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Presentation Notes
Welcome to the Guaranteed Underwriting System Borrower Information training module presented by the USDA Single Family Housing Guaranteed Loan Program.



Training Objectives

Gain an understanding of how to complete each section of the Borrower Information
page in GUS:

* Personal Information

e Current Employment/Self Employment and Income

* Previous Employment/Self Employment and Income

* Income from Other Sources

US 4

Guaranteed Underwriting System


Presenter
Presentation Notes
The training objectives for this module revolve around gaining an understanding of how to complete each section of the Borrower Information page in GUS including:

The Personal Information section.
The Current Employment/Self Employment and Income section.
The Previous Employment/Self Employment and Income section
And 
The Income from Other Sources section.




GUS Borrower Information: Personal Information
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To complete the Borrower Information page, select that tab in the Navigation bar.  Next, under “Borrower Information”, complete the following fields under the Personal Information section: 

First Name
Middle Name 
Last Name 
Suffix (if applicable)
Social Security Number
Date of Birth

To complete the Citizenship field, select either U.S. Citizen, Permanent Resident Alien or Non-Permanent Resident Alien radio button for the borrower. 
Please note that a selection of Permanent Resident Alien or Non-Permanent Resident Alien will require that Immigration/Naturalization fields are completed. If they are applicable, they will appear on the Additional Data tab later in the application. This process is covered in more detail during the Additional Data training module.

Next, complete the Marital Status field. The user will select either the radio button for Married, Separated, or Unmarried.

Finally, complete the Number of Dependents field.

There are some important items to be aware of when completing the Borrower Information page.

If a change is made to the social security number, the system assumes a new borrower and credit report will need to be re-ordered if credit had already been pulled in GUS. The Immigration and Naturalization select will also be required again, if applicable. 
�Also, it is important to note that fields marked with a red asterisk are required to be completed in order to save the page. Fields marked with a (P) are required to be completed in order to submit for a Preliminary Underwriting submission and fields marked with an (F) are required to be completed in order to submit for a Final Underwriting submission 





GUS Borrower Information: Address Information
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The next section on the Borrower Information to be completed is the address information. There are several sections which include Current Address Information, Previous Address Information if applicable and the Mailing Address information for the borrower(s).

First, navigate to the “Current Address” section denoted by the number1 on the screen. In this section, users will complete the following fields: 

Country
Street Address
Unit # (if applicable)
City
State 
Zip Code 

As we’ve mentioned in previous modules, users can select the Zip Code Lookup hyperlink if they do not know the zip code of the current, previous or mailing address. The hyperlink will take the user to the United States Postal Service (USPS) website for a zip code lookup tool.

In section 2, the user will complete the fields under “How long at Current Address?” and complete the years and months the borrower has been at the current address. Please note that the user can either enter the value in years and months or in just months and the system will automatically convert the months into months and years. For example, if the user enters 26 months, the system will convert that to two years and two months.

Section 3 displays the “Housing” field. Here, the user will indicate whether the current address is in a “Own”, “Rent” or “No Primary Housing Expense” status. If the user selects “Rent”, the system will display an additional field, “Rent per Month”. Users will be required to complete this field.

The screen defaults to show only the “Current Address” section. However, if the user enters anything less than 2 in the “Years” field below the question “How long at Current Address?”, the Previous Address section will appear immediately. The user must complete all the respective fields in the Previous Address section. This is called out by section 4 in the screen above. As mentioned previously, a user can either enter the value in years and months or in just months and the system will automatically convert the months into months and years. For example, if the user enters 26 months, the system will convert that to two years and two months.


Finally, section 5 calls out the Mailing Address section. Here, the user may select the box for “Same as Current Address” if applicable and the information from the “Current Address” section will copy over to the “Mailing Address” section. If the mailing address is different than the current address, the user should manually enter that information here.

There is one other important item to note for this section. The user will need to enter a current, previous (if applicable) and mailing address record for each individual borrower.






GUS Borrower Information: “Add” and “Remove” Button Functionality
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In order to enter the appropriate employment and/or additional income sources, the user must select “Add” for each section they need to complete. Upon doing so, the necessary fields for each section will appear.

There are also times when a record has been manually added, and the user needs to delete that record. To do that, the user simply selects “Remove” next to the field they want to delete, and the section will be removed. 

Add and complete as many records necessary to meet the USDA underwriting guidelines.​ 

Next, we will discuss how to capture employment information in GUS.�


GUS Borrower Information: Current Employment/Self Employment and Income
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The employment section should be completed for each borrower that is employed. To add an employment record, select the Add Employment. 

When the “Add Employment” is selected under the “Current Employment/Self Employment and Income” section (notated by section 1 above), the user must complete the following fields: 

Employer or Business Name
Phone # 
Street Address
City
State
Zip Code - As covered previously, users can select the Zip Code Lookup hyperlink if they do not know the zip code of the current, previous or mailing addresses. The hyperlink will take the user to the USPS website for a zip code lookup tool.
Position or Title
Start Date – enter the start date for the current employment (Please note that in all the date fields in GUS, there is a calendar icon that the user can select to bring up a calendar to help select dates) 

Next move to section 2 and complete the fields “Years” and “Months” under the “How long in this line of work?” heading. As noted previously, a user can either enter the value in years and months or in just months and the system will automatically convert the months into months and years. For example, if the user enters 26 months, the system will convert that to two years and two months.

If the borrower is NOT self employed, fill out the Gross Monthly Income section of the employment section and enter the gross monthly income for any of the income types that apply to your borrower (notated in section 3). These fields include:
Base income
Overtime income
Bonus income
Commission income
Military Entitlement income
And “Other” income for any income that does not fall into one of the previous categories.

If the borrower has an additional current employer, select the “Add Additional Employment” and complete the same respective fields you just completed in the current employment section for the additional employer.

Next, we will cover how to complete a self-employment record.



GUS Borrower Information: Current Employment/Self Employment and Income,
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If the borrower is Self Employed or is a Business Owner, select the box next to this question.
If you have selected this box, you must answer the ownership percentage question. The options include either an ownership share of less than 25% or ownership share of greater than 25%. Next, the user must enter the amount of self-employment monthly income or the amount of the monthly loss.
You will notice that the Gross Monthly Income section is grayed out if your borrower is self-employed.

If a borrower has self-employed income and W-2 income, use the Add Additional Employment button to add a new employment record to capture the employment data and the income data for that employment record.




GUS Borrower Information: Previous Employment/Self Employment and Income
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Next, we will discuss how to capture previous employment, previous self-employment and previous income. 

To add a previous employment or self-employed record, select the “Add Previous Employment” button. Complete the following fields:

Employer or Business Name
Position or Title
Start Date and End Date (users can utilize the calendar icon in each of those fields to help with dates).
If the borrower is a business owner or self-employed, select the box to indicate that.
Enter the previous Gross Monthly Income

Add and complete as many previous employment records as necessary to meet the USDA underwriting guidelines. If a section is added accidentally or needs to be removed for some other reason, the user can select the “Remove” button next to that record.

Note: This section is only required to be completed if the current employment is less than two years.



GUS Borrower Information: Income from Other Sources
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There are times when income is not part of an employment record. The Income from Other Sources section of the Borrower Information tab accounts for this situation.

To add income from another income source other than employment:
Select the “Add Additional Income” button.
Select the income type from the drop down. Some examples of additional income include alimony, child support, disability, retirement, trust and social security.
Enter the Monthly Income amount.

Add as many additional income types the borrower(s) receives.

Please note that if Other is selected from the drop down an additional field opens and requires the user to enter a description. The field is labeled, “If Other, please specify”. The user should enter the description of “other” income here.
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When there are multiple borrowers on a loan application, GUS has the ability to capture information for additional borrowers. 
�Section 1 covers how to add an additional borrower. To add an additional borrower to the loan application, simply select the “Add Additional Borrower” highlighted on this screen. 

When “Add Additional Borrower” is selected, an additional Personal Information section will display. This section contains the same fields that we covered previously in this training for the Primary Borrower. Please follow the previous steps covered in this module to complete the applicable fields for the additional borrower.

Please note: Users can have up to 5 borrowers on the loan application in GUS.


GUS Borrower Information: Collapsed Sections
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We wanted to highlight a handy feature in GUS. As noted in the image, a number is displayed in each section header. This number represents how many records exist in that collapsed section. This feature will allow users to easily determine if there is data in each section. The user can expand each section by selecting the section header name or the > to view the details of each section.





GUS Borrower Information: Page Completion
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When all required fields have been completed on the Eligibility and Borrower Information pages, the user will select Save Application. Once the Eligibility and Borrower Information tabs are successfully saved, the following will occur: 

The loan application will be saved in GUS and the user will receive a GUS application ID number. 
The rest of the tabs for the GUS application will now be visible at the top of the loan application page and the Borrower ID is populated in the application header bar.
The “Save Application” button will change to “Save”. 

The user can now move forward in the application by selecting the “Next” button or selecting on the tab they want to complete next.

This concludes the GUS Borrower Information training module. 
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