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Submission Using eForms
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This webinar is on the use of the eForms site for Single Family Housing (SFH) Direct
Section 502 and 504 applications.



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. eForms usage is encouraged for other groups like non-certified
packagers, self-help grantees, applicants, and others.



Resources

» User Guide available on SharePoint (RD Staff Only)

+ Training Video with Handouts and User Guide
+ 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 and Training Video with Handouts 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.

Users that encounter technical problems should direct questions to the RD helpdesk.



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.



Step 1:

Submit a Package




eForms — Login.gov Account

To submit loan application packages via eForms, users must:
* Obtain Login.gov ID

* The eForms User Guide provides guidance on creating a
Login.gov account

To apply in eForms, the user must obtain a Login.gov account. Login.gov 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 a Login.gov account.

An applicant submitting a package directly through eForms (who isn’t working with a packager)
must obtain a Login.gov account. If the applicant’s loan closes, this Login.gov account 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 Login.gov account for submitting a package using eForms.



Submit a Package

* Navigate to the eForms website and login:
https://forms.sc.egov.usda.gov/eForms/welcomeAction.do?Home
* Browse forms from the menu options and search Form Number 410-4
» Export and import completed Form RD 410-4 OR Select “Upload 1003 Form”
» 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 Login.gov ID and password.

Browse the forms to locate Form RD 410-4.

Complete Form RD 410-4. Options discussed on a later slide.

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.



Login to eForms:

USDA Uniled Statss Department of Agricultura
& Service Center Agencies eForms

You zre hers: Home
eForms
b Browse Forms 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 maif 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 abie 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 ID and Password with a verified identity, which you can do by registering
below. Once your account is created, follow the process to verify your identity.

If you already have a USDA eAuthentication 1D and Password with a verified identity, you can Login
below,

['ngn (R_eﬁo ]

rces Conservation Service | Rural Development
Moo Discrimination Statemant | Information

The submitter will login to eForms using the Login.gov ID and password.



Browse for Form RD 410-4

8 States Department of Agriculurs

7 AbouteForms | Help | ContactUs ¢ Logoff

You are here: Home

Welcome to the USDA Service Center Agencies eForms.

Work eForms allows you to search for and complete forms requesting services from Farm Service

OFSEacE Agency (FSA), Natural Conservation Service (NRCS) and Rural Development (RD). Some of the
features of eForms are:

+ Create Package

USDA. Uit States Departmentof Agrcuturs
b Savsa Forms You can complete forms and save them in your Saved Forms Workspace. = % i
You can put multiple forms in a package and save it in your Saved Packages Workspace. sl Service Center Agencies eForms
b Saved Packages You can submit forms or packages electronically to your local service center.

YYou will receive notice if your form or package has been accepted for processing or if it is
£ Impeck Exiarnal Fann being returned for additional information.
EEE U be processed learonically on spefic forms. See the form instructions to
determine if a form is eligible for electronic signature. B ——
eForms
BRI Packages To get started, click Browse Forms on the left of the page and search for a form.

e T ke e PO ot Yo vl e o e he e Mabe Acrobt Reader Browse Forms
installed on your computer. —
01 ace
o Raoalved Packages Sedote You may search for a form by completing any of the fields below or just dick Search for a list of

b Collecting Signatures v Saved Forms.

Agency Name [an v
P P b Pi
b Pending Packages Saved Packages

b Compleled Packages

¥ Impert External Form Program Name: [an 2|

JCEZS| <<vice name:

» Relumed Packages

¥
+ To Cosign Form Number:
» Package ¥ Cosign Packages

Title or Keywords:
v Recelved Packages 2

Show Results: 10 Per Page
USDA.gav | Farm Sarvica Ageney | Natural Resources Conservation Sarviea | Rural Developmant Qutbox o
F

014 | Accessibility Statement | Brivacy Policy | Non-Discrimination Statement | Information Quality | USA.gov | Whits Houss

+ Collecting Signatures
+ Pending Packages
+ Campléted Packages

» To Gosign
b Package

SR ] Far eyl Sy | Nabmel Regoirns Copssnenfiorc Sacuie | Ramn) Dplopaes
Stotement Non-D =tion Statere

Click Browse Forms, enter 410-4 in the Form Number, and click Search.



Form RD 410-4, Uniform Residential Loan Application

* There are two ways to complete Form RD 410-4:
* Import the industry standard Form 1003 (intermediaries only),

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

*Always make sure the instruction icon appears cr
next to the 410-4 being submitted! !

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

1. 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. Export the 410-4, complete oftline, 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 and
cause delays in processing the application. The 410-4 in the Standardized Application
Package cannot be imported into eForms, applicants must use the version available in
eForms only. If the icon does not appear next to the 410-4 form, the Agency will not be
able to process the package within eForms.

The applicant or packager should not add comments in the application data fields, such as

'not working' or 'not applicable’, or use symbols and punctuation, as these will cause issues.
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GEQ
410-4: Export, Complete Offline and Import Completed Form

USDA.  Untes States Bopariment of Agricuiture
& Service Center Agencies eForms

Vou are here: Home / Szarch / Farms

Browse Forms

eForms

» Browse Forms

Workspace

We Fiave Follnd 1. formis wiich SAEs Vour search srters. "V mavinow vich arg of the Forins

i Eieala Pasiage below by clicking on the form number. To see the instructions on how to complete the farm, dick
on the instruction button in the Help calumn.

+ Saved Forms.

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

b Saved Packages Rl 7! v USDA. Unites Siates Department of Agocusture

el y .
2 F Service Center Agencies eForms
Lt The forms have:been ciirtently tested ‘on Intemet:Bxplorer only: You will need to have the free - Se 9

Internet Explorer installed on your computer.

¥ Relumed Pckages When viewing a form, please have only one browser window open. | About eForms | Help | ContactUs | Logoff
b Cosign Packages LTl

» Recelved Packages

“ou are hers: Home / Impart Form

Import External Form

eForms

Form Number Form Title elp b Browse Forms

5 @ R Workspace
b Collecting Signatures ® RD 410-4 Uniform Residential Loan Application Upload 1003 F:)ﬂﬂ“
¥ Pending Packages

This import facility allows specially prepared eForms forms to be imported from your personal
computer after they have been edited off-line. The fallowing list of forms may be imported, if they
 BRlari e are the correct revision:

ol .
g s b Saved Packages Importable Forms List
NRCS-CPA 414
» Import External Form

NRECS-CPA-1200 NRCS-CPA-1200

b Create Package

¥ To Cosign

+ Package RD 410-4
| » Relumed Packages
RD 3555-16
3 b Cosign Packages %
UsDA-gov | Farm Service Agancy | Natural Rescurces Consarvation Service | Rural Davalopmant : RO 3555-21E
Fo 0

3 v
sccessibility Statemant Bolic, | lion Discrimination Statement | Information Ouali . Pacelved Packages Please select the form you

Qutbox import the form intg

b Coliecting Signatures PDF File:

fagliclc on the add button to

© Pending Packages Saved Form Name:|_

> Gompleled Packages

v Ta Gosign
b Package

To complete the 410-4 offline, the submitter will click “Export Form for Offline
Completion”. The form is saved to the desired location on their computer 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 pdf, enter the

Saved Form Name, and click “Add.”

The form is added to the Saved Forms in eForms.

11



410-4: Export, Complete Offline, and Import Completed Form

eForms

3

What kind of package would you like to create?

Create a Custom Package ; A custom package is creted by addng any forms from yaur Saved Forms arca.

ik copies of all of the forms assaciated with that service,

Inbox

+ Relumed Packages
» Gosign Packages

lea: forms by checking the box next to the name to be included in the package.
ncl a package and submitting it to a servi ter will not remove it from your
Select the imported 410-4 » Saved Packages pdd ] P
b Import External Form
® Doe, John ive 08/03/2020 (&)

eForms

b Browse Forms

Please enter a unique name for this package.

Enter a Package Name & Create the Package

Package Name:|

» BAved Packages USDA Receiving Agency: [Rural Development

(create Package

+ Import External Form

Next the submitter clicks “Create Package” and Selects “Custom Package.” A list of all
saved forms is displayed. The submitter will choose the desired uploaded 410-4 that was
uploaded 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. The package name should not contain special characters. 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 i1s moved to Saved Packages.
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410-4: Export, Complete Offline, and Import Completed Form

USD United States Department of Agriculture
@ Service Center Agencies eForms

Home i About eForms : Help : Contact Us @ Logoff
barorms . Vou are here: Home / Saved Packages
Saved Packages
Workspace

=
These are the packages you have previously saved. You may submit L2l or delete tha;s
b Greale Package

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

¥ Vel PackagEs Name Last Updated Agency Actions

08/03/2020 RD B3 =

» Impont External Form Hoe, 16k
Inbox

& Relurned Packages

bt Cosign Packagaes

b Recelved Packages

& Collecting Signatures

+ Pending Packages

» Completed Packages

I 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.gowv | 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.



Select the State, County, RD Office

DA Unied States Det pariment of Agrcuture
Zsm Service Center Agencies eForms

eForms

+ Browse Forms

ice center or use the map to

Address
300 COMMUNITY WAY
BRANDON SERVICE CENTER BRANDON
NS, 390422573
4730 NEW HARVEST LN
KNOXVILLE SERVICE CENTER KNOXVILLE USDA.  Urited Siates Bepariment o Agricuiere
™, 37918-7000 =

S Service Center Agencies eForms

«eForms.

Workspace Please click the state from which you wish to select the service center to
» Orate Packegs submit your package:
+ Saved Forms

+ Import External Form

» Relumed Packages
» Cosign Packages
+ Recelved Packages.

+ Collegling Signatures
+ Pending Packages

[

+ Completed Packages

3Fsegrsssss
353 fz=c

Puerto Rico
Virgin Islands of the U.S.
Rhode Island

ice | Rural Davalopmant
ont | Information Quality | USA.cov | White House

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.

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.

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 text 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.

14



Select the State, County, RD Office Continued

USDA  Unied Sttes Depertmant of Agrcuture
=== i :
Sl Service Center Agencies eForms

i About eForms | Help | Contact Us

“ou are here: Home { Saved Packages / State/ County

eForms

Saved Packages

Workspace

» Create Package
N ADAIR DavIs JEFFERSON POCAHONTAS
piee pi] o

ks o ALLAMAKEE DELAWIARE JoKES USDA.  Unied States Department ot Agricsture
# Import External Form: APPANOOSE DES MOINES KEOKUK =S Saiice Gentar Agensiss BFGHts
T #vouson DICKINSON KOSSUTH RINGGOLD =-— 9
sENTON DUBUQUE Lee sac
BLACK HAWK EMMET Lnn scart
b Cosign Packages BOONE FAYETTE LOUISA SHELBY
: Home [ Saved Packages / State | County / Office

¥ Recelved Packages BREMER FLOYD Lucas eForms
i Saved Packages
Aot BUENA VISTA FREMONT MADISON

# Gollecting Signatures BUTLER GREENE MAHASKA Workspace
¥ Pending Packages 3;:\‘;& zz::;*g z:g‘;:u Name Address Action
e HAMILTON il it it 210 WALNUT ST RM 693 )

1OWA NRCS/RD STATE OFFICE DES MOINES it 9
cepar HANCOCK MITCHELL L oiRi pickagia 1A, 50309-2118
1 F
» To Cosign CERRO GORDO HARDIN MONONA ¥ Import External Form 900 E 2ND AVE
CHERoKEE HARRISON MONROE

e [ITTTR| 1OIANOLA SERVICE CENTER INDIANOLA [wap
ol CHICKASAW HENRY MONTGOMERY WEBSTER 18, 50125-2892

* CLARKE HOWARD MUSCATINE WINNEBAGO PapEined Enckapes

RD SOLUTIONS DELIVERY DIVISION bt 28TH STREET (Seiest) (Wa

cLay HUMBOLDT 0 BRIEN WINNESHIEK + Cosign Packages - CONTRACTOR, BUSINESS CENTER [ oy D=5 MOINES E
cLayTon DA OscEOLA WOODBURY  Haosived Paokagen g
cLNToN 10WA PAGE WORTH
crAvFORD Jnckson PALO ALTO WaiGHT  Outbox |

DALLAS IASPER PLYMOUTH

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

 Relumed Packages Home | About eForms | Help i ContactUs

You have chosen POLK county in Towa. Please select ane of the following service center offices:
I Create Package
» Compleled Packages

» Collecting Signatures

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

+ Gompleted Packages

» To Cosign
» Package

UEDA_gov | Farm Sarvice Agancy | Hatural Resourcas Consarvation Sarvies | Rural Davalopmant
014 | Accassibility Statemant | Privacy Policy | Non-Discrimination Statemant | Information Quality | USA.gov | Whita 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.



Attach Required Documents

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

Savod Packagos
Workspace ease revie ing infor r the Dy
e ttach any su

s . ! ny
cuments that you want to accompany the package and

b Creale Package m of the page.

b Saved Forme

» Saved Packages <

Description
v Impart External Form

Uniform Residential Loan Application
Inbox

b Returned Packages

b Cosign Packages.

v Recelved Packages
Outbox

u o ovi service center with any comments about this package, please
b Gollecting Signatures package, p

Please select the file and enter a description of why it is being attached to this package.

Attachment File: Browse...

Description:

Uniform Residential Loan Application

Description
AT ocessing SI20¢ pppication Processing Stage- Doe
ligibity-Tncome- Doe.POF ligbity- Income - Doe

- Doe.PDF figiblity-Dedh - Doe

Doe.PDF Doe
Eligibility-Credit -Doe.PDF Eligibility-Credit -Doe

Doe.PDF -Doe

()

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

ut of eForms and back in again to take affect.

ILLE SERVICE CENTER
4730 NEW HARVEST LN
KNOXVILLE, TN 37918-7000
Phone Number: 3655233338
Fax Number: 8554946730

(submit

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 desired 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.
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eForms

Submit the Package

¥au are here: Home / Saved Packages / State [ County [ Ofice/ Submit Package

Saved Packages

Workspace

b Craate Package

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.

© Saved Forms

» Saved Packages Eoms

Description

b Import External Form
P Doe, John Uniform Residential Loan Application

—] —— Attachments
¥ Returned Packages sE Description
b Cosign Packages There are currently no attachments for this package.

b Recelved Packages

Case]

' Collecling Bigrafuiss gnz:hw::m !b::‘tw provide the service center with any comments about this package, please

v Pending Packages

b Completed Packages

ved Packages

¥ To Gosign Your USDA eAuthentication account email address is anelsono net. Al noti
pertaining to this package will be sent to this email address. If this is not the address you wish to

¥ Package 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: USDA Submission Confirmation

Service Center: I0WA NRCS/RD STATE OFFICE 1 understand I am providing all information included on forms and
Ei%“;’;ﬂ‘g;ﬁ}“;“uggg,zug attachments to the United States Department of Agriculture (USDA) for
Phone Number: 5152844769 review and processing. My statements on any submitted forms and
attachments are true, and correct to the best of my knowledge and belief
E 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
USDA.gov | Farm Service Agancy | Natural Resources Canservation Sarvice | Rural Developrifent ; 18, Section 1001, of the United States Code.)
FOIA | Accessibility Statement | Privacy Policy | Non-Discrimination Statement | Information Quality | USA.gov | White House:

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.”



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 "Outb¢ *Forms Package 103923-_________ Submittal

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

Ok ]
—

Thu 3/16/2017 10:10 AM

Package 103923 " was successfiully submitied on Thursday, March 16th, 2017 at 10:08am 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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Step 2:

Agency 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 sFoms

+ Browse Formy Welcome to the USDA Service Center eForms.

documents Workspaca sy s e s

« Accept, Re-direct, or Return the package ey o e dams e
« Parse application into UniFi i

| Compleled

¥ Raturmed

| Package Requests

A fou

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 B:10PM

To:

Subject: eForms Package 109200-021427259 Submittal

Package 10620 150 was submitted by Scolt . on Tuesday, February 14th, 2017 &t 7-0%pm
Click here to review this package.
Piease do not respond to this email, a5 it was automaically generaled by the eFoms 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. unites states Department of Agricuturs
= Service Center eForms Administration
= S Center eF Ad trat

Fe | e i
‘ :

Home | About eForms | Help | ContactUs | Logofi |

* New — a submitted package that has
not been opened.

Please click on confirmaticn number to cpen package.
+ Craale Package

Confirmation Number Package Originator Status Process Date
» Saved Forms 1051 14 Pending 08/19/2010
» Saved Packages 1051 18 pending 08/18/2010
1051 1z pending 09/09/2010
1051 13 New 09/10/2010
1051 135 Pending 09/13/2010
1051 164 CustomerOne, eForms New 03/04/2015
1089 165 CustomerOne, eForms New 03/04/2015

* Pending — a submitted package that
has been opened without action taken.

I Quibex
» Complated

1059 173 CustomerThree, eForms New 04/29/2015
+ Returned i
1051 174 CustomerThree, eForms New 04/29/2015
+ Package Requests 1059 79 New 05/12/2015
+ Reports 1051 146 CustomerTwo, eForms New 03/10/2016
1020 147 CustomerOne, eGovCustl Pending 03/10/2016
Managemant
go 1020 48 CustomerTwo, eForms Pending 03/10/2016
+ Forms 1020 87 Pending 03/23/2016
1 Baleh Promotion 1059 174 CustomerThree, eforms New 04/18/2016
1059 178 CustomerThree, eforms pending 05/09/2016
1059 175 CustomerThree, eForms Pending 05/09/2016
1051 180 CustomerThree, eForms New 05/09/2016
USDA.gov | Farm Service Agency | Natural Resources Conservation Service | Rural Develepment
‘ FOIA | | Privacy Policy | Non-Dis: | Infe Quality | USA.gov | White House

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.
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Review the Package

USDA  unted States Department of Agrecuture
S ;
s Service Center eForms Administration

You are here: Home / Inbox / Itams

Inbox

These are the forms that are contained by package 105195-050920480. Click on a form
v Create 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.

b Saved Forms
s - Name Status Last Updated
b acka g
ek ¥ AttachSupportingDocs. pdf Active 05/09/2016
* RD 410-4 Active 05/09/2016

Accept | [Redirect| [Return| [Comments| | History | [Employee Edit | [Close
b ) i Piud) e

b Outbox

v Complated

b Raturned

b Package Requests
b Reports

¥ Forms Submit
+ Baich Promotion

Form RD 4104 Form Approved
A.gov | Farm Sarvice Agancy | Nat  (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. Staff must use
Microsoft Edge for this process. Google Chrome is not compatible for this step. 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 and the package will remain in pending status. These packages are
required to be processed manually. 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-_ ____ ____. Click on a form
° Accepted package |mp0rt the 41 0-4 name to open and review it. Once all the forms for this package have been reviewed, you will b

able to accept, re-direct, or return this package.

in Uanl dUl'ing the neXt Up|03d- Name Status Last Updated Actions

# RD 410-4 Active 07/20/2016 &)

# T & f Active 07/20/2016
+ Re-directed packages are sent to m-.m' (Roturn) (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 UniFi 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.



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

ol of Agrcullure
Name Status Last Updated eForms Administration

® RD 410-4 Active 07/20/2016
T 07/20/2016 : Home / Inbox / Tt

Sy T —

Package Confirmation Number: 103923
che v t ¥

Please enter the - 'his package.

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).

Agency staff should utilize language in HB-1-3550, Chapter 3, Paragraph 3.6 A, which also
provides guidance that the complete application package with missing items must be
submitted within 15 days of written notice.
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Redirect

What happens if

a1 2oplention fnpox
) These are the forms that are contained by package 102025-_ ____ _ __ 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 T RD 410-4 Active 07/20/2016 (&)
Center? B T.

Active 06/29/2016
Accept @ntum; iCommomsJ His!ol\g ‘irEmpluyee Edll; 1CIose_‘i

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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Step 3:

Import into UniFi
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Y UniFi Applical
Fle Edt Record Menu Tools Help

+ 3 ‘ p*481410-04 E-Form Application Messaging

Prequal Menu

Registration Me *Yau have received 410-04 E-Farm application(s] listed below. You may select any application
Processing to parse in the addiess lines. Select Parse Addr Lines' button to complete the impart process
Credit Bureau
Undenariting
Closing

Loan Summary
- Handbook Lette
- &l Forms

-~ LINES
Parameter Meni
- Open a New Ac
- Clase Cunent &
- Copy Account

- Send Message Alj
»
Reports

- Pagsword Maint

I on Time Bormower Branch|Form Hame

0K Cancel |
Cieate New Application

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

In UniFi, 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.
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essage (Press HELP to view stack trace) X

The import of
s\webdev\prod\Xfer\MyForms\2017-03-16_13-09-50_Item-27378-1.xml

has been completed!
( oK ) Help

10-04 E-Form Application Messaging X
You h 41004 EFi You may velect any applcation
10 parse i the addiess Ines Select Parie Adds Lies” button (o complate the import proces
inon__ Jime Tocrommer T6ranch]F oum Hame
« »
S =T ] ox 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 application. 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 Gueu Access
° BE AWARE th at If © 18y Applcation |

. i —

you accidently © sysosasensy s
€ 48y Property H

Close an € 5By Loan Analyzer 1D [ &

& B Agency Case Nbr H

application without o oo ]
€ 8MyQueue IW

fully completing it,

you have to access —
1 1 £ 11 Branch Queve 70000 M
it using the My -

€ 12Pre Defined Queue

Secondary Queue £ 13E-Fom Applcalion Dueus Joo
option from the o | |
Select an

Application pop-up.

7 26050

[ |02/22/10 11:49 AM Mawdatabicopy, Testy 0070000479 18090 2011/19/2004 20 00250 Opened Non Queus
[ |02119410 2:24 PM = NEW ACCOUNT = 7 26060 00 40 00000 Opened Mon Queus
[ [0218410 216 PM = NEW ACCOUNT = 7 26050 00 40 00000 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.



eForms to the Electronic Customer File (ECF)

eForms

» Browse Forms
Workspace

+ Create Package
+ Saved Forme

» Saved Packages
Processing

+ Inbox

b Outbox

» Returned

b Package Requests
b Reports

Vou are here: Home / Completed

Please click on confirmation number to open pal
Confirmation Number Package Orig
102025-1 Corum,

102025-0 Vandyk . g
i o Save other supporting documentation
105944-0 Tindle, |

103127-0 Larocca _ §

igz::::g :::;:; Name Status Last Updated Actions

103127-0: Williame # Application Processing Stage -
105944-1 Jennett Doe.PDF

105944-0 kauffmz ® Doe, John Active 08/04/2020 (&)
1020250 aBhpet @ Eligibility-Assets- Doe.PDF Active 08/04/2020

 Eligibility-Credit -Doe.PDF Active 08/04/2020

# Eligibility-Deductions - Doe.PDF Active 08/04/2020

Active 08/04/2020

# Eligibility-Tncome- Di Open 4/2020
Save the 410-4 % Bigibilty-Other- Do Openin newtab 2020

Form RD 410-4
(Rev. 10-06)

[Accept] [Redi Open in new window E [:mployaesdw (Close |

Open with Microsoft Edge
Save target as..

m Print target

Form Approved
OMB No. 0575-0172 Copy shortcut

APPLICATION FOR RURAL ASSISTANCE (NONFARM TRACT)
Uniform Residential Loan Application 5 i e Wi T

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 temporary 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’”

b

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 Al V]

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

) Summary ®) Detail

O All Dates ® Rrange 1/2020 | Begin [pr271 End
Select One Report Type With Desired Option

() open Items
[]all open [CInew [ pending
[Inew Redirected

® Volume Statistics
All All Open Items Accepted
o 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 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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[{410-04 E-Form Application Messaging X
You have received 41004 E-Foirn applicatianfs) isted below. You may select any application
t0 parse i the arress nes. Select Parse Add: Lines! bution to complate the impat process
In an Time: Eorrawer Eranch Form Mame A
[E/0%72017 153850 ¢ |
(/24017 143850 Rl - * Any eForms queue that is older than
08/03/2017 084353 By 1M .
OPA1/2018 151950 Be 1§ 90 days at the time of the cleanup
04/01/2013 (214357 i ;
09/19/2018 090845 A 1 process will be removed
10/03/2018 7:5950  CF i .
100372018 L9 45 T oeion i ) * Process is bi-annual (March and
< > September)
Farse fuddr Lines
vl K3 Eancel

UniFi users will notice that, on occasions when logging into UniFi, they are prompted with
the eForms queue (“410-04 E-Form Application Messaging” prompt). This queue appears
when applications exist in the eForms parsing queue, where the servicing branch assigned to
the application to parse, matches the main branch code assigned to the UniFi user logging
into the system. There are several reasons old applications may remain in the queue which
require cleanup. The UniFi — eForms application queue cleanup process removes any
application in the eForms queue with a date older than 365 days from when the queue
cleanup tool processes (meaning, if the process is run on September 30, any application
older than September 30™ of the prior year will be removed).

The process is scheduled on bi-annual basis (March and September) to make sure the
queues remain manageable and do not begin to create any storage issues within the UniFi
Production environment.
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