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Presenter
Presentation Notes
The purpose of this presentation is to give viewers basic instructions on using eForms to electronically submit single family housing direct applications.  The presentation takes a look at using eForms from the submitter’s perspective and from Rural Development’s perspective.  





eForms Highlights

 eForms allows applicants, loan application packagers, self help grantees, 
and others to submit applications electronically.

 Applications that are "accepted" in eForms upload into Rural 
Development's (RD or Agency) loan origination system (a.k.a. UniFi) 
automatically where they can be "parsed" for further processing.

 Intermediaries under the certified loan application packaging process 
are required to submit applications via eForms.  

Presenter
Presentation Notes
Using eForms is beneficial to both the submitter (e.g. the applicant) and to RD.    

For the submitter, eForms provides a convenient and secured way to submit a loan application package to RD that contains all of the required documents with the exception of the credit report fee (which will need to be mailed or hand delivered to the RD office that will process the application).  

For the Agency, eForms streamlines the application process and reduces paper consumption (which is good for the environment).   




As previously mentioned, intermediaries are required to submit loan 
application packages electronically using the eForms system.  

To help intermediaries meet this requirement, RD State Offices are 
responsible for ensuring that:
• Their offices are properly set up in the eForms system. 
• Their staff is familiar with the eForms field office user guide. 
• Their staff reviews applications received via eForms in a timely manner 

and promptly takes the appropriate action. 

eForms Highlights: RD Staff
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Presentation Notes
The eForms field office user guide can be found in SharePoint.  A link to the site can be found in the handout for this webinar.       

https://ems-team.usda.gov/sites/RD_HCFP/SFH1/direct/Certified%20Packaging%20Process/Forms/AllItems.aspx

The eForms user guide for intermediaries and other submitters can be found on the Agency’s website under the Single Family Housing Direct Home Loans – Forms & Resources page.  A link to the site can be found in the handout for this webinar. 

https://www.rd.usda.gov/programs-services/single-family-housing-direct-home-loans

The RD National Headquarters staff can help RD State Offices with their eForms setup so that it works within their existing loan application processing structure.   




There are three major steps to the electronic application submission 
using eForms:

1. The submitter's loan application package submission.

2. The Agency's review of the submitted package which will result in 
accepting the application, returning the application, or re-directing 
the application. 

3. The Agency's importing and parsing of the application into UniFi 
once an application is accepted. 

eForms Highlights:  Steps for Submission

Presenter
Presentation Notes
Again, a submitter can be an applicant, an intermediary, a loan application packager, a self help grantee, or another party.  Since intermediaries are required to submit loan application packages via eForms, the following slides will refer to them.  However, the guidance provided generally applies to any submitter.     




To submit loan application packages via eForms, intermediaries must: 

 Request access to eForms (i.e. a Level 2 eAuthentication account).  Each staff 
member that will submit applications will need to request access individually.  

 Complete Form RD 410-4, Uniform Residential Loan Application (URLA), from 
eForms.    

 Following the Agency's stacking order, attach the additional required 
documentation outlined in Handbook-1-3550, Attachments 3-A and 3-J.   

 Submit the application to the "right" RD office.  

eForms – Step 1 (Application Package Submission)
Intermediary’s Responsibilities

Presenter
Presentation Notes
Each of these checkmark items will be discussed in further detail. 



Level 2 eAuthentication account - what is it and how do I get it? 

• A Level 2 eAuthentication account, which consists of a User ID, password, 
and user profile, allows the user to enter an application with high security 
requirements through a USDA website portal.  

• To register for a Level 2 eAuthentication account you will need to visit the 
following site and provide certain information used to verify your identify.  

Level 2 eAuthentication website

eForms – Step 1 (Application Package Submission)
Level 2 eAuthentication

Presenter
Presentation Notes
A single family housing direct application is considered high security since it contains personally identifiable information and the eForms submission of the URLA constitutes a signature.  

The verification of identity can be done online; a user no longer needs to visit a USDA Service Center to complete the identify verification process.   



https://identitymanager.eems.usda.gov/registration/selfRegistrationForm.aspx?level=2


eForms – Step 1 (Application Package Submission)
Logging In

After a Level 2 eAuthentication account has been established, it’s time to 
log into eForms to complete and submit an application package. eForms
website hyperlink

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


There are three ways to complete the URLA:   

• Import the industry standard Form 1003,  or

• Complete the 410-4 online within eForms, or

• Export the 410-4, complete offline, and then import the completed 
form into eForms. 

eForms – Step 1 (Application Package Submission)
Completing the URLA

Always make sure the instruction 
icon appears next to the 410-4 
being submitted!
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Presentation Notes
It is important that the Agency approved Form RD 410-4 be used to submit an application.  Submitting the incorrect version or multiple versions of the 410-4 will result in errors within eForms and may prevent the Agency from being able to accept the application.  This can also cause the application to not import into UniFi which results in delays in the processing of the application.  Always make sure the instruction icon, as shown, appears next to the 410-4 being submitted. 

Comments should not be placed on the application within the data fields, such as "not working" within the employer name and address field, as this will cause errors. 

Some browser settings must be adjusted in order to use with Acrobat DC Reader.  Please review the user guide for more information.




eForms – Step 1 (Application Package Submission)
Browse Forms

OR

Presenter
Presentation Notes
To begin completing Form RD 410-4, select “Browse Forms”, enter “410-4” in the Form Number field, and click “Search”.  You will then click on “RD 410-4” or select “Upload 1003 Form”.  

Please note that the “Upload 1003 Form” option is available only to intermediaries using a loan origination system pre-configured to ‘talk’ with the eForms system.  If you have questions whether or not this feature is supported for your loan origination system, please contact the applicable RD State Office(s).  



eForms – Step 1 (Application Package Submission)
Upload URLA or Complete URLA Online
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If you select the option to upload a 1003, you will navigate to where you have saved your file, select the document, and then click “Add”.  The data from the intermediary’s loan origination system will import into the 410-4.  When the 410-4 opens, the data imported from the 1003 must be supplemented with information specific to the 410-4.  This includes completing the Agency’s supplemental pages (6-10) of the 410-4.  Once the additional information has been included, click the “Submit” button at the top of the document.

If you complete the 410-4 online, once you have entered all the information on the 410-4, click the “Submit” button at the top of the document. 




eForms – Step 1 (Application Package Submission) 
Export and Import URLA
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To export Form RD 410-4, browse to the form as previously shown.  Click on the export icon and save the document to your computer.  The 410-4 is now ready to be completed offline with all the necessary information.  Once complete, the 410-4 is ready for import.

To import the completed form, navigate to the “Import External Form” screen, click “Choose File”, and navigate to your file location. 

In this example, the document “Shaw 410-4” has been selected for upload.  Click “Add” to create a saved form.  Once you have saved the form it will now appear on the “Saved Forms” screen.

Now that we have talked about the three ways to complete the URLA, let’s talk about what comes next for the submitter…creating a package, selecting a RD Service Center, adding additional documents, making any comments, and submitting the package. 





eForms – Step 1 (Application Package Submission)
Create Package
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To create a package, navigate to the “Create Package” screen, select the appropriate package, and click “Continue".

Name the package and click “Create Package”.  The package now appears in the “Saved Packages” screen.  Click the “Submit” icon to continue to RD service center selection.





eForms – Step 1 (Application Package Submission)
Select a Service Center

Submit the application to a pre-determined county and office.
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Presentation Notes
To select a RD Service Center, you will be taken to a map that will drill down to where the application package should go.  Intermediaries should submit applications to pre-determined counties and offices based on their conversations with the applicable RD State Office(s).  If you haven’t had this conversation, please do so to ensure that the right RD staff receive the applications and delays are avoided.





eForms – Step 1 (Application Package Submission) 
Previously Selected or New Service Center
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Intermediaries that have submitted application packages in the past can select a previously selected RD Service Center or select a new RD Service Center using the map.  

When selecting a new RD Service Center, the intermediary can make a selection by clicking through the map or by clicking through a text version of the map (which is located in the upper right corner).  




eForms – Step 1 (Application Package Submission) 
Example of Selecting a Service Center
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When the application package is submitted, the La Plata Service Center will automatically receive an email notification about the submission. 





eForms – Step 1 (Application Package Submission) 
Add Documents using Stacking Order
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Following the Agency's stacking order, it’s now time for the intermediary to attach the additional required documentation outlined in Handbook-1-3550, Attachments 3-A and 3-J.  The Agency’s stacking order for intermediaries can be found on the Agency’s website under the Single Family Housing Direct Home Loans – Forms & Resources page.  

The accompanying documentation must be grouped together as shown in the stacking order.  Each bolded header on the stacking order (e.g. Application Processing Stage, Eligibility-Income, etc.) must be a separate attachment with the applicable items contained therein and be named using the bolded header title followed by the applicant’s last name (e.g. ApplicationProcessingStage-Shaw, EligibilityIncome-Shaw, etc.). 

The intermediary will select “Add” under the “Saved Packages” screen for a particular applicant.  They will then click “Choose File” and navigate to where they have saved the additional documents.  Once they have selected the file, they will click “Add”.




eForms – Step 1 (Application Package Submission)
Application Submittal
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Once you have uploaded the additional documents, you will be given an opportunity to provide comments to the RD Service Center that will be receiving the application.  A typical comment would deal with the subsequent submission of the credit report fee via mail or hand delivery.   

Now that Form RD 410-4 has been completed, the package has been created, the RD Service Center has been selected, the additional documents added, and any comments made – it’s time to submit the package so the intermediary would click “Submit”.




eForms – Step 1 (Application Package Submission)
Submission Confirmation
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The last thing the submitter will need to do upon hitting submit is to answer the following question, “Are you sure you want to submit the package?”  Provided they didn’t miss anything and they are ready for the package to be electronically submitted to the designated RD Service Center, they will click “Confirm”.




eForms – Step 1 (Application Package Submission)
Confirmation Number
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Once a confirmed submission is successfully submitted to RD, the submitter will receive a confirmation number through the eForms system.  An automated email containing the confirmation number will also be sent to the submitter’s email address.  The confirmation number should be printed and saved.   (Note that the copy above has been redacted and does not contain a complete confirmation number).

Now it’s time to talk about Step 2 in the eForms process – the Agency’s review. 




eForms – Step 2 (Agency’s Review)

Step 1 ends with an email notification to the submitter 
about a successful eForms submission and Step 2 begins 
with an email notification to RD about an eForms 
package submittal. 
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Presentation Notes
When an application package has been successfully submitted via eForms, the RD Service Center selected by the submitter will receive an automated email notification.  The email notification will go to all Agency staff assigned to that location regardless of program or position.  

To view the list of employees assigned to a particular office, visit the Service Center Employee Directory website.  A link to the site can be found in the handout for this webinar.  Once in the website, run a “Site Directory by State” report option.  Be sure to select your state and RD from the dropdown menu.  

https://offices.sc.egov.usda.gov/employeeDirectory/app 

A request for changes to the Servicing Center Employee Directory should be made to your state’s Office Information Profile (OIP) Data Steward following state established protocol.  For additional information, see the RD field office user guide. 




The appropriate RD staff in the receiving RD office will review the 
application received via eForms in a timely manner and promptly take the 
appropriate action.  They will either:

• Accept,

• Return, or

• Re-direct the application. 

eForms – Step 2 (Agency’s Review)
Accept, Return, or Re-Direct
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Assuming that the application was submitted to the right RD Service Center, the RD staff will only accept the application if it is complete (minus the pending receipt of a credit report fee).  

A complete application is defined as a fully completed and signed URLA and all the applicable items listed in Handbook-1-3550, Attachment 3-J for Section 502 loans and Attachment 12-E for Section 504 loans/grants.  Recall that the eForms submission of the URLA constitutes a signature.  

Intermediaries must also provide the additional items outlined in Attachment 3-A.  




eForms – Step 2 (Agency’s Review)
Review Submission
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Form RD 410-4 and any attachment(s) must be opened and thoroughly reviewed before taking any action (i.e. accept, return, or re-direct).  

If a form is incomplete or required documents for a complete application are missing, the file should be returned.

NOTE:  The correct version of the 410-4 must be uploaded or eForms will not recognize the application as being submitted.  This will prevent the Agency from being able to accept and parse an application.  In this example, the correct 410-4 was uploaded as evidenced by the instruction icon under the Actions column.




eForms – Step 2 (Agency’s Review)
Accept Application
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If the RD staff completes their review of all the submitted documents and determines that the application is complete, they will accept the application.  This is done by simply clicking the “Accept” button.  Once the application has been accepted, it will import into UniFi and is ready for parsing.





eForms – Step 2 (Agency’s Review)
Return Application
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If the review of the application reveals the application is not complete, the package will be returned by clicking the “Return” button.  RD staff will be prompted to enter a reason and then click “Continue”.  An email will be sent to the submitter notifying them that the application has been returned and the reason(s) for the return.  The Agency has no further action on this application until it is resubmitted.

Please be aware that the automated email to the RD Servicing Center does not show the reason for return; only the automated email to the submitter will reflect the reason(s).  

Best practice tip for RD –  The reviewer should inform other pertinent RD staff in the office about the reason for the return.  This allows others to know why the application was returned and may cut down on the review time when the package is resubmitted.   





eForms – Step 2 (Agency’s Review)
Re-Direct Application
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At times, a RD office may receive an application that needs to go to another RD office.  The re-direct feature 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.  

To re-direct an application, open each attachment and then click the “Re-direct” button.  




eForms – Step 2 (Agency’s Review)
Map for Redirection
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You will be taken to the map.  Click on the state and then the county where the application is to be re-directed.  In this example, Tennessee is selected and then Sullivan County.




eForms – Step 2 (Agency’s Review)
Selecting Office for Redirection
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Once you have selected the county, you will then be given a list of RD offices to choose from.  In this example, the Greeneville Service Center has been selected.




eForms – Step 2 (Agency’s Review)
Reason for Redirection
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Once you have selected the appropriate office you will be prompted to enter the reason for re-directing the package.  Enter the reason and click “Continue”.  The package has been re-directed.  Once you have re-directed a package, you have no further action on the application as the receiving office is now responsible for the application.

Now that we have talked about the Agency’s review and the three possible actions (approve, return, or re-direct), it’s time to talk about the last step in the eForms process.  




eForms – Step 3 (Importing and Parsing into UniFi)
Application Messaging
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Once an application has been accepted in eForms it will automatically import into UniFi.  

The application is now available in UniFi for parsing.  To parse, the impacted RD staff will access UniFi and a pop-up screen will appear that an application has been received from eForms and is now ready for parsing.

Please note that to parse, RD staff must possess a UniFi ID that matches with the accepting office’s eForms ID.  The eForms ID is by default set to the branch DLOS code for the geographical county the office resides in, but the office ID can be manually changed to a district or state DLOS code as needed to match the existing state processing structure.  Please contact the National Headquarters for additional information on how to change this for your state. 



eForms – Step 3 (Importing and Parsing into UniFi)
TIP 



eForms – Step 3 (Importing and Parsing into UniFi)
Pop-Up Messages 
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During parsing, you may receive pop-up messages.  

Here is an example of a pop-up received during parsing.  To move forward with parsing you will complete the necessary information.




eForms – Step 3 (Importing and Parsing into UniFi) 
Pop-Up Messages
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A pop-up box will appear as each application import has been completed.  Click “OK”.

Once you have parsed all pending applications, the 410-04 E-Form Application Messaging screen will appear and reflect no additional applications to parse.  Click “OK”.

See the user guide if you choose not to parse all pending applications at one time.




eForms – Step 3 (Importing and Parsing into UniFi)
BE AWARE 

BE AWARE that phone numbers 
may become jumbled during the 
parsing process.  

Presenter
Presentation Notes
This must be manually corrected by the RD staff.



eForms – Step 3 (Importing and Parsing into UniFi) 
BE AWARE

BE AWARE that if you 
accidently close an 
application without fully 
completing it, you have to 
access it using the My 
Secondary Queue option 
from the Select an 
Application pop-up.

Presenter
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The parsing feature automatically imports the majority of the Form RD 410-4 information, but not all.  Some manual input is still required in order to fully complete the application in UniFi.  If the application is closed before this happens, the application will be stored in UniFi, but it won’t be searchable by account number or borrower name.  To access an unfinished application, the user will have to use their “My Secondary Queue".

To recover an unfinished application:
Open the “My Secondary Queue”.
Click on the “In on” button to sort the applications by date and time. 
Parsed accounts will display as **NEW ACCOUNT** as shown in the example.
Select the appropriate application and complete the required fields.





eForms – Step 3 (Importing and Parsing into UniFi) 
User Guide

More information on 
parsing is available in 
the field office user 

guide.



• Users (to include RD and external partners) having issues with eForms are encouraged to 
contact the RD Help Desk.  They are the best resource to help with technical issues and 
can track issues and identify potential trends.  The RD Help Desk cannot assist with 
questions regarding loan or grant origination.  Program related questions should be 
directed to your local RD Servicing Office.

• Below is the contact information for the RD Help Desk: 
 E-mail: RD.HD@STL.USDA.GOV
 Phone: 800-457-3642, select USDA Applications (Press 2); then select Rural 

Development (Press 2)

Servicing Office locations can be found by navigating to:
USDA office locator hyperlink

Troubleshooting

Presenter
Presentation Notes
If the help desk is unable to help, the issue should be escalated to the National Headquarters through the state's Single Family Housing Program Director or designated point of contact.


mailto:RD.HD@STL.USDA.GOV
https://offices.sc.egov.usda.gov/locator/app


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