
USDA GUS TRAINING
APPLICATION DOCUMENTS AND REQUEST FORMS

Presenter
Presentation Notes
Welcome to the Application Documents and Request Forms training module presented by the USDA Single Family Housing Guaranteed Loan Program.



Training Objectives:

• Understanding of how to utilize the Application Documents and Request Forms 
tabs in GUS.

• Upload a document to GUS. 
• Document requirements for upload process.
• Submit and view documents in GUS.

Presenter
Presentation Notes
Let’s review the training objectives for the Application Documents and Request Forms training module. Upon completion of this training, the user will understand how to utilize the Application Documents and Request Forms tabs in GUS. We will specifically discuss the following aspects of the Application Documents and Request Forms tabs:Upload a document to GUS. Document requirements for upload process.Submit and view documents in GUS.



Application Documents: Initial Steps

Steps:

1. Navigate to the Application 
Documents tab from the More 
drop-down.

2. Review the borrower 
information.

3. Review the file upload 
instructions (also review Note 
section highlighted in yellow on 
page).

4. Select the Type of Document to 
upload.

5. Select the Upload Files button to 
select a file from the user’s 
system.

Presenter
Presentation Notes
During the loan application creation and submission, the user may choose to upload documents associated with the loan application. This may include an Appraisal Report, Underwriting, or Request for Guarantee. Start by selecting the More drop-down menu and select the Application Documents option.To upload a document into GUS, the user should follow these steps once on the Application Documents tab:First, review the borrower information.Next, review the File Upload Instructions which are as follows:Acceptable file formats are Adobe PDF and TIF (no password protected PDF files)Password protected documents are not permitted.Maximum file size is 100MB.User must make a selection for “Type of Document” prior to adding files using the Upload feature.Up to 10 individual documents can be uploaded at a time.Select “Submit Document(s)” to attach document(s) to application for submission to USDA.Next, select the Type of Document to upload and select the Upload Files button or utilize the drop files option to select a file from user's system.Continue to the next slide to see the next step in the upload process.



Application Documents: Next Steps

Steps:

1. Select the document to be 
uploaded from the user’s 
system.

2. Click Open to attach to the 
loan application.

3. Wait for the upload to 
complete as indicated in the 
Upload Files dialogue box. 
Select the Done button 
when the upload is 
complete.
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Presentation Notes
After selecting the Upload Files button or utilizing the drop files option to select a file from user's system, the user should select the document to be uploaded from the user's system. select Open to attach to the loan application. Wait for the upload to complete, as indicated in the Upload Files dialogue box. select Done when the upload is complete.Navigate to the next slide to see the final steps of the upload process. 



Application Documents: Final Steps

Steps:
1. To submit the selected 

and uploaded 
document(s), select the 
Submit Document(s) 
button.

2. Submitted documents 
appear in the 
Submitted Documents 
section.

3. Select the eye icon 
under the Actions
column to view the 
document.

4. Use the action buttons 
to navigate through the 
submitted document(s).

Presenter
Presentation Notes
After the document has been uploaded, follow these steps to submit the document:To submit the selected uploaded document(s), select the Submit Document(s) button. Submitted documents appear in the Submitted Documents section.select eye icon under the Actions column to view the document. Use the action buttons to navigate through the submitted document(s) when there are multiple pages of submitted documents. The First button brings the user to the first page of results. The Previous button takes the user back one page. The Next button moves the user forward one page and the Last button takes the user to the last page of submitted documents.Notes:Users can continue to upload and submit documents even after final submission of the loan application, while the application status is pending.Only Portable Document Format (PDFs) and Tagged Image File Format (TIFs or TIFFs) files may be uploaded in the Application Documents tab. The system allows for file upload up to 100 MB for most documents, with the exception of the immigration’s third check supporting documentation which is uploaded within the Additional Data page and has a file size limit of 5 MB. Please note: It may take several minutes for the upload process to complete and for the document to viewable.



Request Forms

Steps:

1. Navigate to the Request 
Forms tab and select the 
borrowers to be included 
on the Form 3555-21.

2. Select the Display Form 
button.

3. Depending on your 
browser, the downloaded 
Form 3555-21 file will be 
available in Downloads or 
otherwise available for 
selection.

Note:
Data on this form and 
throughout this guide is 
sample data only.

Presenter
Presentation Notes
During the loan application creation and submission, the user may choose to generate and display Form 3555-21, the Request for Single Family Housing Loan Guarantee. Generating the form begins by navigating to the Request Forms tab. To navigate to the page, select the More drop-down menu and select the Request Forms option.To request the 3555-21 Form, follow these steps:First, navigate to the Request Forms tab. Select the borrowers to be included on the Form 3555-21Next, select the Display Form button. Depending on your browser, the downloaded Form 3555-21 file will be available in the Downloads folder or otherwise available for selection. NOTE: Data on this form and throughout this guide is sample data only.Only two borrowers can be selected at a time as part of the requested form. If there are more than 2 borrowers as part of the loan application, choose two of them, generate/display the form, and then repeat the steps to get additional form(s) for the remaining borrower(s).The form saves and renders as a pop-up. If the form does not render on your screen, please check your browser pop-up settings, and ensure pop-ups are enabled for this site.That concludes the Application Documents and Request Forms tabs of GUS. 
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