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Overview 
 
On October 27, 2005, the Guaranteed Loan System (GLS) Loan Closing 
Transaction on the Web was deployed in GLS.  This new functionality completely 
replaces the GLS mainframe “Block Mode” Add Loan Closing screens we have 
been using for the past several years.    
 
The web version of the closing transaction makes it easier to close guaranteed 
loans in GLS.  Much of the data is pre-filled for you.  A new and very useful function 
is the ability to change the Servicing and Holding lenders when performing the loan 
closing transaction, thus eliminating the need to send the Form RD 1980-11 to the 
Finance Office for loans that were just closed.   
 
Lenders can also access the loan closing transaction via USDALINC.  This 
functionality allows lenders to submit their loan closing transaction (Form RD1980-
19, “Loan Closing Transaction Report” equivalent) electronically.  A process is in 
place where the closing is suspended when submitted by a lender until the Rural 
Development employee approves the closing transaction in GLS.  During this 
timeframe, the loan will not be updated in GLS as a “Closed” loan. 
 
In the future, lenders will be able to submit their guarantee fee electronically when 
closing a loan through USDALINC. 
 
 
This guide is divided into sections : 
Section 1: Introduction 
Section 2: Logging In 
Section 3: GLS Loan Closing Transaction Screens 
Section 4: Contact and Help Information 
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Logging In  
 
This section will assist you in obtaining an e-Auth Level 2 security ID if you have not yet done so 
already, and logging into e-Auth and GLS. 
 
USDA employees will need an e-Auth (e-Authentication) ID and password to access GLS.  If you 
don’t already have an e-Auth ID, you can get one by creating an account on the e-Auth web site.  
With your most recent SF 50 – Notification of Personnel Action and AD-334 – Earning and Leave 
Statement in hand, go to http://www.eauth.egov.usda.gov.  Under Quick Links, select “Create an 
Account.”  When the Create an Account page displays, select “USDA Employee Create an Account.”  
Enter all required information.  Before submitting, be sure data extracted from the SF-50 and AD-334 
is entered exactly like it is on the form.  The e-Auth ID and password you selected when you created 
your account are what you’ll use to access GLS.  If you already have an e-Auth ID and password but 
can not remember them, call the Centralized Help Desk at  
1-800-457-3642. 
 

Create an Account 
  

 

To create an e-Auth 
account, click USDA 
Employee Create an 
Account. 

 
You will see the Employee Create an Account Page on your screen. Click Continue 
to activate your account.   
 
If you have not previously used the USDA Employee Credentialing Process pages to 
register for your USDA e-Authentication Account with Level 2 Access, you must first 
do so.  Contact your Agency Registration Lead for more information. 

 
 
 
 
 
 
 
 

USDA Employee 
Create an Account 
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Activate Your Employee Account 
 

 

Make sure that you 
have the required 
documents 
indicated on your 
screen. 
 
Click Continue to 
proceed with the 
three step process 
that will allow you 
to activate your 
account. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Help 

 5 Section 2  
Logging In 

Loan Closing Employee User Guide 
September 2007 Back to TOC



 

e-Authentication Log-in 
 
The e-Authentication screen allows you to access: 
 

• GLS after you log onto e-Auth 
• Change your e-Auth Password 
• Reset Forgotten E-Auth Password 

 

 

You will first get the 
Warning Page.  Read the 
Warning and press the 
Continue button to 
continue to log into e-Auth. 

 
  

 
Enter your User ID and 
Password 
 
Click Login. 
 
If you have not activated or 
created a User ID and 
Password, click Create an 
Account and follow 
instructions on page 8 of 
this guide. 
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Smart Tip: Problems? Go to http://www.eAuth.egov.usda.gov, click Help, or 
e-mail eAuth Help at eAuthHelpDesk@usda.gov

Smart Tip: You can and should continue to bookmark or set your favorites to 
the https://gls.sc.egov.usda.gov web site.  When you attempt to go to the 
GLS site, you will automatically be redirected to the e-Auth login page and 
then re-directed back to the GLS homepage one you successfully log into E-
Auth. 

 

 
 
 

 
 
 
 
 

 
 
 
 
 
Logging into GLS 
 
Once you have successfully logged into e-Auth, and re-directed to the GLS home page, click on the 
Log On link located in the navigation bar.  

 

 

Enter Your ACF2 UserID and 
Enter Your Password, 
 
Click Login and Accept the 
Terms, 
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GLS Homepage  

 
 

Click the Rural Housing 
Service link. 
 

Rural Housing 
Service 

 
 
 
 
 
 
 

RHS GLS Homepage 
 

 

Click the Request List link 
select the application you wish 
to close. 
 

 
You will then be directed to the GRH Request List where you will 
search for the GRH application you wish to close. 

 

Request List 
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Introduction 
 
 
The web based loan closing transaction closely follows the Form 1980-19, “Guaranteed Loan 
Closing Report.”  The required data needed to close a GRH loan via the Web based loan closing 
screens is basically the same as required for the mainframe GLS Add Loan screens.  However, 
the new loan closing screens have much of the data pre-filled from the application and are more 
are user friendly, so minimal difficulty closing loans is anticipated.  A new feature is the ability to 
change the Servicer and the Holding lender at loan closing instead of having to send the Form RD 
1980-11 to the Finance Office to have them updated.  However, if the holding lender or servicer 
change after the loan is closed on GLS, you should still send the Form RD 1980-11 to the 
Finance Office so the account can be updated. 
 
Loan closing transactions can take place two ways. 

1. Agency employee adds a loan closing into GLS by completing the loan closing transaction 
in GLS based on a manually submitted loan closing package from the lender 

2. Lender completes the loan closing transaction through USDALINC and sends the 
supporting documentation to the Agency.  The Agency employee reviews the transaction in 
GLS, the supporting documentation provided by the lender, and approves the loan closing 
in GLS. 

 
 
Adding a Loan Closing Transaction in GLS 
 
Accessing the Add Loan transaction screen 
 
To access the Add Loan transaction screen, you must first search for and select the GRH loan 
application you wish to close using the GLS GRH Request List.   

 
1. Log-in to GLS and click Request List on the GLS RHS Home Page. 
2. Search for the application by entering the borrower’s SSN or the appropriate reservation 

number in the search criteria or search by borrower name or submitting financial organization 
and change the GRH Request Type to Obligations, then press the Submit button.  

3. Once the borrower is shown on the Request List, change the Action in the dropdown to Add 
Loan Closing and then click on the Select button next to the applicant’s loan you wish to 
close. 

 
 
 
             

            
 
 

 
 

Smart Tip: You can NOT select an application to close from the loan 
list.  The Loan List will only display GRH loans that are already closed.  
To close an application, you must select it from the Request List and 
then select the appropriate Action from the dropdown. 
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Once the GRH Request 
List displays the 
application you wish to 
close, select the Add 
Loan Closing from the 
dropdown action list and 
then select the application 
by clicking on the blue 
Select button. 

Smart Tip: If you have to close a loan that does not have an 
application associated to it, you can add a loan closing without  an 
application by going to the Loan List and selecting the “Add Loan 
Closing without Application” in the action dropdown list.  You will 
automatically flow to another page once you select the action.  You do 
not have to enter any other data in the Search criteria. 

Press the Select button 
once you select the Action 
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Add Loan Closing Page 
 
Information about the loan application you are wishing to close is displayed.  You should first 
ensure that you are closing the correct loan. 
             
 

 
 
  

 
Verify you are closing the 
correct loan. 
 
Do you have all the 
information to close the 
loan? 
 
• Guarantee Fee? 
• Complete Loan 
Closing Package from 
Lender? 
 

                 
 

  
 

 
You may complete the 
Lender Substitution when 
closing a GRH loan.  Just 
click on the Lender Tax ID 
for the Servicer and/or 
Holder to change the 
Lender when closing the 
loan instead of sending the 
Form 1980-11, “Guaranteed 
Rural Housing Lender 
Record Change” to the 
Finance Office. 
 

Change Lender by changing 
Lender ID and Branch Number 

Verify you are 
closing the 

correct loan!
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Complete the entry or revision 
of the loan information. 
         
         Enter Lender’s loan number if  
          available. 
 
          Verify loan amount with the  
          Promissory Note and HUD 1 if 
available, and change the amount if 
different.  If loan amount is higher 
than obligated, ensure that the loan 
is still feasible and can be post 
approved by Rural Development. 
 
          Enter the actual closing date  
           of the loan.  (If authorized by 
the National Office, for loans where 
a Conditional Commitment was 
issued subject to funds, the actual 
closing date may match the actual 
obligation date of the loan. 
 
           Enter the maturity date of the 
           loan.  This date must be 30 
years from closing date. 
 
           Select the interest basis for  
           the loan as indicated by the 
lender 
 
           Verify the interest rate     
           charged the borrower on the 
Promissory Note and update to the 
correct interest rate.  If the rate 
increases, you should verify that the 
loan is still feasible for the 
Guarantee. 
 
          Leave this field blank for RD  
          SFH Guaranteed Loans 
 
          Ensure that the fee amount is  
          correct, especially if the loan 
amount has changed. 
 
          This field is for use by the  
           Finance Office Only. 

1 

2 

3 

4 

5 

6 

7 

8 

9 
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Agency Information 

 

Enter Agency Comments, if 
applicable.  This is a good place 
to enter an electronic case record 
to document any changes made 
to the closing, such as change in 
loan amount, interest rate, etc. 
 
Lender Loan Comments will be 
displayed for Agency staff if the 
lender enters any comments for 
loan closings that are submitted 
electronically by lenders.  This 
field is not updateable by RD 
staff 

  
Validation Error Messages  

The Loan Closing Transaction 
has various system validation 
edits.  If any of the edits are 
triggered once you attempt to 
submit the loan, the error 
messages will be displayed in 
Red below the field where the 
error exists 

  
 
 

 
 
 

 
 

Smart Tip: Loan will not be completely closed on the GLS 
until both the guarantee fee is processed and the account 
updated with the deposit date and the loan closing 
transaction has been completed.
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Rural Development Confirmation 
 

 

Once the loan closing is 
submitted to GLS, a confirmation 
pop-up message will appear to 
confirm that the closing was 
completed successfully. 

  

Lender Closing Certification 
 

This is for informational 
purposes only! 
 
If the lender inputs the closing 
transaction into GLS, they will 
receive a certification message.  
Since the lenders are 
authenticated and they have a 
signed agreement to use the 
system, this electronic 
certification replaces the 
signature on the Form RD  
1980-19, “Guaranteed Loan 
Closing Report.” 
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View Loan 
 

 

The GLS Loan View page will be 
displayed once the Add Loan 
Closing transaction is submitted 
to GLS and the confirmation pop-
up message cleared by selecting 
OK.   
 
You can quickly access different 
portions of the GLS Loan View 
page by selecting one of the 
Section Bookmarks. 
 

 

Select a Bookmark to 
go to that section of the 
GLS Loan View screen. 
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Agency Comments may 
be updated from the 
GLS View Loan screen 
by clicking on the link. 
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Verifying and completing an online Lender Submitted Loan Closing transaction in GLS 
 
When a lender, who has established access to the system with authority to complete loan 
closings, has entered a loan closing transaction, the Agency can find the loan that needs 
processed in 2 ways. 
 

1. Find the loan using the GLS4263 – Lender Loans Closed – Pending Closing in GLS 
Report.”  This report can be located in the GLS reports menu under the Loan Reports 
folder.  This report is updated on a nightly basis and will only contain loan closings by 
lenders from previous days.  It will not include any loan closings the lender submitted that 
day.  Once the loan obligation needing closed is identified, search for the obligation using 
the GLS GRH Request List. 

2. Search for the obligation in the GLS GRH Request List if you already know the loan 
obligation needing closed. 

 
  

Find the loan using the GLS4263 – Lender Loans Closed – Pending Closing in GLS Report.” 

“GLS4263 - Lender Loans 
Closed – Pending Closing in 
GLS Report.”  Make sure the 
GRH Request Type is set to 
Obligations and the Current 
Fiscal Year check box is not 
checked if the loan was obligated 
in a prior fiscal year. 
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Once a loan obligation pending closing is entered by a lender and identified in GLS by the 
Agency, the Agency employee can proceed with completion of the loan closing transaction 
provided they have received the Guarantee fee and any other required closing documents from 
the lender.   The first step is to find the loan obligation on GLS GRH Request List and access the 
Add Loan Closing page. 

 

Click on the Request link on 
the navigation bar.  Once the 
GLS GRH Request List is 
displayed, search for the loan 
obligation you wish to close.  
The GLS GRH Request List 
will display the loan obligation 
in the list.  Select the Add 
Loan Closing from the 
dropdown action list and then 
select the application by 
clicking on the blue Select 
button. 

  
The GLS Add Loan Closing Screen will be displayed.  This screen looks the same as if an 
employee was entering the entire loan closing.  However, all required fields have been entered by 
the lender.   

Press the Select button 
once you select the Action 
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Some key differences between 
an Add Loan Closing screen a 
lender has submitted verses 
adding a complete loan closing 
are: 
 

1. The person in the 
lender’s organization 
that submitted the loan 
closing will be listed in 
the Closing Submitted 
By field. 

2. There will be a date in 
the Date Submitted field. 

3. There may be some 
lender comments. 

4. All required fields will be 
completed. 

 
Before completing the loan closing, the Agency employee must: 
 

1. Make sure all required documentation is received from the lender and requirements set 
forth in the Conditional Commitment have been met. 

2. Make sure the proper Guarantee fee for the loan was received from the lender and was 
submitted for processing. 

 
The Agency employee must ensure the data submitted by the 
lender on the Add Closing Screen appears accurate. 

 

1. Enter Agency 
Comments, if applicable.  
This is a good place to 
enter an electronic case 
record to document any 
changes made to the 
closing, such as change 
in loan amount, interest 
rate, etc. 

2. Press the Submit button 
when ready to submit 
the loan closing 
transaction for 
processing. 
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Once the submit button is 
pressed, a pop-up message will 
appear if the loan closing 
submission was successfully 
completed. 
 
The GLS Loan view screen will 
then display.  (See View Loan 
section on page 16 of this 
guide). 
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Introduction 
 
This section introduces you to the GLS Loan List.  This is a new feature in GLS.  
Using the GLS Loan list, a user can view the loan detail, but only once the loan is 
closed.  If the loan has not yet been closed, it will not appear in the loan list.  Users 
may also close any loans where an application does not exist from the Loan List 
Page.  This is a rare situation. 

 
 

GLS Loan List 
 

 
 
 
 
 
 
 
 
 

 

 

Use the Agency Loan Number link to perform 
the action selected in the Action dropdown 

The link on the ID Number is not for RD use and you 
will get the following message if it is selected. 
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Using the Loan List, you can 
perform various actions by 
selecting the desired action form 
the Action drop-down and then 
clicking on the Agency Loan 
Number. 
 
The actions that you may use in 
the field include: 

• View Loan 
• Maintain Loan 
• View Debt Offset 
• Add Individual Co-

Borrower 
 

 
  

Closing a Guaranteed Loan Without an Application 
 
 

 

 
 
 
If you have a situation where you 
have to close a SFH guaranteed 
loan that does not have an 
associated application in GLS, 
you can add the closing using the 
Add Loan Closing without 
Application action in the Loan 
List dropdown.  You do not have 
to complete the search criteria.  
Just select the action and you will 
flow to the next screen. 
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Select the Geographic State, 
Geographic County, and enter 
the Borrower Tax ID number for 
the borrower whose loan you 
wish to close that does not have 
an associated application. 
 
 

 
 

 
 
If the system finds that a GLS 
obligation exists for the selected 
borrower, an error message will 
appear and the loan must be 
closed using the GLS Loan 
Closing Web page for closing 
loans that have an associated 
application. 
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Contact List 
 
Following are some sources for answers to your technical and access questions: 
 

 
Question About Your Best Source for Answers 

Technical and Closing 
Transaction Issues 

• Questions and help on 
closing transaction 

• Problems with the closing 
transactions 

First, contact your State’s Guaranteed Loan 
Branch Finance Office representative.  If you do 
not know who your representative is, please 
contact the Guaranteed Loan Branch at: 
1-314-457-4192 
 
or  
 
  RD.DCFO.GLB@stl.usda.gov     
   

Previously Established UserID 
and Password Issues 

• Forgotten ID or Password 
• Change Password 
• Change Personal or 

Corporate Information 
(excluding contact 
information) 

 

All Security ID’s and Passwords are handled by 
e-Authentication.  Go to: 
http://www.eauth.egov.usda.gov Click HELP  
 
or contact the help desk directly via email at: 
eAuthHelpDesk@usda.gov
 
You can also call them at : 
1-800-457-3642 

Program & Policy Questions Always refer to Rural Development Instructions 
1980-D and Administrative Notices for program 
policy issues.  A list and guidance can be found 
at: http://www.rurdev.usda.gov/regs/
 
Or contact the National Office Guaranteed Loan 
Division at (202) 720-1452 
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