QUICK REFERENCE UPLOAD LOSS CLAIM DOCUMENTS

Enter all information as you normally would to Add a Loss Claim in
USDALINC. On the Review Loss Claim screen you will click SUBMIT and
then will receive the Confirmation Page as follows:
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Click the hyperlink ‘Lender Upload Document’ above from the Confirmation page.



Click the hyperlink ‘Lender Upload Document
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Following is a list of Doc Types available for Loss Claim upload:

e User must upload the following documents to create the loss claim task:
e 11056 Loss Claim Confirmation Page
e 11012 Add/Update/View Loss Claim
e Upload loss claim documents according to document type based upon indexes provided.
e The documents should support the costs and activities from the default date to the
settlement date. Please do not include invoices prior to the current default.

Doc Type Code Doc Type Description

11008 Reamortization Agreement

11009 Loss Claim Worksheet Checklist
11012 Single Family GRH Automated Loss Claim Worksheet/Add/Update View Loss Claim
11013 Appraisal

11014 RHS Property Disposition Plan
11015 HUD-1 Settlement Statment

11016 Property Tax Correspondence
11017 Property Insurance Correspondence
11018 Bankruptcy Correspondence

11019 Attorney Correspondence

11020 Invoices and Expenses

11021 System Lender Notes

11022 Miscellaneous Loss Claim Documents
11026 Sale Documents

11030 Foreclosure Bidding Instructions
11038 Foreclosure Deed

11039 Additional Loss

11043 Lender Financial History

11044 Listing Agreement

11056 Loss Claim Confirmation Page
11062 Detailed Inspection Reports




This will take you to the Upload Document Page as follows:
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[ the Type of Document and then click Browse to select the File. If you have
than 3 documents to upload click the ‘Insért more Documents’ button. A
of 12 documents can be added at one time.

Click the ‘Submit Document(s)’ button when all documents have been selected.



You will get the following pop up:
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be uploaded at a time. Press the Submit Decument{s) pushbutton to uplead the desument{s] into the image repository.

Type of Document File Name Upload Status
11021 System notes.pdf Suoassii]

I‘_’_CEE Lo== Claim Cnnf;m::urd lE:\'I:I'plu:d. Document= from |  Browse..

;I IH: \Upload Document= from ! Browse...
tatme v | [H:\Upload Documens= from | Browse...
I" g 1 H'_=:u:;| |H:"-_'U;'_u=:l Document= from | Browse..
[12022 2ingle Family SRH Zuses x| [H:\Uplead Document= from !| Browse..
I‘_’_CZE Mimgellanegus= Los== C"_a:;l |H:"-_'C;'_u=:i Document= from | Browse..

[

Insert more Documents |

Submit Document (=] HReset TUpload Documents Completed Cancel |

Click the ‘Upload Documents Completed’ button when you have finished
uploading documents.



To View the documents you upload click on ‘Lender Display Document’ hyperlink:
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Enter the Borrower ID, Borrower SSN or Lender Loan Number and click OK.
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It may tzke several minutes for individuzlly indexed documents to process and be available for display. It may take one to two
hours for batch file documents to process and be available for display. Please be patient!

Click Document Description hyperlink to display the documsnt you wish to views
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