
USDA GUS TRAINING
LOAN APPLICATION

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



Training Objectives

• GUS differences between an approved USDA Lender, a Lender Agent associated with 
only one USDA Approved Lender, and a Lender Agent associated with multiple USDA 
Approved Lenders

• How to create a new application
• How to import an application
• Edit/modify an existing application

Presenter
Presentation Notes
Let’s review the training objectives for the Loan Application training module. By the end of the training module, the user will have an understanding of: Overview of an applicationDifferences between an approved USDA Lender, a Lender Agent associated with only one USDA Approved Lender, and a Lender Agent associated with multiple USDA Approved LendersHow to create a new applicationHow to import an application andHow to edit/modify an existing applicationLet’s continue to the next slide to learn how to log in to GUS.



Log in to GUS 

• In order to access GUS, the user should select the Guaranteed Underwriting System (GUS) option on the USDA LINC 
home page.

• The e-Authentication log in page will display. Enter your e-Authentication User ID and password and select “Log in with 
Password”.

Presenter
Presentation Notes
In order to access GUS, the user should select the Guaranteed Underwriting System (GUS) option on the Prosperity Gateway Lender Portal home page.The e-Authentication log in page will display. Enter your e-Authentication User ID and password and select “Log in with Password”.If you need assistance setting up an e-Authentication User ID and password, please review the module “How to become a GUS Lender and Set Up Users”.



GUS Home Page for Approved Lenders and Lender Agents

• Upon a successful log in, the home page and menu options will vary depending on the 
user’s role and if the user is:

• An Approved USDA Lender
• A Lender Agent associated with only one USDA Approved Lender
• A Lender Agent associated with multiple USDA Approved Lenders

Presenter
Presentation Notes
Depending on the role of the user that is logging in to GUS, the home page will vary slightly. For most of the Loan Application training module, we will be using a lender role where all three application modes exist.The home page contains three application action buttons. Those buttons are: New Application, Import Application and Existing Application.Please note: “View Only” GUS roles will only display the “Existing Application” button upon logging in and landing on the home page.



GUS Home Page for Approved Lenders

• This is the Home page for a USDA Approved Lender. Approved Lenders will be able to: 
1. Manually enter a New Application, Import an Application, access an Existing Application (use the Existing 

Application button or select the Applications tab). 
2. Utilize the Contact Us tab for assistance.
3. Log out of the system.

Presenter
Presentation Notes
This slide shows the welcome page for a USDA Approved Lender.   Approved Lenders will be able to manually enter a New Application, Import a New Application, or search and access an Existing Application by selecting the appropriate button. (Note: users can also search for and access an existing application by selecting the Applications tab at the top of the GUS page.)Users can utilize the Contact Us tab to locate a variety of contact resources for assistance with GUS.Finally, users can log out of the system by selecting the drop-down located in the upper right corner of GUS.The next slide will go into more detail on the home page view for a Lender Agent.



GUS Home Page for a Lender Agent assigned to one lender

• The home page for a Lender Agent that is only associated with one USDA approved lender in GUS will 
show the following options:

1. Manually enter a New Application, Import a New Application, access an Existing Application. 
2. Utilize the Contact Us tab for assistance.
3. Logout of the system.

Presenter
Presentation Notes
The home page for a Lender Agent that is only associated with one USDA approved lender in GUS will allow users the ability to manually enter a New Application, Import a New Application, access an Existing Application at an individual lender level. Like Lenders, the Lender Agent will be able to utilize the Contact Us tab to locate a variety of contact resources for assistance with GUS and will have the ability to utilize the drop-down in the upper right-hand corner to log out of the system.The next slide will provide details on the GUS home page for a Lender Agent assigned to multiple lenders.



GUS Home Page for a Lender Agent assigned to multiple lenders

Presenter
Presentation Notes
When a Lender Agent logs into GUS and they are associated with multiple USDA approved lenders, the first GUS screen will ask the user to select the lender they wish to be associated with during this GUS session.  The Lender Agent will be identified.   The message states:  “You are currently assigned a security role of Lender Agent for multiple USDA lenders in GUS.  Select the lender you wish to be associated with during this GUS session and press the Submit button.”   Each approved lender the Lender Agent is affiliated with will be displayed on this screen. The user must select the function button next to the lender they wish to work under. They will decide to either start a new application in GUS, import an application into GUS or access an existing loan that has already been entered or submitted in GUS. 



GUS Home Page for a Lender Agent assigned to multiple lenders, continued

• If the Lender Agent selects Existing Application on the previous screen, they will be directed to the Loan 
List / Loan Search screen which will allow the user to search and access all loans they have started or 
submitted to the selected approved lender.

Presenter
Presentation Notes
If the Lender Agent selects Existing Application on the home screen or selects the Applications tab at the top of the page, they will be directed to the Loan List/Loan Search screen which will allow the user to search and access all loans they have begun or submitted to the selected approved lender.The Third-Party Originator, also known as the Lender Agent’s company and the lender the user selected will be displayed under the Loan List/Loan Search header. If the user does not wish to be working under this lender, they must return to the previous screen by selecting the Home tab.  This will return them to the home screen where they can select a different lender.



GUS Home Page

The GUS home page contains three action buttons: 
1. New Application
2. Import Application 
3. Existing Application

Presenter
Presentation Notes
As we briefly mentioned at the beginning of this training, depending on the role of the user that is logging in to GUS, the home page will vary slightly. For the purpose of the rest of the Loan Application training module, we are using a role where all three application modes exist.The home page contains three application action buttons: 1. New Application2. Import Application 3. Existing Application.Please note: Certain “View Only” GUS roles will only display the Existing Application button upon logging in and landing on the home page.



GUS Home Page – New Application 

Presenter
Presentation Notes
The first option we will cover is the New Application button. Selecting this button will allow approved lenders and lender agents to create a new loan application and manually enter loan data into each application page. We will next cover what happens when the user selects the New Application button.



GUS New Application

Presenter
Presentation Notes
When a user selects on the New Application button to enter a loan manually into GUS, the user must complete the first two application tabs before the other application tabs will be available for data entry. The first two application tabs are the Eligibility tab and the Borrower Information tab.As the user progresses through the GUS application, there is a Legend section at the bottom of the page that indicates if a field is Required, Preliminary, or Final.A field that is Required is denoted by a red asterisk and needs to be completed in order to save the page.A field that is Preliminary is denoted by the letter “P” and indicates that field must be completed in prior to submitting a preliminary underwriting submission.A field that is Final is denoted with a “F” and indicates that the field must be completed in prior to submitting a final underwriting submission.Each individual tab that needs to be completed within the manual new loan application process will be covered in other separate training modules.Next, we will cover how to import a loan application into GUS.



GUS Home Page – Import Application (Lender Agent/Broker) 

Presenter
Presentation Notes
The second application option in GUS is the Import Application. This slide shows the home screen for a Lender Agents/Broker. Once logged into GUS, the user should select the Import Application button that corresponds to the applicable Lender to start the import process.The next slide will show the home page for a Lender.



GUS Home Page – Import Application (Lender and Branch Representative) 

Presenter
Presentation Notes
For Lenders and Branch Representatives, users will select the “Import Application” button from the Home page to begin the import process.IMPORTANT: Whether the user is a Lender or Lender Agent/Broker, the loan application XML MUST be in the MISMO 3.4 XML format.Next, we will cover the step-by-step process to import a loan application into GUS.



GUS Home Page – Import Application, Upload File 

Steps:

1. Select the Upload Files
button, or

2. Select the drop files button
3. Select the file you want to 

upload or drag from your 
file system and select the 
Open button.

4. The file will begin to 
immediately upload. Once 
the file has completed 
uploading, a green check 
mark will appear, and the 
user can select the Done
button.

Presenter
Presentation Notes
Once the user selects the Import Application button, they are brought to the Request Import of New Application page to continue the import process. (Again, PLEASE NOTE: the application XML file must be in the FNMA DU MISMO 3.4 XML format). Once on the Request Import of New Application page, the user will start by selecting the Upload Files button or select the drop files button.Next, select the file you want to upload or drag from your file system and select the Open button.The file will begin to immediately upload. Once the file has completed uploading, a green check mark will appear, and the user can select the Done button.



GUS Home Page – Import Application, Successful Upload

Presenter
Presentation Notes
Once the import has been completed and is successful, a green “Success!” message will pop up at the top of the screen. The user will also see a message at the bottom of the screen that states, “Application successfully imported: GUS Application ID is…” and the system will list the new application ID number. This application ID number is also a hyperlink that the user can select to open the file in GUS. The user can now continue to update or review the loan as needed in GUS.



GUS Home Page – Import Application, Unsuccessful File Import Reasons 

Presenter
Presentation Notes
There are situations where the user will have an Unsuccessful File Import.If the file is not uploaded successfully, the system displays an error message; Users should correct any errors and then attempt to resubmit.There are four types of errors which can occur during an import:First is a Schema validation error. As part of the schema validation, the system ensures that only appropriate data comes through; this includes verifying minimum required fields, enumerations, data types and format. If the uploaded file fails schema validation, then the user will be presented with an error message. The second type is a Service failure. If the import service is not available, then the user will be presented with an error message. The user may attempt to import again later or if the error persists, they may contact RD Help Desk (RD.HD@stl.usda.gov or 1-800-457-3642 [choose option 2 at each menu prompt]) or their USDA Representative for support.The third type is a failure due to a GUS specific business validation. If the uploaded file passes schema validation but fails GUS business validation(s), then the user will be presented with an error message. The error message will detail the issue; the user may update the file and re-upload it. Important Note: The import will also fail if there is an existing Lender Loan Number in GUS. Updates to existing applications must be made manually in the GUS application.The fourth type of unsuccessful import type is a GUS application creation failure. If the uploaded file passes the schema and GUS specific business validations but fails during the application creation process due to datapoints exceeding the allowed limit in the system, then the user will be presented with an error message. Users may contact RD Help Desk (RD.HD@stl.usda.gov or 1-800-457-3642 [choose option 2 at each menu prompt]) or their USDA Representative for support and provide the reference number listed in the error message. After guidance is received, the user may make the needed corrections and attempt to upload the file again.



GUS Home Page – Important Import Application Tips

IMPORTANT:

• If a Lender Loan Number already exists in GUS, the loan import will fail. The user 
must manually update the application within GUS.

• Imported files do not constitute a complete loan application.
• Please note, while most data elements of the lender’s XML file are imported into 

GUS, there are a few that are excluded. 
• Review each GUS application page. Review all data fields. Ensure the entries are 

correct and supported with documentation in the permanent loan file.

• The credit report does not import with the loan file.
• Users may reissue an existing report or order a new credit report from the 

“Credit/Underwriting” GUS application page.
• A preliminary or final underwriting submission cannot occur without a valid 

credit report included in the GUS loan file.

Presenter
Presentation Notes
We wanted to cover some Important Import Application Tips that should be helpful for all users.If a Lender Loan Number already exists in GUS, the loan import will fail. The user must manually update the application within GUS.Do not import the loan file and assume all is well. Imported files do not constitute a complete loan application.   Please note, while most data elements of the lender’s XML file are imported into GUS, there are a few that are excluded. Review each GUS application page after importing a loan application and review all data fields. Ensure the entries are correct and supported with documentation in the permanent loan file.The credit report does not import with the loan file from the LOS.   Users may reissue an existing report or order a new credit report from the Credit/Underwriting GUS application page.   A preliminary or final underwriting submission cannot occur without a valid credit report included in the GUS loan file.  Next, we will cover how to search and access existing loan applications in GUS.



GUS Home Page – Existing Application Button and Applications Tab

Presenter
Presentation Notes
The third option for working a loan application in GUS is the Existing Application button. Users may locate and review loan applications previously imported or manually entered and saved into GUS by selecting the Existing Application button. Or the user can search for an existing application in GUS by selecting the Applications tab at the top of the GUS page.Note: the Applications tab is always visible for the user while working within GUS while the Existing Application button is only accessible if the user is on the Home page of GUS.



GUS– Existing Lead, Loan List/Loan Search

SEARCH FUNCTIONALITY

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

• Date/Name Search
• Borrower SSN
• Lender Loan Number
• GUS Application ID Number

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

③ Select the column headers to sort 
by that header. 

④ When search results return, select 
the link for the Primary Borrower’s 
name 

OR
Select the Underwriting 
Recommendation link (if applicable) 
to enter the loan.

⑤ Search results page selection

Presenter
Presentation Notes
Upon selecting the Existing Application button or the Applications tab, the user is brought to the Loan List/Loan Search page. There are 4 ways to search for an application in GUS:Date/Name SearchBorrower Social Security NumberLender Loan NumberGUS Application ID NumberSelect the radio button for the preferred search criteria, enter the criteria and select “Find Loan”.When search results return, select the link for the Primary Borrower’s name OR select the Underwriting Recommendation link (if applicable) to enter the loan.Note: You can sort columns in the search results section by selecting on the column header you want to sort by.



GUS–Loan List/Loan Search – Date/Name Search

SEARCH FUNCTIONALITY

① Select the Date/Name Search 
radio button.

② Enter in search filters including 
Begin-End Date Range, Submission 
Status, Search Value and Property 
State.

③ Select the Find Loan button. 

④ When search results return, 
select the link for the Primary 
Borrower’s name 

OR
Select the Underwriting 
Recommendation link (if 
applicable) to enter the loan.

Presenter
Presentation Notes
To search by Date/Name Search, users must first select the Date/Name Search radio button. They then must enter additional filters to search for an application.First, they must enter a Begin-End Date Range. Users may utilize a predetermined date range from the drop-down or they may select a custom date range up to 365 consecutive days. Next, users must filter by Submission Status by selecting one from the drop-down. They can select from All Submissions, Preliminary Submissions, Final Submissions, Not Submitted and All Non-Final Submissions.Next, the user must enter a value in the Enter Search Value Here field. They can enter a borrower first name, borrower last name, or originator name here. There is also an element of wildcard searching in this field. By that, we mean that the user can input a partial name, first letter of a name, combination of a part of name & state etc. to search by.Lastly, the user can filter by Property State by selecting one from the drop-down list.Once all of the search criteria has been entered, select the Find Loan button.Note: When searching by date, choose a default option from the Begin-End Date Range dropdown list or select Custom Date from the drop-down to specify both a beginning date and ending date. Custom Date searches are limited to a 365 consecutive day range. (e.g. 08/1/2019 – 7/31/2020).



GUS–Loan List/Loan Search – Borrower Social Security Number

SEARCH FUNCTIONALITY

① Select the Borrower Social 
Security Number radio button.

② Enter Borrower Social Security 
Number.

③ Select the Find Loan button. 

④ When search results return, 
select the link for the Primary 
Borrower’s name 

OR
Select the Underwriting 
Recommendation link (if 
applicable) to enter the loan.

Presenter
Presentation Notes
To search by Borrower Social Security Number, users select the Borrower Social Security Number radio button. They must enter the Borrower Social Security Number to search for an application.Once the Borrower Social Security Number has been entered, select the Find Loan button.When search results return, select the link for the Primary Borrower’s name OR select the Underwriting Recommendation link (if applicable) to enter the loan.



GUS–Loan List/Loan Search – Lender Loan Number

SEARCH FUNCTIONALITY

① Select the Lender Loan 
Number radio button.

② Enter Lender Loan Number.

③ Select the Find Loan button. 

④ When search results return, 
select the link for the Primary 
Borrower’s name 

OR
Select the Underwriting 
Recommendation link (if 
applicable) to enter the loan.

Presenter
Presentation Notes
To search by Lender Loan Number, users select the Lender Loan Number radio button. They must enter the Lender Loan Number to search for an application.Once the Lender Loan Number has been entered, select the Find Loan button.When search results return, select the link for the Primary Borrower’s name OR select the Underwriting Recommendation link (if applicable) to enter the loan.



GUS–Loan List/Loan Search – GUS Application ID Number

SEARCH FUNCTIONALITY

① Select the GUS Application ID 
Number radio button.

② Enter GUS Application ID 
Number.

③ Select the Find Loan button. 

④ When search results return, 
select the link for the Primary 
Borrower’s name 

OR
Select the Underwriting 
Recommendation link (if 
applicable) to enter the loan.

Presenter
Presentation Notes
To search by GUS Application ID Number, users select the GUS Application ID Number radio button. They must enter the GUS Application ID Number to search for an application.Once the GUS Application ID Number has been entered, select the Find Loan button.When search results return, select the link for the Primary Borrower’s name OR select the Underwriting Recommendation link (if applicable) to enter the loan.



GUS–Search Results

Presenter
Presentation Notes
When your search results return, you may have a long list of records to choose from. GUS allows you to sort your search results by selecting the column header you want to sort by. In the screen captured above, you will note that the loans are sorted by the Primary Borrower column in ascending order by default (noted by the arrow pointing up next to the Primary Borrower wording). If the column was sorted by descending order, you would see the arrow next to the column header pointed down. To sort by a different column, simply select the header of the column you want to sort by, and the results are sorted in an ascending order by the column you have selected. Select the header again to change the sort to a descending order.Depending on the number of records returned in a user’s search, the user may have multiple pages of search results to go through. Users can utilize the Next and Previous buttons to move forward a page or back a page. Users can also select the “Last” button to go to the last page of search results or they can select the “First” button to go back to the first page of the search results.This concludes the GUS Loan Application Module. 



End Slide 

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