
USDA GUS TRAINING
GUS Basic Navigation and User Roles

Presenter
Presentation Notes
Welcome to the GUS Basic Navigation and User Roles training module presented by the USDA Single Family Housing Guaranteed Loan Program.



Training Objectives:

• Understanding GUS Lender user roles.
• Understanding the basic navigation within GUS.
• Understanding how to search for loans.
• Understanding application functionality within GUS.

Presenter
Presentation Notes
The Training Objectives for this module include: Understanding the GUS Lender user roles.Understanding the basic navigation within GUS.Understanding how to search for loans.AndUnderstanding application functionality within GUS.



GUS Lender and Branch User Roles

Presenter
Presentation Notes
First, we will cover GUS Lender and Branch User Roles.



GUS Lender and Branch User Roles Chart

Lender Branch
User Roles For all branches within an organization For specific branch(es) within an organization

Viewer • Views applications associated with Lender Tax ID (for all branches)
• Monitors loan applications in GUS

Same as the Lender but limited to the user’s lender Branch
only

Representative • Imports applications
• Manually enters loan application information
• Performs preliminary submission
• Typically, an originator or processor for their lender’s organization

Same as the Lender but limited to the user’s lender Branch
only

Representative with Final Submit 
Authority

• Imports applications
• Manually enters loan application information
• Performs preliminary and final submissions
• Confirms that loan information is accurate and consistent with documentation in 

the lender’s mortgage loan file
• Certifies the loan has been underwritten
• Usually an underwriter or senior processor

Same as the Lender but limited to the user’s lender Branch
only

Lender’s Security Administrator • Imports applications
• Manually enters loan application information
• Performs preliminary and final submissions

Same as the Lender but limited to the user’s lender Branch 
only

Lender Agent/Broker • Manually enters loan application information on behalf of lender / branch 
organizations (through the Lender Agent affiliation)

• Imports applications on behalf of lender / branch organizations (through the 
Lender Agent affiliation)

• Performs preliminary submissions
• Must release control of the application back to a Lender user for final submission

• Manually enters loan application information on behalf 
of lender / branch organizations (through the Lender 
Agent affiliation)

• Imports applications on behalf of lender / branch 
organizations (through the Lender Agent affiliation)

• Performs preliminary submissions
• Must release control of the application back to a 

Lender user for final submission
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GUS has various roles within the system that grant different access to applications and different responsibilities for the user. The actions permitted by user will differ from role to role. Some users will only be able to view applications. Other users will have the ability to enter loan information and will be able to submit the loan application for final approval. While yet another role will have the ability to manage user accounts for an entire organization. The view of the Home Page will also differ by role. For example, the GUS Home page for a Lender Agent might display more than one Lender along with a set of Action buttons for each Lender. This allows the Lender Agent to create new applications, import an application and access an existing application for multiple Lenders. As another example, the Viewer role will only be able to search and view existing loans in GUS and therefore will not see the “New Application” or “Import Application” buttons.The table pictured here outlines the actions that different roles can perform in GUS and highlights differences between a Lender and a Branch. Lender users can view every branch within an organization, while Branch users are limited to their own branch(es).  Please take a moment to familiarize yourself with the different types of user roles.



Overview of GUS Navigation and Functionality

Presenter
Presentation Notes
Next, we will provide an overview of GUS Navigation and Functionality.



GUS – Home Page

Home Page

1. Main tabs on the 

Navigation Bar

2. Browser 

Recommendation

3. Welcome Message

4. Application Buttons
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Upon logging into GUS, the user will be presented with the Home page. The Home page can be broken down into four different sections.Section 1 represents the tabs in the Navigation Bar of GUS. Selecting the Home tab will bring you back to the page pictured here. The Applications tab will allow the user to search for existing leads in GUS and the Contact Us tab will provide the user with contact options at USDA for assistance. Section 2 represents the Browser Recommendation section. Here the system will display the browsers that provide an optimal user experience. The recommended browsers for the best GUS experience are Chrome, Firefox and Microsoft Edge. Please note that the user can select the “X” in the upper right-hand corner of the Browser Recommendation section to close this message.Section 3 represents the Welcome Message section. Here, USDA Rural Development will display important messages to the user. This messaging will change from time to time based on notices that USDA wants to share with the user. There is an option to “mark the checkbox” in the Welcome Message section that will stop this section from appearing in subsequent sign in attempts to GUS. Like the Recommended Browser section, the user can select the “X” in the upper right-hand corner of the Browser Recommendation section to close this message.It is important to note that if the text on the “Welcome Message” is changed by an administrator, an updated “Welcome Message” will appear on the screen. After reading through the updated content, users can opt-out of seeing the new message upon future logins by selecting the checkbox.Section 4 on the Home page represents the 3 application action buttons: New Application, Import Application and Existing Application. This functionality is covered in the training module, Loan Application.Next, we will cover the ways to search for loans in GUS.



GUS – Search for a Loan

When searching for an existing 
loan, select the “Applications” 
tab or “Existing Application” 

button.

Presenter
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There are two main ways to start a loan search in GUS. On the Home screen, the user can select either the Applications tab or the Existing Application button to search for an existing loan. The next page of training will go into more detail on how to search for a loan as well as the results of a loan search.Note:For Brokers/Lender Agents:Brokers/Lender Agents must select the Existing Application button that corresponds to the Lender associated with the loan application they are looking for. The system only searches for applications under that specific Lender, not across all the Lenders the Broker may complete applications for.If the incorrect Existing Application button is selected or the user wishes to search for applications under a different Lender, select the back button on the browser window, or select the Home tab to return to the Lender list and choose the corresponding Existing Application button.



GUS – Search for a Loan (continued)

SEARCH FUNCTIONALITY
① Search Functionality:
There are 4 ways to search 
for an application in GUS:

• Date/Name Search
• Borrower Social 

Security Number
• Lender Loan 

Number
• GUS Application ID 

Number

② Select the radio button 
for the preferred search 
criteria, enter the criteria and 
select “Find Loan”.

When search results return, 
select the link next to the ③
Primary Borrower’s name 

OR
Select the ④ Underwriting 
Recommendation link (if 
applicable) to enter the loan.
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Upon selecting the Existing Application button or Applications tab, the system will display the Loan List/Loan Search page. This is where the user will enter search criteria to search for loan applications. There are 4 main ways to search for an application in GUS:The first search criteria option is a Date/Name Search. Here, the user has several search filters available. The first filter is a Begin-End Date Range. The user can select from pre-determined filters like Today, Last 7 days, Last 30 days, Last 180 days, etc. Users can also select a Custom Date where the user can search a 365 consecutive day range. The next filter is for Submission Status. Here, the user can filter by All Submissions, Preliminary Submissions, Final Submissions, All Non-Final Submissions and Not Submitted Statuses. The next part of the Date/Name Search criteria is the Enter Search Value Here field where the user can enter the Borrower or Originator’s first and/or last name or a part of their name. The last filter of the Date/Name Search criteria is for the Property State. Here the user can select the respective state from the dropdown.The second search criteria is Borrower Social Security Number. By selecting on this radio button, the user enters the Borrower Social Security Number.The third search criteria is for the Lender Loan Number. The lender assigns a loan number to the application when it is imported or entered into GUS. Here, the user can search that lender loan number to find the loan in GUS.The last main search criteria is for the GUS Application ID Number. When a loan has been successfully imported into GUS or manually entered into GUS, GUS assigns an application ID number. The user can select this radio button and search GUS by GUS Application ID Number.Once the user selects the radio button for the preferred search criteria, they will enter the respective criteria and select Find Loan button.When search results return, select the link next to the Primary Borrower’s name 	ORSelect the Underwriting Recommendation link (if applicable) to enter the loanPlease Note: When selecting the Primary Borrower’s name, the user will be brought to the Borrower Information tab and, when selecting the Underwriting Recommendation link, the user will be brought to the View Findings tab.In Search results, up to 200 records will display in the Search Results and Criteria section. Users can sort search results by selecting the respective column they want to sort by. The initial default for the search result is an ascending order by Primary Borrower. By selecting the Primary Borrower column header, the sort will change to a descending sort order. The user can follow this same process for any column they want to sort by.Finally, in the bottom right corner of the Loan List/Loan Search page are four buttons – First, Previous, Next, Last. In the event that there are multiple pages of search results, users can select the First button to go to the first page of results, they can select the Previous button to go back a page, they can select the Next button to move forward a page of search results or they can select the Last button to go to the last page of search results.



GUS - Basic Navigation
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Now, we will cover the basic navigation features in GUS. GUS has several levels of navigation which we refer to as the Navigation Bar, Application Header, Tabs, Pages, Sections. 1) The Navigation Bar shows the top-level navigation options, and, when selected, it redirects the user to the Home Page, Applications (Search) page or the Contact Us page.2) The Application Header shows relevant summarized application information. Information captured here includes the GUS Application ID, Borrower Name, the Borrower ID, the Lender Loan Number, the Most Recent Activity Type, the time and date that activity occurred and the User Name.     Note: The Lender Loan Number will not populate until the information is either entered on the Lender Loan Information tab or included in the imported file. 	3) The Tabs list individual portions of the application and turn blue with underlined text when selected. Users will select the tab they want to view. Note: Each tab must be completed and without errors in order to submit the loan for underwriting.4) The Page section corresponds to a Tab and contains the fields and section(s) which are part of the application.5)The Sections listed within a Page can be accessed when the tab is opened or expanded. To expand a Section, select the Section header name or the chevron (>).Next, we will cover the persistent footer in GUS.



GUS – Persistent Footer Functionality

Each screen within GUS 
contains the following 
information in the 
persistent footer of the 
page:

① Previous
② Next
③ Save
④ Close
⑤ Cancel
⑥ ? (Help)

⑦ Legend
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There are several items of importance in the Persistent Footer of GUS. Each screen within GUS contains the following information located in the persistent footer of each page:First, is the Previous button. Use this button to navigate back one page in the application (previous tab). There are a couple of items to note about the Previous button:The button displays grayed out (or disabled) when the user is on the first tab as there are no previous tabs. After selecting the Previous button and before moving to another page, the system validates the entered information; if it encounters issues, a list of errors will appear on the page. The issues must be resolved before the system successfully saves the application and allows you to move to a different tab. If there are no errors, the system will display the previous page.	The Next button is used to navigate forward in the application (next tab). There are a couple of items to note about the Next button:The button displays grayed out (or disabled) when the user is on the first tab as there are no previous tabs. After selecting the Next button and before moving to another page, the system validates the information entered on the current screen. If there are data issues, a list of errors will appear on the page. All issues must be resolved before the system successfully saves the application and allows you to move to a different tab. If there are no errors, the system will display the next page.The Save button is used to save entered information. It is important to note that the system does not save information if there are errors on the current page of the application. Please correct the errors and select the Save button again.One other note on the Save button: When a new application is created, the button will display “Save Application”. Once the Eligibility and Borrower Information tabs have been entered and saved, this button will change to say “Save”.Use the Close button to exit the application and return to the Home page. The system performs a check and saves the application. If there are any errors, the system lists those errors, and the user will be required to correct those issues before they can successfully close the application.  The Cancel button is used to exit the application while disregarding any changes made to it. Upon selecting the button, a pop-up window appears allowing the user to confirm if the user wishes to proceed with the cancel request. If the user selects the OK button, the system returns to the Home page without saving any changes to the application (i.e. new or removed information) nor listing any errors found.When the ? (Help) icon is selected, a pop-up window will display the contact information for technical assistance. The next slide will provide a screen shot of the ? Help pop-up window.The Legend section provides some additional information about individual fields throughout the application. Fields marked with a (P) must be completed for preliminary underwriting. Fields marked with an (F) need to be completed for final underwriting. Fields marked with an (*) are required fields and must be completed  before exiting the page.



GUS – Help (?) Icon
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Help - Question Mark (?) icon:To view GUS’ contact information for technical assistance within an application, select the question mark icon to open the Technical Assistance pop-up window. To contact the Rural Development Help Desk, call 800-457-3642 or send an email to rd.hd@usda.gov.The pop-up also provides a link to the USDA LINC Training and Resource Library where the user can get additional information. 



GUS – Page Level Navigation

Pictured are the most 
common page level 
navigation buttons and 
icons:

① Required Field 
(denoted by red asterisk)
② Help Text 
③ Pull Down Menu
④ Link to website
⑤ Expand/Collapse All
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Next, we will cover the Page level navigation in GUS. Pictured on this page are the most common page level navigation buttons and icons.The first item we will cover here are Required fields which are marked with a red asterisk. Users must enter data in these fields. When selecting Save, the system will remind users if these fields are incomplete with an error message.The next item is the Help Text which are denoted by an i with a circle around it. This is noted on the screen shot next to the number 2.  If the user hovers over the icon, information about that field will display with details about the field  requirements.If the user selects the Pull-Down Menus as indicated by #3 on the screen, it will expose a list of options for that field.Website links noted in blue text are hyperlinks. select these links to open a website in a new tab. In this example, the system will launch a new tab to do a zip code search with the USPS website.Finally, there is an option to utilize the Expand/Collapse All functionality. Select the icon located in the top right notated by the #5 to expand or collapse all the sections on the page.



GUS – Prominent Action Buttons

PAGE FEATURES:

① Validate Application : When selected, the system will 
check the application to verify if all required fields (for 
preliminary and/or final validations) have been entered 
correctly.  Results are displayed in a new web browser tab. 
This feature is available at all times within the application. 
NOTE: See next page for more information.

② Withdraw Application: The user may choose to 
indicate they no longer wish to move forward with the 
application by selecting Withdraw Application. This 
option is available only while the application’s 
submission status is Unknown or Preliminary.

③ Check Property Eligibility: Select after entering 
property address on the Eligibility tab. Three results could 
come back: Eligible, Ineligible or Unable to Determine.

④ Display Property Map: The Display Property Map button 
opens a new Internet browser map that shows the location 
of the entered property address. If it is Unable to Determine, 
select Display Property Map and locate the property on the 
map. Common errors include: new construction (property 
address has not been mapped yet) and spelling errors.

⑤ Check Income Eligibility: Select after entering all 
required household income on the Eligibility tab to 
determine if Total Household Income meets USDA 
guidelines.

Presenter
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On this slide, we will discuss some additional Prominent Action Buttons in GUS.The first button is the Validate Application button. When selected, the system will check the application to verify if all required fields for preliminary and/or final validations have been entered correctly. Results are displayed in a new web browser tab. This feature is available at all times within the application and this functionality can be used at any time throughout the application process. NOTE: We will provide information on this functionality on the next page of this module.The next button is the Withdraw Application button. There are times when the user may choose to indicate they no longer wish to move forward with the application. They can accomplish this by selecting the Withdraw Application button. This option is available only while the application’s submission status is Unknown or Preliminary.After entering the property address on the Eligibility tab, select the Check Property Eligibility button. There are three results that could come back: Eligible, Ineligible or Unable to Determine.If the status is Unable to Determine, select the Display Property Map button and locate the property on the map. The Display Property Map button opens a new internet browser map that shows the location of the entered property address. Common reasons for an Unable to Determine decision include new construction (property address has not been mapped yet) and spelling errors.And finally, we have the Check Income Eligibility button. Select this button after required household income has been entered on the Eligibility tab to determine if the Total Household Income meets USDA guidelines.



GUS – Validate Application Button Functionality

VALIDATE APPLICATION: RESULTS SCREEN
When selected, the system checks the application to verify if all required fields (for preliminary and final validations) have been entered correctly. Field validation errors are displayed 
in a new web browser tab.  

The Results screen contains the following information:

① Borrower Name: Displays the name of the borrower for which the validation error is related.
② PRELIM: If “Y” is displayed, indicates the error must be corrected before preliminary submission is requested.
③ FNL: If “Y” is displayed, indicates the error must be corrected before final submission is requested.
④ Description of Error: Displays field information that must be completed or updated before preliminary or final submission.
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This is an example of the results screen that appears after a user selects the Validate Application button. When the Validate Application button is selected, the system checks the application to verify if all required fields for preliminary and final validations have been entered correctly. Field validation errors are displayed in a new web browser tab. The Results screen contains the following information:The first column is the Borrower Name. It displays the name of the borrower for which the validation error is related.The next column is the PRELIM column. This column represents items required for Preliminary Underwriting submission. If a “Y” is displayed, it indicates an error must be corrected before preliminary submission is requested.The third column is the FNL column. This column represents items required for Final Underwriting submission. If a “Y” is displayed, it indicates an error must be corrected before final submission is requested.The last column is the Description of Error of column. This column displays the field information that must be completed or updated before preliminary or final submission.Please note that if a validation error is not borrower specific, the borrower name will not display in the Borrower Name column because that error applies to all borrowers for that loan.Once all validations have been cleared for the underwriting option selected, the user can continue with their underwriting submission.



GUS – Field Level Validation

Errors upon Saving:
Message appear at 
the top of the page 
if there are any 
application errors 
that need to be 
resolved prior to 
saving the page.

Field Validation:
When a user moves 
in and out of a 
mandatory field 
(indicated by an *) 
without entering 
information, field 
level validation is 
triggered.
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Before an application can be successfully saved, the system checks for potential issues to ensure only accurate information is saved. If there are any issues, the system displays a list of the errors that indicate which fields need to be fixed, the section name where the error is located, and a short description of the issue. To successfully save a loan application, all errors listed within the red box with the verbiage “The Following Fields Need Your Attention”, must be corrected. The user can then select the Save button. On this slide, you can see the errors that appear upon selecting the Save button highlighted in red at the top of the screen.When a user selects a mandatory field and then leaves the field without entering information, a field level validation displays. The field level validation shows the field with a red border and provides a short message underneath it, prompting the user to enter the required information. The field level validation occurs without having to select Save, Next, Previous or Close. Here you can see that there is a field level validation to enter the First Name and Last Name for the borrower. Again, required fields must be completed in order to Save the tab.



GUS – Contact Us tab
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The last item we are covering in this module is the Contact Us tab which is located on the top navigation bar of GUS.When the Contact Us tab is selected, the system will display the page shown here which consists of contacts and resources that range from technical assistance contacts to web links for important USDA information. This is an extremely valuable page for lenders. Please utilize the appropriate Production Team’s contact information for your respective area if you have file-specific questions.This concludes the GUS Basic Navigation and User Roles training module. 



End Slide 

USDA is an equal opportunity provider, employer, and lender.
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