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Chapter 1: Introduction

The eForms site is used for a variety of United States Department of Agriculture (USDA)
programs and purposes. Chapter 2 of this guide focuses on the basic steps required to submit a
Single Family Housing (SFH) direct loan application package electronically using the eForms
site. Chapter 3 of this guide focuses on the steps required of Rural Development (RD) Field
Office users to import the SFH direct loan application package electronically into UniFi using the
eForms site.

Approved intermediaries are required to submit applications electronically using the eForms site.
To help them meet this requirement, each state must be prepared to accept and process
applications using the eForms site. The first step towards establishing a working eForms
process is to establish a line of communication between intermediaries and RD State and
Field Offices! State and Field Offices should determine and communicate the processing
structure within the state to the intermediaries in order to correctly receive and timely
process packages.

If you have suggestions how we can improve this guide, please send us an email with your
comments to: SFHDIRECTPROGRAM @usda.gov.

Thank you,
The National Headquarters Direct Program Staff

Link to the eForms site:

https://forms.sc.egov.usda.gov/eForms/welcomeAction.do?Home

The eForms site to UniFi Interface

The eForms site allows applicants and individuals working on behalf of the applicant through
approved entities (such as certified loan application packagers or approved intermediaries) to
search for and complete forms requesting services from USDA, RD.

With the eForms site, users can electronically submit a SFH direct loan application package
which includes all the items needed by RD to determine applicant eligibility (e.g. pay stubs, bank
statements, etc.). Users can also upload a completed uniform residential loan application. By
transmitting applications this way, loan application packages will be received in a more timely
and confirmed manner. In addition, RD staff will be able to import the uniform residential loan
application information from the eForms site directly into the SFH direct loan origination system
(UniFi).


mailto:SFHDIRECTPROGRAM@usda.gov
https://forms.sc.egov.usda.gov/eForms/welcomeAction.do?Home

Chapter 2:

Applicants, Certified Loan Application
Packagers, Approved Intermediaries, and
Others

How to Submit a Single Family Housing Direct Loan Application Package Using the
eForms Site




Help Resources

Before you use the eForms site to submit any applications, we first recommend contacting our
RD State Office. Let us know you are interested in SFH direct loan application packaging and
our staff will help guide you through the eForms process and answer any questions you may have.
You can find your State Office using the following link: https://www.rd.usda.gov/contact-
us/state-offices

@To submit an online application using the eForms site, the user must have a USDA
eAuthentication account.

If you experience problems of a technical nature with the eForms site, you can contact the RD
Help Desk by calling 1-800-457-3642, select USDA Applications (press 2), then select Rural
Development (press 2). Alternatively, you may send an email to RD.HD@USDA.GOV.

Access to submit packages through the eForms site requires the use of Login.gov. If you do
not have a Login.gov account, go to Create your Login.gov account. For further questions on
Login.gov accounts visit the USDA eAuthentication FAQ's.

Overview— Submitting the Electronic Loan Application

The user starts the process by logging into the eForms site, browsing to the RD 410-4 loan
application, downloading Form RD 410-4 to complete offline. Once Form RD 410-4 is complete,
upload the completed form into eForms or upload an existing application from another loan
application system (provided it is compatible with the eForms site). Users working for an
approved intermediary who are submitting applications on behalf of an applicant or certified
packager MUST submit the loan application in the eForms site using one of these two methods.

@Users should confirm the processing structure with the State and Field Offices prior to
submitting, in order to determine the correct location to submit the package. Some states
have a central office to submit all packages regardless of the county in which the applicant is
wanting to purchase. Submitting to the incorrect location can cause delays in processing.
Never submit to a site labeled remote location.

Next, create a package and select the imported form. Upon clicking “submit”, the user will be
prompted to name the loan application package, select the ‘servicing center’ (a.k.a. Field Office)
that will receive the package based on the county in which the applicant is wanting to purchase or
based on the central office, and attach the documents as required by HB-1-3550 Attachment 3-J
for 502 Direct or HB-1-3550 Attachment 12-E for 504 Direct to complete the loan application
package. Packagers and Intermediaries must include all items listed on the Phase 1 cover letter in



https://www.rd.usda.gov/contact-us/state-offices
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mailto:RD.HD@USDA.GOV
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HB 1-3550 Attachment 3-A. Intermediaries and packagers should attach documents based on the
stacking order checklist available on the Direct Loan Application Packagers website.

After all supporting documentation is attached, click “submit”, the loan application package is
sent! If the transmission is successful, the user will receive a confirmation and the package will
be moved to the users outbox on the eForms site.

@RD staff will not accept an application unless it is COMPLETE. If any documents are
determined missing or incomplete during the review by RD staff, the package will be returned
to the user. This applies to all applications, whether submitted by a loan application packager
or applicant. A 410-4 application submitted via the eForms site is acceptable; a signature
on a 410-4 is not required for the application to be deemed complete.

Step-by-Step Screenshots

Steps 1 & 2: Navigate and Login to the eForms site using any browser.

JSLJA  Uneo sutes Ueparment of Agnouture — . .
S Service Center Agencies eForms / '~

» Browse Forms

=23 AbouteForms | Help | ContactUs | Login

& here: Home

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 mail 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 able 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 Level 2 Access, which you can do by registering below.

If you already have a USDA eAuthentication ID and P:
low

word with Level 2 Access, you can Login

Login | [Register



https://www.rd.usda.gov/sites/default/files/3550-1chapter03_0.pdf
https://www.rd.usda.gov/programs-services/services/direct-loan-application-packagers

Step 3. Select “Browse Forms” from the menu options.

USDA  united states Department of Agricuture
s Service Center eForms Administration

22 AbouteForms | Help | ContactUs |

§ You are here: Home
eForms

Welcome to the USDA Service Center eForms.

Workspace You may simply browse the forms or you may complete the forms
online.

b Create Package

Forms available on eForms are provided in Adobe Portable
b Saved Forms Document Format (PDF). To view these forms you need to
download the free Adobe Reader, from Adobe Systems Inc.

b Saved Packages ‘
b Inbox

+ Outbox

+ Completed

+ Returned

» Package Requests
b Reports

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

Step 4: At the Form Number search option, enter “410-4”.

USDA United States Department of Agriculture
@S Service Center Agencies eForms

You are here: Home / Browse Forms Search

Browse Forms

eForms

» Browse Forms

Workspace

You may search for a form by completing any of the fields below or just click Search for a list of all

forms.

Agency Name: IAII
Program Name: IAII
Service Name: |aun
Form Number: [410-4

Title or Keywords: [

Show Results: 10 Per Page e

Note: you must use the 410-4 form provided in the eForms site. Other source versions of the 410-
4 will not upload or transmit correctly.



Step 5: Select “Export Form for Offline Completion” to download the form to your computer OR
select “Upload 1003 Form” (users uploading 1003 Form will skip Step 6).

USDA  united Staisn Deparinent of Agrculturne
S Service Center Agencies eForms

=

Hame | About &F Help |

Contact Us | Logo

You are here: Home [ Search / Forms

Browse Forms

We have found 1 forms which satisfy your search criteria. You may now view any of the forms
lbelow by clicking on the form number. To see the instructions on how te complete the form, click
on the nstructian button in the Help celumn.
To view these forms, you will need to have the free Adobe Acrobat Reader installed on your
computer.
The forms have been currently tested on Internet Explorer only. You will need to have the free
Intarnet Explorer installed on your computer.

¥ Returned Packagss ‘when viewing a form, please have only one browser window open.

v Cosign Packages 1-10f1

* Raceived Packages Form Number Form Title

¥ Collecting Signatires = RO 410-4 Uniform Residential Loan Application

b Panding Packages

¢ Complatad Packages New Search |

b To Cosign.

b Package

Note: Click the ‘Help’ icon if you have questions on how to complete a form.

Step 6: Complete the 410-4 form offline at your convenience. Do not use special characters or

punctuation (i.e. use Road instead of Rd.). Do not provide comments or enter letters in numerical
fields (i.e a child 3 months old should be entered as 1).

0 Pr—r—
WG v ESe W v
Home ok warnaror = r]

BYBBEAOO | K PO = B T B LaBUQ
© e APPLICATION FOR RURAL ASSISTANCE MNONFARMTRACT

Uniform Residential Loan Application

R ® & o




Step 7: Upload the complete 410-4 form by clicking “Import External Form”. Use “Browse” to
locate the saved form on your computer. Enter a name in the “Saved Form Name” and click
“Add”. The form is added to the Saved Forms workspace. If the “Upload 1003 form” button
was selected earlier, the user would first browse their local input files (.prn), select the file to
upload, and click “Add”.

United Stales Department of Agriculture

UsD.

S Service Center Agencies eForms

" Home | About eForms Help | ContactUs i Logoff

Wou are here: Home [ Import Form

Import External Form

j eForms

b Browse Forms.

Workspace

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

I Creale Package
v Saved Forms

+ Saved Packages

¥ Import External Form

Importable Forms List
CCC 802

+ Received Packages

NRCS-CPA- 41
[ Inbox | NRCS-CPA- 41A
¥ Returned Packages RD 410-4
RD 3555-16
I Cosign Packages RD 3355218

Please select the form you wish to import by using the browse and then dlick on the add button to

import the form into your Saved Forms area.

b Collecting Signatures
¥ Pending Packages
r Completed Packages

PDF File: Browse

Saved Form Name: |

Request

+ To Cosign
+ Package

USDA.gov | Farm Service Agency | Natural Resources Conservation Service | Rural Davelopment
I\ FO1n | Accessibility Statement | Frivacy Policy | Non-Discrimination Statement | Information Quality | USA.gav | White House

Step 8: Next create the package by clicking “Create Package”. Select “Custom Package”.

USDA United States Department of Agriculture
&l Service Genter Agencies eForms

| eForms

¢ Browse Forms:

Waorkspace

» Create Package

¢ Saved Forms

b Saved Packages

& Import External Form

¢ Relurned Packages
& Cosign Packages
¢+ Recelved Packages

# Collecting Signatures
» Pending Packages
» Completed Packages

b To Cosign

¢ Package

s

Help | Contact U: L

~ Home | AbouteForms | ogoff

Vou are here: Home [ Creste Package

Create Package

‘What kind of package would you like to create?
A custom package is created by adding any forms from your Saved Forms area.

A service package is created with blank copies of all of the forms associated with that service,
ready for you to fill out.

[Custom Fackag.] [Sorvica Packago]




Step 9: The list of Saved Forms displays, select the desired form by checking the “Add to
Package” checkbox and clicking “Continue”. Name your package. The package name cannot
contain special characters. Confirm the USDA Receiving Agency is Rural Development. Your
packed is saved to the “Saved Packages” workspace.

USDA  United States Department of Agricullure

j eForms

b Browse Forms

Workspace

» Create Package

v Saved Forms.

» Cosign Packages
» Recelved Packages

b Collecting Signatures
v Pending Packages
v Completed Packages

Request

& To Cosign
» Package

FOIA |

SEE Service Center Agencies eForms

“Vou are here: Home / Create Package / Custom Package
Create Package

Please select the forms by checking the box next to the form name to be included in the package.
Including forms in a package and submitting it to a service center will not remove it from your
Saved Forms folder.

> Saved Packages P‘;‘:‘;;;’e Name Status Last Saved Actions

v Import External Form O Jetson Active 06/23/2022 @
[ oo | ] Nelson Test Active 09/28/2020 =3

D REm= e Test Person Active 12/13/2021 (&)

USDA.gov | Farm Service Agency | Natural Rescurces Conservation Ser
| Privacy Palicy | Non-Di State

ContactUs |

i About eForms | Help | Logoff

USDA.  unie States Department of Aqriuture
S Service Center Agencies eForms

About eForms

Vou are hare: Homs | Create Package [ Custom Packsge / Name Package
eForms ! it sl -

+ Browse Forms

Workspace

» Create Package

Please enter a unique name for this package.

Help | Contact Us

Logoff

Create Package

Package Name: Test Person]|

rvi | + Saved Forme
te

USDA Receiving Agency: [Rural Development

Create Package

» Saved Packages
+ Import External Form

+ Relurned Packages

+ Cosign Packages
+ Regelved Packages

- Collecting Signatures.
» Pending Packages
» Completed Packages

Request
» To Cosign
» Package

Step 10: Next to the desire package, click submit under the Actions column.

USDy

2 Service Center Agencies eForms

eForms

b Browse Forms

Workspace

¢ Creale Package
» Saved Forms

» Saved Packages

b Import External Form

I Relurned Packages
¢ Cosign Packages
¢ Received Packages

¢ Collecting Signalures
 Pending Packages
¢ Completed Packages

 To Cosign
¢ Package

United Stales Depariment of Agriculture

i Logoff

| Contact Us

| About eForms | Help

“ou are here: Home / Saved Packagss

Saved Packages

These are the packages you have previously saved. You may submit or delete hese
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.

Name Last Updated Agency
Jetson 06/23/2022 RD
Test person 12/13/2021 RD

USDA.gov | Farm Service Agency | Natural Resources Conservation Service | Rural Development
I FoIa | i Staterment | Privacy Policy | Non-Discrimination Statement | Information Quality | USA.gov | Whits House
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Step 11: Select the appropriate geographical county and then the USDA servicing center. Not all
offices accept eForms applications. Please contact RD staff prior to submitting your first package
so you know the right county/servicing selections to choose. Submitting to the incorrect location

can cause delays in processing. Never submit to a site labeled remote location.

USDA United States Departmant of Agriculture
S Service Center Agencies eForms

Home | About eForms Help Contact Us | Logoff

eForms

» Browse Form:

Workspace

b Create Package

© Saved Forms.

© Saved Packages

» Import Extarnal Form

USDA United Stales Depariment of Agriculture
& Service Center Agencies eForms

Home | About eForms | Help | ContactUs |

¥ou are here: Home / Search / Forms / State / County / Office

Browse Forms

eForms

» Browse Forms

Workspace

You have chosen GREENE county in Arkansas. Please select one of the following service center
» Groalo Pack offices:

+ Saved Forms Name Address Action

+ Saved Packages 700 W CAPITOL AVE STE 3416

ARKANSAS USDA STATE OFFICES  LITTLE ROCK Select | [Map
» Import External Form AR, 72201-3215

A nvox [, J‘o‘ﬂgssa%:?w” e (map)
+ Relurmed Packages

¥ Cosign Packages

¥ Recelved Packages

| Outbox |

¢ Collecting Signatures

¢ Panding Packages

» Completed Packages

Request

+ To Cosign

b Package

© Returned Packages
b Cosign Packages
b Recelved Packages

© Collgcting Signatures.
» Pending Packages

» Completed Packages
Request

USCA.gov | Farm Service Agency | Natural c Service | Rural
FOIA | Accassibility Statement | Privacy Policy | Non-Discrimination Statement | Info

tion Quality | USA.gov | White House

Steps 12, 13, & 14: Attach supporting application documents and submit.

UDIDA  Unes smies tepanmans of agresturm
Service Center Agencies eForms

eForms

Workspace ase review the following information for the package. If it is comect, enter any comments and
attach any supporting documents that you want to accompany the package and dick on the Submit
button at the bottom of the page

Forms

Name Description
test410-4Import This form is to be completed by anyone wishing to apply for a
Rural Housing loan or grant.

Attachments

Name Description Action

There are currently no attachments for this package.
a2

If you would like to provide the service center with any comments about this package. please enter
them here:

Add comments here..

Reguest

> To Gosign
> Package Your USDA eAuthentication account email address is karl d All
pertaining to this package will be sent to this email address. If this is not the address vou wish to

have used. you must change it through the USDA eAuthentication. Any changes to
cAuthentcation profile will require that you 109 out of eForms and back in agam to take affect.

You have selected the following service center:
Service Center: ST LOUIS GOODFELLOW BLVD COMPLEX
300 GOODFELLOW BLVD
S0, Mo 31261703
Phone Number: 3144574800

[Submit

11



The ‘Add’ option is what the user selects to add the application supporting documents as
described earlier. The supporting documents must be sent along with the electronic submission of
the uniform residential loan application, not separately. When submitting a package using the
eForms site, a signature on the 410-4 is not required.

That’s it! You will receive a confirmation message and the application package will be moved to
your Outbox. Users are advised to retain the confirmation number in their records.

USDA Successful Submission
You have completed the submission process for
Package RD410-4_05-09-2016_08-38-34.
It is now waiting USDA review for further processing.
Confirmation Number: 105195-050920480

Retain this Confirmation Number to reference this package in any future
correspondence.

You may track the progress of this package in your "Outbox - Pending
Packages" folder.

Inbox

The Inbox menu area of the eForms site contains three actions; they are Returned Packages,
Cosign Packages, and Received Packages. In most cases, the user will only be concerned with
Returned Packages and Received Packages.

Returned Packages

The Returned Packages area contains a list of packages that have been returned by the USDA.
The details of each package may be viewed by clicking on the “Confirmation #” or “Name”.

Returned Packages

These are the forms that are contained by package 63495-081912743. To determine the
reason this package was returned, click the Reason button below. You can view each form by
clicking on the form name. You can then make the necessary changes and click Save. You can
add another form to the package, by clicking the Add button or you can delete a form by clicking
the delete button.

Name Status Create Date Actions
® test 3550-1 Active 09/08/2009 (&)

[ Add J (Reasons) (Close]

12



The detail view contains the following actions:
e Standard Package Item actions.
o The Expand Details (#) icon allows you to display more details about this saved
form.
o The “Name” is a link to the saved PDF and data. Selecting the link will load the
form and data in the current browser window.

o The Delete () icon will delete the item.

o The Instructions (-ﬁ]) icon opens a new browser window containing detailed help
instructions about the form.

e The Reasons button ( ) displays a page of reasons for the return.

Returned Packages

The reason the package was returned from the service center.

Date Employee Reason
0S/08/2008 Ruralo Testemp Testing Emails

‘Close

Received Packages

The Received Packages area contains a list of packages that were originated by a Federal

Employee representative of Farm Service Agency, Natural Resources Conservation Service, or
RD.

Outbox

The Outbox menu area contains three actions; they are Collecting Signatures, Pending Packages,
and Completed Packages. In most cases, the user will only be concerned with Pending and
Completed Packages.

Pending Packages

The Pending Packages area provides a package list of open package submissions. Open package
submissions are packages that are:

e New — a submitted package that has not been opened by a USDA employee.

e Pending — a submitted package that has been opened by a USDA employee.

e Redirected — a submitted package that has been forwarded to another servicing location
for processing.

13



A pending package can be viewed, but editing is not allowed.

If a package is pending or new status for more than 3 business days contract the State Office.
Packages should be reviewed for completeness within 3 business days after receipt.

Completed Packages

The Completed Packages area contains a package list view of all submitted packages that have
been accepted. The term “Accepted” only means that information contained in the package was
sufficient to allow further processing of the request and may or may not require signed printed
copies of the electronic forms to be submitted.

14



Chapter 3:
RD Field Office Users

How to Upload the Single Family Housing Direct Loan Application Package into UniFi Using the
eForms Site

15



Help Resources

If you experience problems of a technical nature with the eForms site to UniFi upload, you can
contact the RD Help Desk by calling 1-800-457-3642, select USDA Applications (press 2), then
select Rural Development (press 2). Alternatively, you may send an email to
RD.HD@USDA.GOV.

If you have non-technical issues (i.e. program related questions) regarding the eForms site to
UniFi upload, please contact your State Office.

@To retrieve an online application in eForms, the Field Office user must have access to
the appropriate office location in the eForms site.

Gaining Access to eForms

Field Office users should be able to access the eForms site using their existing eAuthentication

credentials. If you are unable to access the eForms site, please contact your state’s Information
Security System Staff Point of Contact (ISSSPOC). Your ISSSPOC will need to submit a ticket
into the User Access Management (UAM) System in order for you to gain the necessary access.

Overview— Processing the loan application in eForms

@If you do not receive a notification email then you are not properly assigned to the
office that received the eForms application! If this occurs, please contact your state’s SFH
Program Director or designated eForms contact. They will work with National Headquarters
staff to update the user profile.

The Field Office user should receive a notification email whenever a loan application package is
submitted to their Field Office through the eForms site. This notification should prompt Field
Office staff to review the incoming package and based on their review, either accept, re-direct or
return it.

ALL individuals working in the Field Office may receive the notification email, including non-
SFH personnel. Please communicate with the other staff members in your office so they are
aware of this possibility. Non-SFH personnel should not take action on SFH packages within
eForms.

16
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Accepted packages are uploaded from the eForms site into UniFi. The application should become
available in UniFi within 30 minutes from being accepted in the eForms site. When an employee
logs on to UniFi, a pop-up of all the RD 410-4 loan applications accepted for that Field Office or
State (depending on the eForms site code and employee UniFi access level) will be displayed on a
screen (this process is similar to the one displayed when credit reports have been received in
UniFi).

The employee will then select a RD 410-4 loan application and begin ‘parsing’ the application.
Parsing an application, ensures the data transmitted is sent to the correct UniFi fields.

Quick Guide

Step 1. Navigate to the eForms site.

https://forms.sc.egov.usda.gov/eForms/welcomeAction.do?Home

Step 2. Login to the eForms site.

Step 3. Go to inbox and identify ‘new’ packages.

Step 4. Review the package. Open (double click) the package and review ALL
attached documents. For packagers, documents should be attached as described in
the “Stacking Order Checklist” document available on the

Single Family Housing Direct Loan Application Packagers page.

Step 5. Accept, Re-direct, or Return the package.

e ACCEPT ONLY COMPLETE PACKAGES! When the 410-4
form is submitted using the eForms site, a signature is not required
on the 410-4 for the package to be deemed complete. The
electronic 410-4 form submitted through the eForms site is
acceptable.

e Accepted packages will transmit to UniFi on the next upload.

e Re-directed packages will be sent to the inbox of the office
selected.

e Returned packages will be sent to the inbox of the user and should
include a detailed explanation why the package was returned.

Steps 6 -13. Parse application into UniFi.

17
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Reviewing the Loan Application Package in eForms

Loan application packages submitted through the eForms site rely on the Field Office user to
frequently review their Inbox and to take the appropriate action. Packages should be reviewed

for completeness within 3 business days after receipt. After a thorough review, the most common

actions a Field Office user will take is to either Accept, Re-direct, or Return the application
package. Staff must use the Microsoft Edge browser to review packages.

@The Agency will not “Accept” an application unless it is COMPLETE. Please refer to
HB-1-3550, Chapter 3 or Chapter 12 for more information. If any documents are determined
missing or incomplete during the review, the entire package is to be returned to the user.

This applies to all applications, whether submitted by a loan application packager or
applicant. When an application is submitted in the eForms site, a signature on the 410-4 is
not required. The electronic 410-4 is acceptable for a complete application.

The Inbox area provides a list of open package submissions. Open package submissions are
either:
e New — a submitted package that has not been opened by a USDA employee.

e Pending — a submitted package that has been opened by a USDA employee.

e 1y »

Packaoe Orsginalos Status

All the forms must be reviewed (i.e. opened and closed) in the package before any action to
accept, re-direct, or return can be taken. Otherwise, you will receive an error message.

18



Accepting, Re-directing, or Returning Packages.

+ Browse Forms

These are the forms that are contained by package 105195-050920480. Click on a form
name to open and review it. Once all the forms for this package have been reviewed, you will be

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

+ Saved Forms

Saved Pack Name Status Last Updated Actions
e LB * AttachSupportingDocs.pdf Active 05/09/2016

7

® RD 410-4 Active 05/09/2016 (&)

P N (o /’ N r r — 3
‘Accepl) ‘Re-duoctj \RelumJ ‘Commenls] ‘History] | Employee Edll] fCIoso

When you Accept a package, it moves the package from the inbox to the Completed folder and
notifies the UniFi system that it is ready for upload.

An automated process uploads all accepted loan application packages from the eForms site into
UniFi. This task is scheduled to run every 10 minutes with additional tasks occurring behind the
scenes. The application should become available in UniFi within 30 minutes from being accepted
in the eForms site.

Field Office users also can choose to Re-direct a package. This allows the Field Office user to
send it to another Field Office for processing. This 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.

Returning Packages.

If during the review, the application is determined incomplete, the Field Office users can Return
the package. When this action is taken, the Field Office user should (in detail) describe the reason
for returning the package. This action will send the package back to the Inbox of the user who
originally submitted the package. As noted in HB-1-3550, Chapter 3, Paragraph 3.6 A, if an
application submitted by a loan application packager is determined to be incomplete, the
following statement must be sent to the packager in writing within eForms or email: “No action
can be taken until all the noted items have been received in this office. The loan application
package is missing the following items: [list of missing items]. Please complete the package and
resubmit the package in its entirety within [enter 15 days from the date of written notice].”

> Browse Forms [glele) ¢
Workspace
» Create Package Package Confirmation Number: 105195-050920480

» Saved Forms Package Owner: eForms CustomerThree

» Saved Packages

> Outbox
» Completed

Please enter the reason for returning this package.

> Returned

19



Step-by-Step Screenshots
Steps 1: Navigate and Login to the eForms site in Microsoft Edge.

JSDA United States Department of Agriculture o
S Service Center Agencies eForms >

Help i ContactUs | Login

You are here: Home

> Browse Forme 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.

e 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 mail or fax the form to your local service
center. A user ID and password is not required.

OR

e You can complete the forms online and submit the forms electronically to your local service
center. You will be able 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 Level 2 Access, which you can do by registering below.

If you already have a USDA eAuthentication ID and Password with Level 2 Access, you can Login
below.

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

Step 2: Select “Inbox” from the menu options.

UDLJAL United States Department of Agriculture
s Service Center eForms Administration

Homeié About eForms Help Contact Us Log:

You are here: Home / Inbox / Items

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

Workspace

» Saved Forms

S Name Status Last Updated Actions
L ackages @ AttachSupportingDocs.pdf Active 05/09/2016

Processing b 410-4 Active 05/09/2016 (9’

fAccqp(J (Rmdlucl] [Rﬁumj [Commonh] (Hlﬂoryj [Employn EdIlJ (Cloaoj

> Outbox
» Completed
b Returned

» Package Requests

USDA.gov | Farm Service Agency | Natural Resources Conservation Service | Rural Development
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Step 3: Identify any ‘new’ applications and open them.

USDA. unitea states Depantment of Agricuiture
= Service Center eForms Administration |
Home | About eForms ! Help ! ContactUs | Logoff
Vou are here: Home / Inbosx
eForms
Workspace
Please click on confirmation number to open package.
B LD Confirmation Number Package Originator Status Process Date
> Saved Forms 105195-081815214 Byerly, Kim Pending 08/19/2010
¢ Saved Packages 105195-0815815219 Byerly, Kim Pending 08/18/2010
105195-090915312 Byerly, Kim Pendin, 09/09/2010
ety s oy
105195-091015313 Byerly, Kim New 08/10/2010
DR | :o-:oncoicisiss  oyerly, im pending 0s/13/2010
» Outbox 105195-030420364 CustomerCne, eForms New 03/04/2015
» Gompleted 105925-030420365 CustomerCne, eForms New 15
105925-042920373 CustomerThree, eForms Nex 15
¢ Returned
105195-042520374 CustomerThree, eForms New 15
b Package Requests 105925-051220379 SCHWARZ, MARKUS New 05/12/2015
b Reports 105195-031020446 CustomerTwao, eForms New 03/10/2016
102025-031020447 CustomerOne, eGovCustl Pending 03/10/2016
102025-031020448 CustomerTwe, eForms Pending 03/10/2016
b Forms 102025-032320467 WVENKATRAQ, JYOTHIRANI Pending 03/23/2016
» Bateh Promotion 105927-041820474 CustomerThree, eForms New 04/18/2016
105927-050920478 CustomerThree, eForms Pending 05/08/2016
105925-050920479 CustomerThree, eForms Pending 05/09/2016
105195-050920480 CustomerThree, eForms New 05/09/2016
USDA.gov | Farm Service Agency | Natural Rescurces Conservation Service | Rural Development
FOIA | Statement | Privacy Policy | Non-Discrimination Statement | Information Quality | USA.gov | White House

Step 4: Open (double click) on each form to review their contents. You must review ALL

documents in order to complete the next step.

In order to open and view Form RD 410-4, staff must be using Microsoft Edge.

T e T P

s Service Center eForms Administration

Home : About eForms

You are here: Home / Inbox / Items

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

» Saved Forms
Status Last Updated
@ AttachSupportingDocs.pdf Active 05/09/2016
@ RD 410-4 Active 05/09/2016

I Help i ContactUs :

These are the forms that are contained by package 105195-050920480.
name to open and review it. Once all the forms for this package have been reviewed, you will b

Click on a form

Actions

€2)

(Redirect] (Return] (Comments] [History ] (Employee Edit] (Close

» Package Requests
» Reports

When the 410-4 application review is complete, be sure to close the form using the ‘Close’ action

button in the upper left corner. This is slightly different than how you close out of other

supporting documents. For those, the user can simply ‘X’ out of the tab.

Fle 68 Cot fonste tes

EEE- =] COIFEY | = NS AETANY = R
i Tt e s
e e e i e kv 4 s s 3 e

A | Comemes

Close

Form RD 4104
(Re. 10-08) Position 3

t BN

APPLICATION FOR RURAL ASSISTANCE (NONFARM TRACT)
Uniform Residential Loan Application

Form Approved

OME No. 0575-0172

This agplcation is designed to be completed by the apsicant 's assistance. Ay

is redying o other_property located in a community property state as a basis for repayment of the loan.

this. form as "Agpicant M1 ” of "Acpicant #Z', a3
appicable. All ACPACants Must provide information (and the appropriate box checked) when [ | the income or assets of a person other than the “Agpicant ~ (including the
Appicants spouse) will be iwsed a5 & basis for loan quakiication o ] the income or assets. of the Appbcants spouse will not be sed a8 5 basis for loan quakficaton, but his of
hae lakdities must be considened bacause the ADplicant resides in a community Broperty state, the security property i locabed in 3 community property state. of the Apgicant

. TYPE OF MORTGAGE AND TERMS OF LOAN

[ VA Comventonal ] Cther: [Foency Case Fumber

[ Cemaer Aceoum Number
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Step 5: Once all documents have been opened and reviewed, the user can either Accept, Re-
direct, or Return the package. Accepting the package notifies the eForms site to transmit the 410-
4 form to UniFi during the next upload.

JOSN, e simims gt o2 At )
ﬁ Service Center eForms Administration

Hame | About eForms | Help | ContactUs | Log

oy package 105195-050920480. Chck on a form
< for thic Dackage have been rewiewed, you wil b

Last Updated Actions
DS/02018
O0S/09/2016 =]

THistory | [Employes Edit] [Cices

Remaining steps are performed in UniFi

@ To parse, the users UniFi ID must be identical to the code of the RD Field Office
that accepts the application. If a user has UniFi access that does not match the code of the
‘accepting’ Field Office, then the application will not display in Unifi to parse! By default,
Field Offices use a branch level code based on their geographical county. However, this
default can be changed to accommodate other access levels (e.g. statewide access). States
utilizing district or statewide UniFi access should contact the National Headquarters to
ensure proper settings are in place.

Parsing the 410-4 Application in UniFi

The following are the steps taken to parse (map) data from Form RD 410-4 into UniFi.

Step 6: eForms applications waiting to be put into UniFi for a branch will be displayed when a
user from that branch logs on to UniFi. Choose the Cancel button if you do not want to parse the

application(s) at this time. The application(s) will be held in a special queue and can be accessed
at a later time.
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UniFi Applica

tion - FULTONRTZ

JJEiIe Edit Record Menu Tools Help

|t ®|%
B Prequal Menu
Ei Registration Me

R Processing
Z@:redit Bureau
Ei Underwriting
Ei Closing
- Loan Summary
- Handbook Lette
- &l Forms
- LIMKS
B~ Parameter Meru
- Open a New Ac
- Cloze Current &
- Copy Accaunt
- 5end Message
- Repartz
- Pagsword Mainl

410-04 E-Form Application Messaging

“Y'ou have received 410-04 E-Form application(z] lizted below. v'ou may select any application

to parse in the address ines. Select 'Parse Addr Lines' buttan to complete the import process

Inon Tirmne Bomower

Branch|Form Mame

g

Parze Addr Lines

“y b K

o]

Cancel

Step 7: When you are ready to parse an application previously bypassed at logon: Go to Open a

New Account, select 13 E-Form Application Queue, then Open.

UniFi Application - FULTONRT2

File Edit Record Menu Tools Help

+ § ‘ "8 Select an Application

MNon Queue Access

_E!-F‘requal tenu - -
- Registration Meru 1By Application
- Processing ‘@ 2y Barame
- Credit Bureau
- Underwriting " 3By Social Securty
- Clozing ~
- Loan Summary 48y Froperty
- Handbook Letter: " 5By Loan Analyzer ID
- AllFormz
- LIMES B Agency Case Mbr

IDDDDDDUDDD

L

[ooooooon | |

[ A

A
[

e~ Parameter Menu
- Open a New Acc .

= ¥ Wrigination Systen hEr UniFi

=l H

Cloze Current Acc
Copy Account

8 My Queue
Take From Queus——

EMPLas 43

- Send Message " G Mp Secondary Queue
- Reports

- Pagsword Mainte

10 Other Employee Dueus
¢~ 11 Branch Queue
12 Pre Defined Queue

% 13 E-Form Application Oueus

[EMPLiiaz |
[
[z5050 M
H
2050

Create New Application

oK

Cancel |

Select an option

NOTE: Form RD 410-4’s remain in the Queue until someone parses the application. If the

application has been parsed since the original user logged on and bypassed the parsing screen, the
original field employee will no longer be able to retrieve the application by accessing this process.
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Step 8: The 410-04 E-Form Application Messaging screen will appear with the applications
waiting to be parsed. Highlight the account (if not already highlighted) and click “Parse Addr
Lines” box.

2% UniFi Application - FULTONRTZ

File Edit Record Mernu  Tools  Help

(= |=——

+ ¥ | p*4 410-04 E-Form Application Messaging
Prequal tenu
Regisgtration Me ol have received 410-04 E-Farm application]z] lizted belaw. o may select any application

3..

-

A-Processing to parge in the address lines. Select Parze Addr Lines' buttor to complete the import process
4 Credit Bureau
-
g
-

Undenwriting

Clazing

Loan Summary
- Handboak Lette
1Al Forms
-~ LINKS
- Parameter bem
- Open a Mew fc
- Cloze Currant &
- Copyp Azcount

- Send Mezzage | | _ILI
- Reports 3 E

- Pagzword Mainl

I ok Time Borrower Branch|Farm MNarme =

Fre O == B = B = = = = |

®
&

| Parze Addr Lines I

W n % Ok | Cancel |
Open | Create New Application |

Step 9: A pop-up screen, Parse Address, will appear for any incomplete address on the
application. Enter the information (copy or type) from the left side of the screen labeled Form
Data to the right side in the proper field (Name, Address 1, etc.). If all addresses are complete,
the system moves directly to Step 11.

If the field office address comes up for parsing; you do not have to parse this address. It will be
automatically brought in when the Field Office is assigned on the Registration Screen.

Parse Address |

Faorm Data:
Mame Employer?appi ;I Mame: I Cancel |
11 Sauth State Shreet
Hillsboro MO E3055 Address 1¢ I
Help |
I Address 2 I
Citye I
State: I Zip: I
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Step 10: Click OK when each address has been parsed.

NOTE: If you select cancel on the Parse Address screen, the address on the left will not be
entered into UniFi and the next address to be parsed will be displayed for parsing. Any address
not parsed will need to be input manually into UniFi. If the Field Office address comes up for
parsing; you do not have to parse this address. It will be automatically brought in when the Field
Office is assigned on the Registration Screen.

Farm Data: ok

M ame Ermplover2appl ;I M arme: INameEmponer2a|:up1 Cancel
11 South State Stree

Hillsboro MO 63055 Address 1: |1‘| South State Street

Help

¢k

Address 2: I

City: IHiIIshon:u

State: IMD Zip: |53U55|

|

Step 11: Click OK when all addresses for an applicant have been parsed and the following
message appears.

UniFi Application - FULTONRTZ - NEW APPLICATION - Loan Analyzer _|E||1|

File Edit Record Menu Tools Help

+ ¥ | b 4l| 410-04 E-Form Application Messaging

-Prequal Menu

-Fegistration Me “r'ou have received 410-04 E-Form application|s] listed below. Y'ou may select any application
Processing to parse in the address lines. Select 'Parse Addr Lines' button to complete the impart process
-Credit Bureau
-Undenariting
Closing

-Loan Summary
Handbook Lett
- &l Foms

- LINKS

- Parameter Mer
- Open a Mew Ac
- Cloze Current &
Copy Account
- 5end Meszage
- Reports — . —

- Password Mainl
Parse Addr Lines

In on Tirme Barrower Branch|Fom Name —

08/31/2000 08:33:23  Wiliam Employerfil 26050 s webdevhiesthuferihdy

Cancel
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Step 12: If there are additional applicants available to parse, the screen will display as shown
below. Click “Parse Addr Lines” box to parse addresses for additional applicant(s) repeating
steps above. Click Cancel if you do not want to parse the application(s) at this time.

UniFi Application - FULTONRTZ - NEW APPLICATION - Loan Analyzer _|EI|£|
” File Edit Record Menu Tools Help |

” + ¥ | k' 410-04 E-Form Application Messaging

-Prequal Menu

-Registration Me “V'ou have received 410-04 E-Form application(z) listed below. v'ou may select any application
Processing

- Credit Bureau

- Undenwriting

- Clasing

- Loan Summary
- Handbook Lette
- Al Forms

- LINKS

- Parameter Mer
- Open a Mew Ac
- Cloge Current &
- Copy Account %

- Send Meszage _lj
4 3
- Repartz

- Paszword Mainl

to parse in the address lines. Select 'Farse Addr Lines' button to complete the import process

Ihan Time Barnower Branch|Form Mame —

- -

35}

Step 13: Click OK on 410-04 E-Form Application Messaging screen when parsing applications
is completed and there are no additional applicants to parse as shown below.

UniFi Application - FULTONRTZ - MEW APPLICATION - Loan Analyzer _IEIIZ

File Edit Record Menu Tools Help

4+ 3 | L* 4 410-04 E-Form Application Messaging
8- Prequal Menu

B Fegistration Me You have received 410-04 E-Form application(z] listed below. r'ou may select any application
£ Processing to parse in the address lines. Select 'Parze Addr Lines' button to complete the import process
#- Credit Bureau
B Undenariting

8- Clozing

B Loan Summary
- Handbook Lette
- All Formng

- LINKS

& Parameter Mert

- Open a Mew be %
- Cloze Current &
- Copy Account

- Send Meszage _lﬂ
4 3
- Feports

- Pagsword Mainl

In on |Time |Bon0wer |Blanch|F0rm Mame —

\\/ n n ok Cancel
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@If you select Cancel and receive a pop-up “Changes have been made to this information.
Cancel all changes? Yes No” — ALWAYS SELECT NO. If you click Yes all uploaded
information will be lost and must be reentered manually from a copy of the printed form from
the eForms site.

The last application parsed will be open in UniFi to enter additional information (e.g. program
type, product, purpose code, etc.) to complete the application. Click on a Menu Item (e.g.
Registration Menu, Registration Screen, etc.) to open the screens and complete the information
for the newly parsed application.

If you choose to close the current application after parsing but before completing the application
in UniFi, make sure to deselect before closing account. Deselect will put the application in
your queue. UniFi stores the name as ** New Account ** and if the application is in your queue
it may be easier to find. Otherwise, you will need to select the application by name (** New
Account **) or SSN.

If you closed an application after parsing (without completing the application) or parsed more
than one application at a time, you can open parsed applications by selecting #9, My Secondary
Queue, from the Select an Application pop-up and click on the “In on” button. This will sort the
applications according to the most recent date and time entered. Parsed accounts where no
additional work has been done will display as **NEW ACCOUNT** as shown below.

1L e I

All Loans Active in Your Queue {(EMPLasI143)

Bi02/25A0 311 PM = NEW ACCOUNT = 7 ZR050 00 110 00000 Account Created New
02/24410 12:40 PM Pagek, Applicant T O2R0RO0 OO 0 o000 Opened Mon Queus

02/22/10 11:43 AM Maxdataticopy, Testy 0070000479 18030 2011A19/2004 20 00250 Opened Mon Queus
02419710 2:24 P = NEW ACCOUNT = Y2600 00 40 00000 Opened Mon Quews
021840 216 P = NEW ACCOUNT = ¥ 26080 00 40 00000 Account Created Mew

Finishing Touches

The applications can now be completed as regular non eForms applications. You will also need
to review/complete the following items in UniFi:

e Ifamailing address is entered on application; you need to go to the Borrower
Information - Individual Screen (Processing, Supplemental Borrower Information,
Borrower Information — Individual) and uncheck the box marked. This address is
also the Mailing Address.
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e Ifasecond applicant is on the Form RD 410-4 they are automatically set as Note
signer on the Household Member screen. In addition, the second applicant is set
with Form #01 on the Borrower Information — Individual screen. Either of these
may be changed in UniFi on their respective screens as the situation warrants but
you need to change this information manually.

e All the assets and liabilities are mapped to the first applicant as there is no field on
the form to indicate to which applicant these belong. Any of these fields can be
changed manually to the second applicant or both when needed.

@Some of the data entered in eForms on the Form RD 410-4 is not mapped to UniFi or may
be updated in UniFi different than was input on the eForms site. Mapping exceptions are shown
below by page number.

Mapping Exceptions

Page 1 of Form RD 410-4

e Interest Rate is mapped but may be changed when Expect to Close date is entered
in UniFi.

e Manner in which Title will be held is not mapped.

Page 2 of Form RD 410-4

e Net Rental Income is mapped from the Net Rental Income from the Schedule of
Real Estate Owned section on page 4 of the Form RD 410-4 not from information
entered in V. Monthly Income and Combined Housing Expense Information
section.

e Proposed First Mortgage is mapped based on loan amount, term, interest rate in
UniFi not from information entered in V. Monthly Income and Combined Housing
Expense Information section.

e Other Line 1 for both applicants is not mapped from what is input on the form. It
is computed in UniFi based on Monthly Income for other than the first employer.

e Describe Other Income section at the bottom of the page is not mapped.

Page 3 of Form RD 410-4

e Real Estate Owned is mapped from the Present Market Value of the Schedule of
Real Estate Owned section on page 4 of the Form RD 410-4 not from information
entered in Assets column in VI. Assets and Liabilities section.

Page 4 of Form RD 410-4

e Type of Property column in the Schedule of Real Estate Owned section is not
mapped.

e Section titled “List any additional names under which credit has previously been
received” is not mapped.

e Several items (d, e, f, g, h, 1, k, m, n, 0 and p) in VII. Details of Transaction section
are not mapped but computed in UniFi.
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If nothing is entered on Form RD 410-4 in section VIII. Declarations, items default
to No.

Item m (Have you had ownership interest in a property in the last 3 years?) in
section VIII. Declarations will be Yes if Own was checked on Present Address on
page 1 of Form RD 410-4.

Page 5 of Form RD 410-4

Dates are not mapped.

Borrower and Co-Borrower answer to question “I do not wish to furnish this
information” is not mapped. Source of Ethnic/Race Data field in UniFi will be
determined by the check in item on page 8 “Racial Data Provided By”.
Interviewer’s Name is not mapped.

Interviewer’s Signature is not mapped.

Interviewer’s Phone Number is not mapped.

Page 6 of Form RD 410-4

Loan Type is not mapped.
Source of Wage Income (household members 1 and 2) is not mapped.
Household Members 3 through 6 are not mapped.

Page 8 of Form RD 410-4

Determination of Eligibility field is not mapped.
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Reports

Reports are available in the eForms site to track new, pending, accepted, new redirected, and
returned applications. Report should be generated weekly to ensure applications are processed
timely. The report is a great tool to confirm applications have been submitted to locations with
staff to process the applications.

Step 1: Click Reports.

USDA unied States Department of Agrcuture
s Service Center eForms Administration

You are here: Home

Welcome to the USDA Service Center eForms.

You may simply browse the forms or you may complete the forms
online.

Forms available on eForms are provided in Adobe Portable
Document Format (PDF). To view these forms you need to
download the free Adobe Reader, from Adobe Systems Inc.

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

4
%%

Step 2: Under “Select Report Options” click State and in the dropdown menu, select the state.
Select Summary or Details (provides data per Field Office within the state) and Range then enter
a begin and end date. Under “Select One Report Type with Desired Option” click Volume
Statistics and All. Click Search.

*ou are here: Home / Reports

Select Report Options

| eForms

b Browse Forms.

Workspace

I Creale Package

b Saved Forms

(Al Packages () 410-4 Packages Only

i Package Requests

Managemant

b Forms
b Balch Promolion
¢ Employee Profiles

Administration

b Package Maintenance
b Rebuild Form Areas

Allowable Attachment
Types

) open Items
All Open
New Redirected

(® Volume Statistics

[ an All Open Items
Mew Pending
Returned

b Saved Packages ) National ®) state Tennessee
® Summary O Detail
b Inbox
b Oulbox O All Dates ®Range [10/1/2019 | Begin [1/27/2020 | End
b Completed ) . .
Select One Report Type With Desired Option
b Returned

Pending

Accepted
New Redirected
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UniFi-eForms Application Queue “Cleanup”

UniFi users will notice that on occasion when logging into UniF1i, they are prompted with the
eForms queue (“410-04 E-Form Application Messaging” prompt). This queue appears when
applications are in the eForms parsing queue, where the servicing branch assigned to parse,
matches the main branch code assigned to the UniFi user logging into the system. That queue
looks similar to the following:

410-04 E-Form Application Messaging *

You hawve received 410-04 E-Form applicationlz] listed below. Y'au may select any application
to parze in the address lines. Select 'Parse Addr Lines' buttan to complete the import process

Inon Time Bormower Branch Form Mame A
I /0572017 15-3550 cr 1"
02/24/2007 143950 R 1
08/03/2007 08:4953 B0 1. . —
o7A1/2me 181380 B0 1. A ——
04/01,/2019 08:43.52 1. A
0319/2m8 020349 A 1. L
10/032me 08380 o 1. A ——
1003208 %49:49 T . . M - ——

W
< >

Parze Addr Lines

=] | Cares

Users normally expect that an accepted application will be sent to this queue in order to parse
address data, and fully import into UniFi for application completion.

However, as with the above example, there are several instances in UniFi when an application
was previously submitted but there could have been a problem with the application, the state was
not completing eForms applications at the time, or an application was submitted to the wrong area
in eForms, thus sending a queue to the wrong branch number in UniFi, etc. So there are several
reasons why old applications may still be in existence in the eForms queue today.

This cleanup process will only be completed by RD Technology Office. The process will remove
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).

We anticipate running this process on a 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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