab, if a
Borrower has indicated they are not a
U.S. Citizen, the
Immigration/Naturalization section
must be completed.

Steps:

1. Select the applicable Immigration
Form from the drop-down.

Note: If the form required is not
listed, select Form Not Listed.

2. After selecting the Immigration
Form, fill out the applicable fields.

Note: Fields will vary slightly
based on the Immigration Form
selection.

2. Select Initial Verification via Save
button.
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If on the Borrower Information tab, if a Borrower has indicated they are not a U.S. Citizen, the Immigration/Naturalization section must be completed.

The user must follow these steps:

First, select the applicable Immigration Form from the drop-down. Note: If the form required is not listed, select Form Not Listed.

After selecting the Immigration Form, fill out the applicable fields. Please note that fields will vary based on the selection. 

Next, select the Initial Verification via SAVE button.

The next slide will cover the next steps in the process.



Additional Data — Immigration/Naturalization Check — Initial Verification

Complete

Immigration/Naturalization Check

(If the applicants indicated are not a U.5. citizen. Immigration/Maturalization information must be provided)

v !

Select Immigration Form Alien/USCIS Number Card m
CIS Form |-551 “Permanent Resident Card™ b

Lender Contact Person Lender Contact Phone Number Lender Contact Phone Extension
John Smith 999-999-9085 REXKEEK

SAVE Case Number SAVE Initial Verification

o 00202891558225T Submitted 10/15/2020

SAVE Secondary Check SAVE Third Check

verification Results Qualification Status
CONDITIONAL RESIDENT - EMPLOYMENT AUTHORIZED e ELIGIBLE

CASE Status

e CLOSED

DOE Submitted Name Submitted

04/01/1980

After selecting the Initial
Verification via SAVE button, the
system will provide a:

1. SAVE Case Number

2. If the initial verification is
completed successfully, the
system will return a result in
the Qualification Status field
and will show as either
eligible or not eligible.

3. The CASE Status field will
update to CLOSED.
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After selecting the Initial Verification via SAVE button, the system will provide a SAVE Case Number. If the initial verification is completed successfully, the system will return a result in the Qualification Status field and will show as either eligible or not eligible. Lastly, the CASE Status field will update to CLOSED.

The next slide will cover the next steps in the process if a Secondary Check is required.



Additional Data — Immigration/Naturalization Check, Continued

Immigration/Naturalization Check
(If the applicants indicated are not a U.S. citizen. Immigration/

nts § wm=ion of Homgeland Segupity

SAV

Case Mumber

0020248145026PX

Verification Results

CASE Status

SECONDARY CHECK REQUIRED

DOB Submitted Name Submitted

MWaturalization information must be provided)

SAVE Initial verification
Submitted 08/04/2020

SAVE Third Check

Qualification Status

o UMNABLE TO DETERMINE

2

Steps:

1. Upon selecting the Initial
Verification via SAVE button,
if the system displays an
Unable to Determine result
in the Qualification Status
field, a secondary check will
need to be initiated.
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Upon selecting the Initial Verification via SAVE button, if the system displays an Unable to Determine result in the Qualification Status field, a secondary check will need to be initiated.

See the next page for step-by-step directions on the Secondary Check process.





Additional Data — Immigration/Naturalization Check — Secondary Check

Immigration/MNaturalization Check
{If the applicants indicated are not a U.S. citizen. Immigration/Naturalization information must be provided)

~ Alice Firstimer

Secondary Check Close SAVE Case 9

Select Immigration Form Alien/USCIS Number Card Number
CIS Form |1-551 “Permanent Resident Card” - 992999999 X¥Z9989999299

Lender Contact Parson Lender Contact Phone Number Lender Contact Phone Extension
John Doe L4d-444-4444 FEES S

Comments for Division of Homeland Security

SAVE Case Mumber SAVE Initial Verification
002025512320950Q Subrnitted 09/11/2020

SAVE Secondary Check SAVE Third Check

Verification Results Qualification Status
e UNAEBLE TO DETERMINE

CASE Status
SECONDARY CHECK REQUIRED

DOB Submitted MName Submitted

Steps:

If a Secondary Check is required, the user
should complete the following steps:

1. First, review and update Lender fields.
Enter comments in the Comments for
Division of Homeland Security (DHS)
section.

2. Next, the user should select the
Secondary Check button to proceed
with DHS SAVE confirmation or select
Close SAVE Case button if the user
decides to no longer proceed with the
verification. Note: if Close SAVE Case
button is selected, the process ends.

3. If the Secondary Check is completed
successfully, the system will return a
result in the Qualification Status field
and will show the status as either
eligible or not eligible. Lastly, the CASE
status field will update to CLOSED.
Otherwise, a Third Check is needed.
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If a Secondary Check is required, the user should complete the following steps:

First, review and update Lender fields. Enter comments in the Comments for Division of Homeland Security (DHS) section and provide any other information that would assist DHS to make a determination. 

Note: No documents can be uploaded at the Secondary Check step to DHS. Only comments can be added in the Comments for Division of Homeland Security section. These comments will remain in the comments section throughout the process once saved.

Next, the user should select the Secondary Check button to proceed with DHS SAVE confirmation or select Close SAVE Case button if the user decides to no longer proceed with the verification. Note: if Close SAVE Case button is selected, the process ends.

If the Secondary Check is completed successfully, the system will return a result in the Qualification Status field and will show the status as either eligible or not eligible. Lastly, the CASE status field will update to CLOSED. Please note the Secondary Check could take 2 – 5 business days to return a response. The lender should check the status each morning to determine if the status has been updated.

Please see the next slide for instructions on how to perform a Third Check. Please note that a Third Check is only required if during the Secondary Check the response in the Qualification Status returns as Unable to Determine.





Additional Data — Immigration/Naturalization Check — Third Check

Immigration/Naturalization Check

~ Alice Firstimer

0 =

(If the applicants indicated are not a U.S. citizen. Immigration/Naturalization information must be provided)

Select Immigration Form Alien/USCIS Number Card Number
CIS Form |-551 “Permanent Resident Card” w HEgaan e XYZ99599999999
9 Lender Contact Person Lender Contact Phone Number Lender Contact Phone Extension
John Doe 444-444-4444 HEKKEEK
Comments for Division of Homeland Security
Lender Contact Street Address
Lender Contact City Lender Contact State Lender Contact Zip Code
Choose One = KXRXK-KXXK

Upload Document

the following file types are allowed: JPG, PNG, GIF or PDF.

1, Upload Files COr drop files e

Document Description

Only one document is allowed. The most recently uploaded document will be presented for submission. Documents cannot be larger than SMB. Only

Upload Date Status

o SAVE Case Number

00202551232095Q
SAVE Secondary Check

Submitted 09/11/2020 Response 09/15/2020
Werification Results

INSTITUTE ADDITIONAL VERIFICATION
CASE Status

THIRD CHECK REQUIRED

DOB Submitted MName Submitted

SAVE Initial Verification
Submitted 09/11/2020

SAVE Third Check

Qualification Status

UNABLE TO DETERMINE

Steps:

1. Review the second SAVE results fields
from DHS (e.g. CASE status).

2. As needed, review, update Lender
fields, enter comments for DHS and
complete the “Lender Contract
Address” fields.

3. Provide supporting documentation by
uploading or dragging the required files
into GUS. Examples include a copy of a
passport, permanent resident card,
court documents, etc.

4. Click the Third Check button to proceed
with DHS SAVE confirmation or click
Close SAVE Case button.
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If the Immigration/Naturalization requires a Third Check, the user should follow these steps:

First, review the second SAVE result fields from DHS (e.g. CASE Status). Then as needed, review, update Lender fields, enter Comments for DHS, and complete the “Lender Contract Address” fields.

Next, provide supporting documentation by uploading or dragging the required files (examples include: a copy of passport, permanent resident card, court documents, etc.) into GUS. 
It is important to note that only one document can be uploaded. If multiple documents are required for verification purposes, they must be combined into a single file for upload and the maximum file size is 5 mb. We will cover the document upload process in more detail on the next slide.

Finally, select the Third Check button to proceed with DHS SAVE confirmation or select Close SAVE Case button if the user decides to no longer proceed with the verification. Note: if Close SAVE Case button is selected, the process ends.

Please note the Third Check could take 2 – 5 business days to return a response. The lender should check each morning to determine if the status has been updated




Additional Data — Immigration/Naturalization Check — Uploading Docs for Third Check

Upload Document Steps for Uploading Documents:

Only one document is allowed. The most recently uploaded document will be presented for submission. Documents cannot be larger than 5MB. Only

the following file types are allowed: JPG, PNG, GIF or PDF.

1. After clicking the Upload Files button,
the browser’s file search pop-up

Document Description Upload Date

o Ea ] " P Mles window appears. Choose the file. Note:
@ Open x Document size is limited to 5SMB.
4 HH > ThisPC » Desktop v~ O Search Desktop
Organize v Mew folder I~ H @ 2. Click the Open button.
Updates - RD3555-0021V21 USDA GUS LTE - Lender Qu
D-T:i;pc;ects EELJD:ZEESgiI:IJ_::dErQu?ckReferenceGu?de_\ﬂ.[)_DSJ?.EDZD 3. The Upload Files pop-up window
B Deskiop [#) USDA GUS - Lender Quick Reference Guide_v1.0_08.17.2020_ appears. Once the document has been
 Nocuments Y€ 7 uploaded, a green checkmark displays,

" Document sacion. Hineeded, repeat
Upload Files .
Document section. If needed, repeat
a Upload Test Doc.pdf S steps to add other files.

File name: | Upload Test Doc ~ | |Custom Files ~ .
[Upted e d click the Done button.

1 of 1 file uploaded e Done

Upload Document

Only one document is allowed. The most recently uploaded document will be presented for submission. Documents cannot be larger than SMB. Only
the following file types are allowed: JPG, PNG. GIF or PDF.

Document Description Upload Date Status

1, Upload Files Or drop files o Upload Test Doc 2020-09-15 Not Submitted



Presenter
Presentation Notes
To upload documents for the Immigration/Naturalization check, the user can either start the upload process by selecting the Upload Files button or alternately, drag and drop the applicable document from its location within your file system into the dotted portion labeled “Or drop files”.

Note: Uploaded files cannot be removed from the loan application.

Here are the step-by-step directions to upload documents for the Immigration/Naturalization check:

After selecting the Upload Files button, the browser’s file search pop-up window appears. Choose the file (examples include: a copy of passport, permanent resident card, court documents, etc.) Note: Only one document can be uploaded. If multiple documents are required for verification purposes, they must be combined into a single file for upload. Document size can be up to 5 MB.

Next, select the Open button.

The Upload Files pop-up window appears. Once the document has been uploaded, a green checkmark displays, select the Done button. (Note: If instead of choosing to select the Upload Files button, the user has decided to use the drop files functionality, the process would begin at this step).

The file appears listed under the “Upload Document” section once the process has successfully completed. 

The next slide will cover an example of a finalized Immigration/Naturalization check.



Additional Data — Finalized Immigration/Naturalization Check

Immigration/Naturalization Check This is an example of a Finalized
{If the applicants indicated are not a U.S. citizen. Immigration/Naturalization information must be provided) Immigration/Natura|ization
v Alice Firstimer Check.
Select Immigration Form Alien/USCIS Mumber Card Mumber The SAVE related fields show
CIS Form 1-551 “Permanent Resident Card” w 887654321 ABC1213132313 submission and response dates
Lender Contact Person Lender Contact Phone Number Lender Contact Phone Extension for the Inltlal and Secondary
John Doe 555-555-5555 XXXXXXX checks, along with the verification
and CASE results, and
Comments for Division of Homeland Security ope .
gualification status.
Test
4 Note: Only an “Eligible”
S A Qualification Status will allow you
SAVE Case Number SAVE Initial Verification
to proceed to a Final Submission
00202551253445R Submitted 09/11/2020 . .
in GUS. You will not be able to
SAVE Secondary Check SAVE Third Check

proceed with a Final Submission

Submitted 09/11/2020 Response 09/15/2020 with an ulneligiblen or “Unable to

verification Results Qualification Status Determine” status.
INSTITUTE ADDITIONAL VERIFICATION ELIGIBLE

CASE Status
CLOSED

DOB Submitted Mame Submitted
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This slide shows an example of a finalized Immigration/ Naturalization Check.

The SAVE related fields, show submission and response dates for the initial and secondary checks, along with the verification and CASE results, and Qualification Status. Notice in the screen shot that the SAVE Initial Verification field shows as submitted on 09/11/2020 and the SAVE Secondary Check field shows submitted on 09/11/2020 and a response was received on 09/15/2020. If a third check were required, dates would populate in the SAVE Third Check field as well. Again, it is important to check each morning for any updates to the SAVE checks.

The DOB Submitted and Name Submitted fields at the bottom of the page are populated when DHS closes the case, otherwise these remain empty.

There are a few important items to note related to the Immigration/Naturalization Check: 

Only an “Eligible” Qualification Status will allow you to proceed to a Final Submission in GUS. You will not be able to proceed with a Final Submission with an “Ineligible” or “Unable to Determine” status.
If the applicant feels that their Qualification Status is inaccurate, they should contact DHS at 800-375-5283.

One last note related to the Immigration/Naturalization Check process. If the user needs to reset Immigration/Naturalization process for any reason once it has been initiated, they must go back to the Borrower Information page and change the citizenship type, save the selection and then change it back to the correct citizenship type and save. This will reset the Immigration/Naturalization process.

This concludes the Additional Data training module. 


USDA Rural Development

_" U.S. DEPARTMENT OF AGRICULTURE

USDA is an equal opportunity provider, employer, and lender.



	USDA GUS TRAINING			
	Training Objectives:
	Additional Data
	Additional Data – Immigration/Naturalization Check
	Additional Data – Immigration/Naturalization Check – Initial Verification Complete
	Additional Data – Immigration/Naturalization Check, Continued
	Additional Data – Immigration/Naturalization Check – Secondary Check
	Additional Data – Immigration/Naturalization Check – Third Check
	Additional Data – Immigration/Naturalization Check – Uploading Docs for Third Check
	Additional Data – Finalized Immigration/Naturalization Check
	End Slide 




Accessibility Report





		Filename: 

		Lender_Module 13_Additional Data_December 2020.pdf









		Report created by: 

		



		Organization: 

		







[Enter personal and organization information through the Preferences > Identity dialog.]



Summary



The checker found no problems in this document.





		Needs manual check: 0



		Passed manually: 2



		Failed manually: 0



		Skipped: 0



		Passed: 30



		Failed: 0







Detailed Report





		Document





		Rule Name		Status		Description



		Accessibility permission flag		Passed		Accessibility permission flag must be set



		Image-only PDF		Passed		Document is not image-only PDF



		Tagged PDF		Passed		Document is tagged PDF



		Logical Reading Order		Passed manually		Document structure provides a logical reading order



		Primary language		Passed		Text language is specified



		Title		Passed		Document title is showing in title bar



		Bookmarks		Passed		Bookmarks are present in large documents



		Color contrast		Passed manually		Document has appropriate color contrast



		Page Content





		Rule Name		Status		Description



		Tagged content		Passed		All page content is tagged



		Tagged annotations		Passed		All annotations are tagged



		Tab order		Passed		Tab order is consistent with structure order



		Character encoding		Passed		Reliable character encoding is provided



		Tagged multimedia		Passed		All multimedia objects are tagged



		Screen flicker		Passed		Page will not cause screen flicker



		Scripts		Passed		No inaccessible scripts



		Timed responses		Passed		Page does not require timed responses



		Navigation links		Passed		Navigation links are not repetitive



		Forms





		Rule Name		Status		Description



		Tagged form fields		Passed		All form fields are tagged



		Field descriptions		Passed		All form fields have description



		Alternate Text





		Rule Name		Status		Description



		Figures alternate text		Passed		Figures require alternate text



		Nested alternate text		Passed		Alternate text that will never be read



		Associated with content		Passed		Alternate text must be associated with some content



		Hides annotation		Passed		Alternate text should not hide annotation



		Other elements alternate text		Passed		Other elements that require alternate text



		Tables





		Rule Name		Status		Description



		Rows		Passed		TR must be a child of Table, THead, TBody, or TFoot



		TH and TD		Passed		TH and TD must be children of TR



		Headers		Passed		Tables should have headers



		Regularity		Passed		Tables must contain the same number of columns in each row and rows in each column



		Summary		Passed		Tables must have a summary



		Lists





		Rule Name		Status		Description



		List items		Passed		LI must be a child of L



		Lbl and LBody		Passed		Lbl and LBody must be children of LI



		Headings





		Rule Name		Status		Description



		Appropriate nesting		Passed		Appropriate nesting










Back to Top



