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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

B ey e——" B & & To create an e-Auth
USDA Uniled States Depariment of Agricullure accou nt, C“Ck USDA
ﬁ USDA eAuthentication
Employee Create an

o[ m— P e o W Account.

Home : About eAuthentication: Help : ContactUs : Service Centers

Quick Links Create an Account
b What is an account?

» Create an account
ZRTEI | e Love of Access do vou need?

b Update your account .
If you are a USDA Federal Employee , you should visit the USDA Employee Create an
Employee Links Account page to create a USDA eduthentication Ernployee Account,

b Local Registration If you are a customer (non USDA Federal Employee) of USDA | you
Authority Login following guestions to determine the type of account you will need:

would you like to intsract with the USDA doing the following?
e Conducting official electronic business transactions via the Internet?

e Entering into a contract with the USDA?
®  Submitting forms elsctronically via the Intsrnet with a USDA agsncy?

If you answered YES to 1 or mare of the questions, yau will need to reg
sAuthentication sccount with Level 2 Access. USDA Em p|oyee

If you already have an account with Level 1 Access, log into your prd

Access. Create an Account

would you like to intsract with the USDA doing the following? ‘

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.

Loan Closing Employee User Guide 4 Section 2p>
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Activate Your Employee Account

USDA United States Department of Agriculture
& USDA eAuthentication

Activate Your Employee Account

Welcome to the USDA eAuthentication Employee

Credentialing process! Activate Your Employee Account Help

If you are a customer (non USDA Federal Employee) of USDA, you should visit the USDA eAuthentication site to

create a USDA sAuthsntication Customer Account.

THE FOLLOWING DOCUMENTS ARE REQUIRED TO REGISTER FOR YOU ACCOUNT:

1. Your most recent SF-50 - Motification of Personnel Action

2. Your current Pay Period AD-334 - Earnings and Leave Statement from NFC as shown on the Employment Verification
Page

3. 0r, Forest Service Employee Registration Data {provided via email to Forest Service Employees)

DO NOT ATTEMPT TO REGISTER WITHOUT THE REQUIRED DOCUMENTS

The USDA sAuthsntication Employee Credsntialing process has thres steps. You must complste all three steps bsfore your USDA
eAuthentication Employes Account with Level 2 Access is activated:

Step 1 of 3 - Enter personnel/payroll infarmation from (SF-50 and AD-334) ta verify your identify as a USDA Employee
Step 2 of 3 - Account Creation (Create a User 1D, Password and Security attributers i.e. PIN)
Step 3 of 3 - Receive Confirmation Email to Activate Your Account
It is extremely important that you remember the following information about your eAuthentication account:
1. Your User 1D
2. Your password
3. Your Personal Identification Number (PIN)

Need Help?

efuthentication Home | USD& gov | Accessibility Statement | Privacy Policy | Hon-Discrimination Statement

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.

Loan Closing Employee User Guide
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e-Authentication Log-in
The e-Authentication screen allows you to access:

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

USDA  united States bepartment of Agricutture
S USDA eAuthentication

Home | About eAuthentication: Help : Contact Us | Service Centers

W ARMING

Unauthorized access to this United States Government Computer Systemn and software is prohibited by Title 18,
United States Code 1030. This statute states that: Whoewer knowingly, or intentionally accesses a computer
without authorization or exceeds authorized access, and by means of such conduct, obtains, alters, darmages,
destrays, or discloses information ar prevents authorized use of {data or a computer owned by or operated for)
the Government of the United States shall be punished by a fine under this title or imprisonment for not more than
10 years, or both,

wARNING

Cancel Continue

‘ efuthentication Horne | USDA gov | Accessibility Staternent | Privacy Policy | Non-Discrimination Statement

Address |:§| https: /fpws.tc.sc.egov.usda.gov/siteminderagent/dmsforms login_main, foc TYPE=335544334 \'| Go Links @ il 65”59“ (i
-~
USDA United States Department of Agriculture q
Z USDA eAuthentication
T e
| R —— g ——t

Home : About eAuthentication; Help | Contact Us : Service Centers

| quick Links eAuthentication Login

I What is an account?

¢ Create an account
" Want To..
I Update your account
p d
Password:  [eseseser | © Change y Password

Employee Links

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

b L | Reglstrati Login o Reset My Forgotten

Authorty Login. Fassword this guide.

Loan Closing Employee User Guide 6 Section 2p>
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e-mail eAuth Help at eAuthHelpDesk@usda.gov

|§|! Smart Tip: Problems? Go to http://www.eAuth.egov.usda.gov, click Help, or

the https://gls.sc.eqov.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.

q[:lj Smart Tip: You can and should continue to bookmark or set your favorites to

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.

USDA .. ... Enter Your ACF2 UserID and
paaiiiagd] ? Enter Your Password,

, Click Login and Accept the
D'I.O’ Hn-fu:hrml Terms1

Enter Your WeerID: FHGLE

Guaronreed Loan Systemis owiloble
fer use Manday through Saturday
from §am to 7pm Central Daylight
Time and Sunday frem Sam to 4pm.

Warning: This site is for suthorized
USDA employees only

Unuthorized access o this United States Gevernmant Computer System omd seftwore is prohibited by Titke 1% United Stotes Code 1030, This statute states that: Whoaver knowingly,
er intentionally sccerses o computer mithout authorization or exceeds outherized sccess. and by meons of such conduct, obtains, alters. domsger. destroyr. or discloser information or
pravents outherized uze of (date or & computer owned By or operoted for) the Covermment of the United Stotes shall be punizhed By @ fine under thiz title or imprizonmant for net more
than 10 yeors, or both

All activitios om this syrtem and metwork moy be menitored, intercepted, recorded, reod, copled, or coptursd in any monndr and dirclosed in ony manmer, by outhorized

porsonnsl. THERE 15 MO RIGHT OF FRIVACY IM THIS SYSTEM. System persennel may give te low enfercament official: any petential swdence of crime feund om UVSDA computer
systems. UUSE OF THIS SYSTEM BY ANY USER, AUTHORIZED OF UMAUTHORIZED, COMSTITUTES COMSENT TO THIS MOMITORING, IMTERCEFTION, RECORDING, READIMG
COMYING Of CAPTURING AMD DISCLOSURE. REPORT UNAUTHORIZED USE TO AN INFORMATION SYSTEMS SECURITY OFFICER
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GLS Homepage

USD United States Department of Agriculture
2475 (€
/—-—— \

Guaranteed Loan System & CBP Direct Loans and Granis
GLS FSa RBS RUS

RHS Leg Site
Home Home Home Home Home Borrower Lender Loans. Reporis. Help Off
FMC1CICS: NCCDSNC
Message Board

Rural Housing
Service

Guaranteed Loan System is available for
use Monday through Saturday from Gam to
7pm Central Daylight Time and Sunday
from 8am 1o 4pm.

Faru Service Ageucy

—

Rural Housiug Service

Warning: This site is for authorized USDA
employees only.

GLS to Data Warehouse Comparison Results

Rural Business-Cooperative Service

Rural Utilities Service

Last Updated: Wonday, June 13, 2005 7:36:21 AN

Unauthorized access 1o this United States Govermment Compuier System and software is prohibited by Title 18,United States Code 1030, This statute states that: Whoever knowingly,
or intentionally accesses a compuier without authorization or exceeds authorized access, and by means of such conduct, obtains, aliers, damages, destroys, or discloses information or

prevents authorized use of (data ora computer owned by or operated for) the Government of the United States shall be punished by a fine under this tiile or imprisorment for not more
than 10 years, or both.

All activities on this system and network may be monitored, intercepied, recorded, read, copicd, or captured in any manner and disclosed in any manner, by authorized

personnel. THERE IS NO RIGHT OF PRIVACY IN THI§ §YSTEM. System personnel may give o law enforcement officials any potential evidence of crime found on USDA compuier
systems. USE OF THIS SYSTEM BY ANY USER, AUTHORIZED OR UNAUTHORIZED, CONSTITUTES CONSENT TO THIS MONITORING, INTERCEPTION, RECORDING,
READING, COPYING OR CAPTURING AND DISCLOSURE. REPORT UNAUTHORIZED USE TO AN INFORMATION SYSTEMS SECURITY OFFICER.

RHS GLS Homepage

Click the Rural Housing
Service link.

Click the Request List link

GLS FS5A

Guaranteed Loan System & CBP Direct Loans and Grants

g

5 RHS

USDA United States Department of Agriculture
— Z4TF
: e {

RUS

select the application you wish
to close.

RBS Log Site
Home Home Home Home Home Borrower Lender Loans Reporis Help Off Map

SFH MFH CF Ad hoe Reporting

@ Funds Admin A Admin A Admin @ CF BRIO (Insight Users)
quest List 8 NOFA Admin @ Grant Determination @ MFH BRIO (Insight Users)

@ Guaranteed Underwrit @ Request List @ Facility/Project List @ SFH BRIO (Insight Users)

@ Loss Claims Admin ey @ Project List @ Request List a MRE

@ Reports g @ Reporis

@ Forms ars A Forms

@ LINC System Adminisivation
@ Application Authorization
@ Loan Servicing User Guide

@ Loan Servicing User Guide

2: This site is for authorized USDA employees only.

Last Upduied: Wednesday, April 20, 2005 1:47:56 BM Using " hrowser button causes unpredictable resulis.

Request List

You will then be directed to the GRH Request List where you will
search for the GRH application you wish to close.
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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
D! list. The Loan List will only display GRH loans that are already closed.
Iﬁl' To close an application, you must select it from the Request List and
then select the appropriate Action from the dropdown.

Loan Closing Employee User Guide 10 Section 30>
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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.

Ch

Ly

USDA Once the GRH Request
;...-———l 6LS GRH Request List List displays the
aLs RIS F— application you wish to
Home Home Borrower Lender Request Admin Loans Reports Close’ Select the Add
Search by: Loan Closing from the
St ‘_9 I 1] i dropdown action list and
Pt i then select the application
) Reservation Murnber - -
( Submitting Financial Org Press the Select button by CIICkIng on the blue
R once you select the Action Select button.
Include:
GRH Request Type
[JExpired and Canceled Requests
[ Current Fiscal Year Only
[ idd New Reservation |
Select the "Add Loan Closing’ action
LB from the dropdown
Primary Borrower Name Amount Status
5O mmlll |(SANMPLES, JAMES M $10659000) OBLIGATED
Loan Closing Employee User Guide 11 Section 30>
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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.

USDA GLS Add Loan Closing
=

Borrower Information

D Mumber/Mame
Address

Geographic State/County
Co-Borrower 1D Mumber/Name
Application Information

Reservation Nurmber

Application Package

Lender Information

Criginating Tax ID*

N 0L, S

I
SALISBURY, MD 21804
244023

420985865 HALL, ANGELS

24023050203

Reservation Date

01 Received Date

480575093 | USDA-Assigned Branch *

04/2872005 (RH Loans)

04f22/2005

Narme

Address

Servicing Tax ID*

USDA-Assigned Branch *

[[] Same as Originating

Marne

Address

Holding Tax Id

480875093 | B

& Assigned Branch *

[ Same as Originating

Narme

Address

Verify you are
closing the
correct loan!

Change Lender by changing
Lender ID and Branch Number

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.

Loan Closing Employee User Guide
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Loan Information

Agency Loan Mumber * |50 Lender Loan Number 1

Case Murnber 24023 0423271425 Obligation Loan Nurnber 0L

Obligation Date 03/03/2005 Obligation Fiscal Year 2003

Obligation Amount $186,632.00

Loan Type FH

Assgistance Type 096 SFH GUARANTEED PURCHASE

Source Of Funds 1 NEW GUARANTEED LOAN

SERVICING OFFICE 247299 MARYLAND

DE. STATE OFFICE

LOAN TERMS Loan Amount * 2 [¢188, 632.00
Closing Date* 3 Maturity Date * 4
Percent of Guarantee  90% Interest Rate Basis™ | 365 DAYS 5
Guar Interest Rate * § |6.2500% Rate Type *
Mon-Guar Int Rate 7 Rate Type

GUARANTEE FEE Furpose Code *
Fee Amount 8 §3,732.64 Fee Deposit Date 9

Complete the entry or revision
of the loan information.

1 Enter Lender’s loan number if
available.

2 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.

3  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.

4 Enter the maturity date of the
loan. This date must be 30
years from closing date.

5 Select the interest basis for
the loan as indicated by the
lender

6  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.

7 Leave this field blank for RD
SFH Guaranteed Loans

8 Ensure that the fee amount is
correct, especially if the loan
amount has changed.

9  This field is for use by the
Finance Office Only.

Loan Closing Employee User Guide 13
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Agency Information

Agency Loan Comments

Lender Loan Comments

Submit ] [ Cancel

Validation Error Messages

Loan Information

Agency Loan Mumber ™ |50 Lender Loan Mumber

Case hNumber 24 (I Obligation Loan Murnber 01
Obligation Date 01/10/2005 Obligation Fiscal Year 2003
Obligation Amount $162,200 00
Loan Type RH
Assistance Type 096 SFH GUARANTEED PURCHARE
Source Of Funds 1 HEW GUARANTEED LOAN
SERVICING OFFICE 247022 MARYLAND
HAGERSTOWN
LOAN TERMS Loan Amount * $162,200.00
-l 11/15/2005 ate ™
MG54118E: Maturity Dste must be st least 30 years past the Closing Date
e TrTeT e Basis*
Guar Interest Rate * 5.8750% Rate Type *
Mon-Guar Int Rate Rate Type

GUARANTEE FEE Purpose Code *

Fee Arount $3,000.00 Fee Depaosit Date
| MGOOD40E: Guarantesd Fee Amount must be within $1.00 of calculated fee l

Ch

until both the guarantee fee is processed and the account

IHF Smart Tip: Loan will not be completely closed on the GLS
updated with the deposit date and the loan closing

transaction has been completed.

fpas30/z0as

365 DALTS

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

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

Loan Closing Employee User Guide
September 2007
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Rural Development Confirmation Once the loan closing is
submitted to GLS, a confirmation

Microsoft Internet Explorer [X] pop-up message will appear to
— confirm that the closing was

L] E #dd Loan Closing has been successfully completed. Completed SUCCGSSfU”y.
L

Lender Closing Certification This is for informational
purposes only!
Microsoft Internet Explorer, §| ) .
=1 If the lender inputs the closing
P By selecting "0k, I certify on behalf of the lender I represent, that this loan transaction into GLS they will
\*/ hias been propetly closed, adequately secured interests obtained, all conditions set . r .
Farth on the Conditional Commitrent have been met, and all required supporting receive a certification message.

docurentation provided to Rural Development by the lender. This certification may Since the lenders are
be accepted as material representation this loan meets the requirements of the .
Single Family Housing Guaranteed Rural Housing Loan program. authenticated and they have a

Upon receipt and acceptance of the conditionsrequirements of the Conditional Slgned agr,eement to, use the
Commitment and the guarantee fee in the appropriate amount, Fural Development System, this electronic

will execuke and issue the Loan Moke Guarantee. certification replaces the
] signature on the Form RD

Fook Cancel
| | B 1980-19, “Guaranteed Loan
Closing Report.”
Loan Closing Employee User Guide 15 Section 30>

September 2007 Back to TOC Closing a Guaranteed SFH Loan



View Loan

USDA GLS Loan View
e

GLS Loan List
View Application (G

6LS Home | FSAMome | RES Home | RHS Home

Section Bookmarks

Borrower Information

Agency Comments

Co-Borrower Information

Borrower Information

1D Mumber/Mame
Address

Geographic State/County

Type

Ermployee Relationship

Suspend Code

Application Information
Reservation Nurmber 24023050203

Application Package 01

Loan Information

BUS Home Barrower Lender Loans

Reports

Loan Information
Lender Information

Apolication Inforrmation
Lender Comments

Select a Bookmark to

[N :
go to that section of the

SALISBURY, MD 21804 GLS Loan View screen.
24 /023
INDIADUAL Last Loan Number

0 NO RELATIONSHIP
0 NO SUSPEMNSION

04/28/2005
04/22/2005

Resemwation Date
Received Date

Help

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.

Agency Loan Number 50 Lender Loan Nurmber 123456
Case Number 24 023 0423271425 Fund Code/Obligation Loan 46701
Obligation Date 050342005 Obligation Fiscal Year 2005
Obligation Amount $186 632.00
Loan Type RH
Assistance Type 096 SFH GUARANTEED PURCHASE
Source Of Funds 1 NEWY GUARANTEED LOAMN
Submission Code 1 INITIAL
Geo State/County 240023 MARYLAND
WICOMICO
Senvicing Office 244299 MARYLAND
DE. STATE OFFICE
Origination Code 1 MEWY LOAM
LOAN TERMS Loan Amaount $186 632.00
Closing Adj Amount $0.00
Percent of Guarantee 90.0000% Interest Rate Basis 365
Cloging Date 1141572005 Maturity Date 114115/2035
Borrower Guar Interest Rate  6.2500%
Borrower Effective Int Rate  6.2500%
Lndr Guar Interest Rate 6.2500% Rate Type FIXED
Lndr Mon-Guar Interest Rate  5.2500% Rate Type FIXED
Lndr Effective Int Rate 6.2500%
GUARANTEE FEE Purpose Code 3 INITIAL CLOSING (FEE)
Loan Closing Employee User Guide 16 Section 30>
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DEBT OFFSET Eligibility YES

UNPAID BALAMCES  Principal $186 632.00 Balances As Of Date  11/15/2005
Accrued Interest $0.00

MISCELLANEOUS. Liability Release Date Loan Sold
Total Loss Armount $0.00 Logs Count

Last Loss Type

AGEMCY INFO Last Status Update Date 11/15/2005 Last Register Date 111772005
Status CLOSED (Active)
Termination Reason 01 ACTIVE Agency Comments may
be updated from the
Suspend Code 4 CLOSING FEE PENDING GLS VIeW Loan screen
Last Updste Date 11/17/2005 by clicking on the link.
Last Update User FHUIKA1

Previous Loan Mext Loan

RH Information
INTEREST ASST  Int Asst Code 2 IMNELIGIBELE FOR INT ASST B8
Active Interest Asst  NO

Agency Loan Comments (Click here to update Comments)
Test Case

Lender Loan Comments

Lender Information

Originating Tax ID 480875093 USDA-Assigned Branch 018 Last Register Date  01/16/2001
Narme FIRST HORIZON HOME LOAN CORPORATION
Address 224 EAST MAIN STREET SUITE &

SALISBURY, MD 21801

Servicing Tax |D 480875093 USDA-Assigned Branch 018 Last Register Date  01/16/2001
Narne FIRST HORIZON HOME LOAN CORPORATION
Addrass 224 EAST MAIN STREET SUITE &

SALISBURY, MD 21801

Holding Tax 1d - 480875093 USDA-Assigned Branch 018 Last Register Date  01/16/2001
Marne FIRST HORIZON HOME LOAN CORPORATION
Address 224 EAST MAIN STREET SUITE 5

SALISBURY, MD 21801

Co-Borrower Information

Co-Borrower (1)

1D Murnber/Marne 420989868 HALL, ANGELA J
Addrass 1658 EMILY DRIVE
SALISBURY, MD 21804
State/County 24 023
Type Individual
Back to Top
GLE Loan List

Wiew Application {(GEH)

Loan Closing Employee User Guide 17 Section 30>
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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.”

PSD ! “GLS4263 - Lender Loans
it 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.

GLS Single Family Housing Reports

s e A S

::nnnnnl'/l\lnnnnnnnnnnnn )
AV,

ot i, b A, e B A M

X
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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.

USDA Click on the Request link on
a"— 6LS 6RH Request List the navigation bar. Once the
GLs RHS Funds GLS GRH Request List is
Home Home Borrower Lender Request Admin Loans Reports dISp|ayed, SeaI’Ch for the |oan
Search by: obligation you wish to close.
S I ' sms The GLS GRH Request List
T i " will display the loan obligation
() Submitting Financial Org - L PreSS the SeIeCt button n the ||St Se|eCt the Add
once you select the Action Loan Closing from the

Include:

GRH Request Type Chligations  +

[CJExpired and Canceled Requests
CICurrent Fiscal Year Only

dropdown action list and then
select the application by
clicking on the blue Select

10d New Reservation | button.

Select the "Add Loan Closing’ action

Action from the dropdown

Primary Borrower Name Amount Status

Lo | CAMPLES, JAMES M $106,590.00  OBLIGATED

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.
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Loan Information

Agency Loan Number

Case Mumber
Obligation Date
Obligation Arnount

Loan Type
Assistance Type
Source Of Funds

SERWVICING OFFICE

LOAN TERMS

54-002-000000000
(05/22/2006

$75,45000

EH
096
1

557023

Loan Amount *
Closing Date *
Percent of Guarantee
Guar Interest Rate ™

Mon-Guar Int Rate

Lender Loan Mumber z

Obligation Loan Number 01
Obligation Fiscal Year 2006

SFH GUARANTEED PURCHASE

NEW GUARANTEED LOAN
VIRGINLA
WYTHEVILLE
$75,450.00
o7/01/2007 Maturity Date *
0% Interest Rate Basis *
5.7500% Rate Type *
Rate Type

Closing Submitted By
Date Submitted

Daetwylet, Dean-elearnjarret
09/05/2007

GUARANTEE FEE

Purpose Code *

Fee Amount

Lender Loan Comments

Fee Deposit Date

Thiz loan is closed by 1
mail.

ender.

The guarantee fee check was =2ent by over night

Before completing the loan closing, the Agency employee must:

[ Submit ]

[

Delete

| [ Cancel ]

07/01/2037
365 DAYS »

Some key differences between
an Add Loan Closing screen a
lender has submitted verses

adding a complete loan closing

1. The person in the

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

There will be a date in
the Date Submitted field.
There may be some
lender comments.

All required fields will be
completed.

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.

Agency Loan Comments

Lender Loan Comments

Submit ]

[

Delete

] [ Cancel

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.

Press the Submit button
when ready to submit
the loan closing
transaction for
processing.

Loan Closing Employee User Guide
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Once the submit button is
pressed, a pop-up message will
appear if the loan closing
submission was successfully
completed.

Microsoft Internet Explorer, [E|

L "_'., &dd Loan Closing has been successfully completed.,
L

The GLS Loan view screen will

then display. (See View Loan
section on page 16 of this
guide).
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4 GLS Loan Closing User Guide

Section 4 p
GLS Loan List
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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

USDA 6LS Loan List
=

_ LG Home | FSAHome | RBS Home | RHS Home | RUS Home | Bomower | Lender | Loans | Reports | Help

Search Criteria
Search By: & Borrower [D Number | 42t 5
O Borroweer Name/State | |ALL STATES ~|

Include: Program Area ‘ALL PROGRAM LRELS v|

Use the Agency Loan Number link to perform

Submit Reset a Q Q
[ ) ] the action selected in the Action dropdown
Action select .,‘
Agcy Offset Loan
1] Loan 5 v Role Type/
Name Number | Nbr Type Amount Status  Prim Borr ID | Ind
HALL, CHRISTOPHER M. 42 5 | s0 | 24 | 023 | 110152005 RH $186,632.00  CLOSED B M

The link on the ID Number is not for RD use and you
will get the following message if it is selected.

Microsoft Internet Explorer

' :,‘ ME00715E: Action must be Credit Bureau Yiew or press Agoy Loan Mbr byperlink
-
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USDA GLS Loan List
=

Lender | Loans | Repors | Help

‘ GlSHome | FSAHome | BBS Heme | EHS Home | RUSHome | Bomower

Search Criteria

Search By: & Borrower (D Mumber |42 e
) Borroweer Mame/State
Include: Prograrm Area ALL PROGRAN ARELS -
Submit } [ Rezet
Action Select -
Loan
Maintain Loan Closing = Loan
Ma¥iew Intereat Assistance Date Type

View Credit Bureau

Wiew Debt Offset

Maintain Debt Offset

Add Individual Co-Borrower

Add Organization Co-Borrower

Remove Co-Borrower From Loan

Add Debt Offset Collection

Add Debr Offset Refund

Add Debt Offset Write-Off

Add Loan Closing without Application

HALL, CHRISTOPH 11/15/2005 RH

ALL 3TATES v

Role Type/ | Rfil
Amount Status | Prim Borr ID | Indd
$186,632.00 CLOSED B il

Closing a Guaranteed Loan Without an Application

l_l_SDA 5LS Loan List

— LS Home | FSAHome | RBS Home | RHS Home | RUS Home | Bonower

Lender | Loans | Reports | Help

Search Criteria
(= Borrower ID Mumber
) Borrower Mame/State

Search By:

Include: Prograrn Area ALL ED PROGRAM AREALS v
Submit I [ Reset
Action Select -

Select

View Loan

Haintain Loan

View Interest Assistance
View Credit Bureau

View Debt Offset

Haintain DIebt Cffset

Add Individual Co-Borrower
Add Organization Co-Borrower
Remove Co-Borrower From Loan
Add Debt Offset Collection
Add Debt Cffset Refund

Add Debt Cffset Write-Off

| Ad

an

ALL STATES v

CAUTION! This type of

Select the "Add Loan Clesing

without Application'' from the

dropdewn to close a lean where
there is no associated application.

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:
e View Loan
¢ Maintain Loan
e View Debt Offset
¢ Add Individual Co-
Borrower

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.

Loan Closing Employee User Guide
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u_SDA GLS Loan Closing without Application

- Help

Case Number Information

Geographic State ® Felect w
Geographic County * Zelect v

Borrower Tax D *

Loan Murmber
Submit ] [ Cancel
Case Number Information
Geographic State * MARYLAND w
Geographic County * CHARLES - 009 v
Barrower Tax 1D _

MGS4200E GLES Obligation exists for regquest; Uze GLS Loan Clozing web page

Loan Mumber 1

Submit ] [ Cancel

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.

25

Loan Closing Employee User Guide
Back to TOC

September 2007

Section 40
GLS Loan List



4 GLS Loan Closing User Guide

Section 5 p
Contact and Help Information
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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
e Questions and help on
closing transaction
e 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 UserlD
and Password Issues
e Forgotten ID or Password
e Change Password
e Change Personal or
Corporate Information
(excluding contact
information)

All Security ID’s and Passwords are handled by
e-Authentication. Go to:
http://www.eauth.eqov.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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