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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.

J 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.
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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).   



eForms Highlights: RD Staff

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.
e Their staff is familiar with the eForms field office user guide.

e Their staff reviews applications received via eForms in a timely manner
and promptly takes the appropriate action.


Presenter
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.   



eForms Highlights: Steps for Submission

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

1.
2.

The submitter's loan application package submission.

The Agency's review of the submitted package which will result in

accepting the application, returning the application, or re-directing
the application.

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



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

To submit loan application packages via eForms, intermediaries must:

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

v' Complete Form RD 410-4, Uniform Residential Loan Application (URLA), from
eFormes.

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

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


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


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

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

e 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.

e 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
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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

eAuthentication Login

LincPass (PIV) ? User ID & Password ?
User ID:
CLICK HERE TO e~
— Password:
.l
LOG I N . I forgot my User ID | Password
WITH YOUR

LincPass (PIV)

Change my Password

WARNING

Upon Login You Agree to the Following Information:

* You are accessing a U.S. Government information system, which includes (1) this
computer, (2} this computer network, (3) all computers connected to this network, and
(4) all devices and storage media attached to this network or to a computer on this
network. This information system is provided for U.S. Government-authorized use only.


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

eForms — Step 1 (Application Package Submission)

Completing the URLA

There are three ways to complete the URLA:
e Import the industry standard Form 1003, or
e Complete the 410-4 online within eForms, or

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

Always make sure the instruction : f"‘-’ 7
icon appears next to the 410-4 .q -:;:,/ r

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

USDA United Stales Department ol Agnculture
s Service Center Agencies eForms

 Logoft |

eForms

Workspace

v Create Package

» Saved Forms
b Saved Packages

b Import External Form

b Returned Packages
v Cosign Packages

» Received Packages

b Collecting Signatures

» Pending Packages

» Completed Packages

You are here: Home

Welcome to the USD#

eForms allows you to searct
(FSA), Natural Conservation
eForms are:

You can complet:
You can put mult
You can submit f
You will receive 1
being returned fc
Your signature w
to determine if a

To get started, click Browse
The forms on this site are in
installed on your computer,

Pending Actions

Pending Submitted Package:

Browse Forms

You may search for a form by completing any of the fields below or jus
all forms.

Agency Name: |All
Program Name: |All
Service Name: IA!!

Form Number:

IIO Per Page

Title or Keywords:

Show Results:

[<

+

OR

Form Number Form Title Help

<) (&)
Upload 1003 Form,

RD 410-4 Uniformm Residential Loan Application

New Search
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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

Please upload 1003 form data to be filled into a 410-4 form. The following list of forms may be
imported, if they are the correct revision:

1003 form
No uploaded files
Please select the data
Input File: Browse

Supplemental Form(Excel format): Browse. ..

Saved Form Name:

Add 3
“orm RD 4104 Form Approved
Rev. 10-06) Position 3 OMB No. 0575-C

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

Faarm L . rorm 1ille Ml

2=« ——— Exporticon
lipboad 1003 Form

RO B555-21
- st - e e Choose File RD410-4 Shaw pdf
o s
B2 FOrT N -4 At
/— ______\_"-\-\.
Say Lag _'_,_,.> )
* \h__//
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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

Create Package

Please select the forms by checking the box next to the form name to be included

Including forms in a package and submitting it to a service center will not remove
Forms folder.

Add To

Name Status Last Saved
‘ Package
| ~: N € -4 Active 02/14/2017

‘ ¥ K Active c T

5 ) el Create Package
| oM)= 4 Active Please enter a unique name for this pa

:Continua' Cancel | Package

haw|

USDA Receiving Agency: Rural Development

Create Package
\ J

aved Packages

These are the packages you have previously saved. You may submit —=2J or delete -.Lz these

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 s
A ' Shaw 03/16/2017 RD
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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.

D B e - Famy

astern Virginia Counties |

T

USDA United States Department of Agriculture

- = Service Center Locator

R S R
T gy P iy
oo e P

10 Hopewell

Independent Cities 11 Petersburg
¢ e P 1 Lexington 12 Richmand
1o Bl e _Ill = 2 Buena Vista 13 Williamsburg
3 Bedford 14 Suffolk
T g 4 Lynchburg 15 Chesapeake _
i 5 Danwille 16 Virginia Beach Serving SOUTHAMPTON County, Virginia
¢ Migbwrwd Favlagn 17 Norfolk
| o P 7 Emporia 18 Portsmouth
q 8 Franklin 19 Hampton ;
Mgy Py i g Colonial Heights 20 Newport News COURTLAND SERVICE CENTER
21 Poguoson 22313 MAIN ST

JRTLAND, VA 23837-1026

Mailing Address

=
it
¥ T Cumign .lrJ:_:
| | me o k. I
= EMPORIA SERVICE CENTER

706 S MAIN ST
EMPORIA, VA 23847-2532

Mailing Address
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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

Saved Packa

Please click on a previously selected service center or use the map to select

: y \ext Version
a new service center:

Name Address Action

02 N WALCNUT ST STE 127
HARRISON SERVICE CENTER HARRISON _Select | | Map |
AR, 72601-3621

805 W OAK ST
AMITE SERVICE CENTER AMITE Select | | Map
LA, 70422-2750

10 FERRY ST
CONCORD SERVICE CENTER CONCORD Select J | Map
NH, 03301-5081

NM | AR / sc
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Presentation Notes
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

In this example, the intermediary in Maryland was instructed to select CHARLES
County from the map (or text version) and then select the LA PLATA SERVICE
CENTER.

o Forma Saved Forms
o P e LB TeE A0 0 BENECT 3 County Pow the SENVECE CEDET i Banyl and

Site: 973 LA PLATA SERVICE CENTER 1) 93a-5588

s Sa ATA
L& FLATA

Completed Faohages
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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

Saved Packages

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

Forms
Name Description
Shaw 4104-4 Uniform Residential Loan Application
Attachments
Name Description Act

There are currently ng attachments for this packa|

Please select the file and enter a description of yeiy it is being attached to t

Attachment File:
If you would like to provide the service center wi
them here:

any comments about th

Description:

package.

Choose File No file/chosen

Add

Cancel
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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

10 - 1034 - Shaw. poif Mg
A dd
If you would like to provide the service center with any comments about this packaoge, please enter

]
L
}

i)
(7]
n

el

+

| ]

]

i)

|
L
: |
s

-
N
4
un
1
N

f
™
-
-
[}
1

Your USDA afuthantication acoowunt amail addrecs s Al
be sent to this email address. [f this s not the address

Lo F o

]
NOUMCADIONS Dertam gl e thas Pl ESE W
you wish to have used, you must change it through the USDA sAuthentication. Any changes to your
sAuthentication profile will reguire that you log out of eForms and back in again to take affect

You have selected the | W T BBV
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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

ll Saved Packages

USDA Submission Confirmation

I understand I am providing all information included on forms and
attachments to the United States Department of Agriculture (USDA) for
review and processing. My statements on any submitted forms and
attachments are true, and correct to the best of my knowledge and belief
and are made in good faith. I understand that a knowing and willing false
statement can be punished by a fine or imprisonment or both. (See Title
18, Section 1001, of the United States Code.)

Are you sure you want to Submit the package?

iConﬁrm:i

s

iCance@
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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

USDA Successful Submission
You have completed the submission process for
Package Shaw.
It is now waiting USDA review for further processing.
Confirmation Number: 103923-(

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

You may track the progress of this package in your "Outb¢ *Forms Package 103923-______ __ . Submittal
Packages" folder. =
‘FormsManager@one.usda.gov

Ok | >

Thu 3/16/2017 10:10 AM

Package 103923 " was successfully submitted on Thursday, March 16th, 2017 at 10:09am to:

HARRISON SERVICE CENTER
402 N WALNUT ST STE 127
HARRISON, AR 72601-3621

It is now pending a review for completeness. You will be notified further once this has been done
Please do not respond to this email, as it was automatically generated by the eForms system

eForms Automation
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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.

From: eFormsManager@one.usda.gov [mailto:eFormsManager@one.usda.gov]
Sent: Tuesday, February 14, 2017 8:10 PM

To: , ,

Subject: eForms Package 109200- Submittal

Package 109200- was submitted by on Tuesday, February 14th, 2017 at 7:09pm.
Click here to review this package.
Please do not respond to this email, as it was automatically generated by the eForms system.

eForms Automation
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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. 



eForms — Step 2 (Agency’s Review)
Accept, Return, or Re-Direct

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,
e Return, or

e Re-direct the application.
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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

f

These are the forms that are contained by package 102025-1 . Click on a form
name to open and review it. O | the forms for this package have been reviewed, you will b
able to accept, re-direct, or return this package.

Name Status Last Updated
RD 410-4 Active 07/20/2016

o Active 07/20/2016

Re-direct | | Return Comments | | History | |Employee Edit Close |

Internet Explorer 5

What do you want to do with — — v B - 2 v e G Tediv @
lispl ttact t.pdf? e ®a o el HE L P —
displayattachment.pdf? —
o ' L Hirr—
From: formsadmin.sc.egov.usda.gov ] Closa .
Open ®
The file won't be saved A @ Form RD 410-4 Form Approved
: (Rev. 10-08) Fosition 3 COMB No. B5T5-0172
=< Save \ APPLICATION FOR RURAL ASSISTANCE (NONFARM TRACT)

> Uniform Residential Loan Application

This apallcation |3 d2elgned to be comeletes by the spplaant with the 2nders asslstance. Asplicants shouls somplete this tarm as "applicant #1  of "Apolicant #2°, 32

le. All Apalicants musl srovide inforrralion (and lhe spproprale ox checked) when Ihe nicome or assels of a person olher than the "Applicant * dncluding the

< Save as

Cancel

ed as a kasis for loan qualification or the income ar assets of the Applcant's spouse will not be ws=d as a basis far lozn qualification, but hs or

her iakdihas must ba considared Dacausa Tha Apalicant rezdaes in a community progarty state, tha sacurdy prosery s Reatad in 3 communiy propeny 5555, or the Appicant
|a relying on oiber progerty eoabed 118 Sommunty propeny Shate as 8 basle Tor repavmant of the lan

I TYPE OF MORTGAGE AND TERMS OF LOAN
A Converional —| Ctner: fgeray Case Numzar Lerder Ascounl Number

Fra 7] usoamual Houzing Sendoe
| Interest Rate Mo.of Morths | Amonzston || Ficed Rate || Oiher /Exolain)
% et [ 1 cpu T aR Types:
II. PROFERTY INFORMATION AND FURFOSE OF LOAN

Sutject Procery Address (Sieef City. State. ZIP) Mz of Units

Lapal Daserption of Subart Fropark (ditach dasoantion & naea ssand Yaar Ruilt

2017
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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

These are the forms that are contained by package Click on a form
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.

Name Status Last Updated Actions
Active 07/20/2016 G
Active 07/20/2016

Return | | Comments| | History Employee Edit 'iCIosa"
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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

These are the forms that are contained by package 102025-1 . Click on a form ‘
name to open and review it. Once all the forms for this packéy. e ow2n reviewed. vou will be
able to accept, re-direct, or return this package.

nt of Agriculture

Name Status Last Updated eForms Administration
RO 410-4 Active 07/20/2016 Home | About eForms | Help | Contact Us | Logc .
T. f Vi= D?IEDIEDIE You are here: Home / Inbox / Items / Return Reason

(ccept) (Redivee] (Fotarn]  (Ghmments] (1isory) (Emei [
~_ 7

Package Confirmation Number: 103923 Lo.vearvuw
Package Owner: F \

Please enter the r _ this package.
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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

O o
an application

’ These are the forms that are contained by package 102025-_____ ___. Chck on a form
wasn t SEnt tﬂ' thE 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.
pre-determined
Name Status Last Updated Actions
RD Service § RD 410-4 Active 07/20/2016 &
Center? BT - Active 06/29/2016

Accept @uruc H:Ei.nn Comments History -Emplu-,ruu Edit . -{;lcnﬂ
- o - - by . - 5 -4 iy F 5 " 4
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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

Name Agency Address Action

* EACE CENTER 214 N COLLEGE ST .
GREENEVILLE SERVICE CENTER i CREENBUIIE Select ] (Map)

(65540) TN, 37745-5167
: AP 2942 HIGHWAY 394
BLOUNTVILLE SERVICE CENTER FSA  BLOUNTVILLE Select | (Map ]

TN, 37617
2942 HIGHWAY 394

NRCS BLOUNTVILLE Select Map
TN, 37617 )

BLOUNTVILLE SERVICE CENTER
(65664)

KNOXVILLE AREA OFFICE #7387 COGOILL RD

g i NRCS KNOXVILLE Select | | Map |
g TN, 37932 ' Name Agency Address
- 214 N COLLEGE ST
ool s i gk (28 Select | (Map GREENEVILLE SERVICE CENTER
(101031) - NASHVILLE d 4 P
TN, 37203-3878 (65540) RD GREENEVILLE P
TN, 37745-5167
801 BROADWAY STE
NRCS-FSA STATE OFFICE NRCS 675 Selec Ma 3
(101032) WSS Nasmviue Seleel) [Nep) BLOUNTVILLE SERVICE CENTER man e e T e Setect ] (Wep
TN, 37203-3878 =
R062) TN, 37617 . s
NASHVILLE SERVICE CENTER & RD S LY '
A g RO NasviLLE e, B 2042 HIGHWAY 394
(101035) ot O
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Presentation Notes
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

Package Confirmation Number: 102025-
Package Owner:

Please enter the reason for redirecting this package.

|



Presenter
Presentation Notes
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

You have received 410-04 E-Form application|s] listed below. You may select any application
to parse in the address lines. Select 'Parse Addr Lines' button to complete the import process

Borrower Branch|Form Name

031672017 13:09:50 Campbell 04005 s:‘webdev\prod'><fer.

Parse Addr Lines

\ax—’ B A B oK I Cancel
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Presentation Notes
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

TIP — when reviewing the
application in UniFi to

Completed

complete all necessary These are the forms thet are contained by package 105195

fields, go to the 410-4 o cosons Doamere oA || ma Actions
from the completed D Tt Shove 410- wiv o3 &)
mailbox and have that otes ) (Reasons) (istory ] (Ciose

open to refer to.




eForms — Step 3 (Importing and Parsing into UniFi)
Pop-Up Messages

5t Ak X
PEFSIﬂg pr'up :::?: J New | h I':'Iu
MESSages... i |
dab
ot
Chy |
ﬁ il |.-—-. i |
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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

The import of
s\webdev\prod\Xfer\MyForms\2017-03-16_13-09-50_Item-27378-1.xml
has been completed!

OK Help
%
410-04 E-Form Application Messaging X |

Y'ou have received 410-04 E-Form application(s] listed below. You may select any application

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

In on |Time |Bormower |Branch|Form Name

Parse Addr Lines I

S =T, ok | ) cancel
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Presentation Notes
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

% Prequal Menu
& Registration
Registration Borower Data
BE AWARE that phone numbers Rogeraon Loan Deta
. . New Application Addt] Setup
may become jumbled during the Assumption/Refinance Loan o
Assumption/Refinance Loan Info

p ars i N g p Frocess. Streamlined Disbursements

PRINT Registration Forms

# Processing

# Credit Bureau ju Form Nbr ’_
#- Underwnting Bin: Nine I"
#-Closing
# Loan Summary Spouse Borr Nbr I_ r
Handbook Letters T J
All Forms
LINKS Bor Address 2 |
Open a New Account Bor. City I
lose A n
EDODSJ £ e Bow.ZpCode | ' Phone
Reports Military/Foreign Addrl

Password Maintenance
,q : ive Miltary? v
Common Name and Addresses Active Miitary I_—‘

CAIVR Code | =
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This must be manually corrected by the RD staff.


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

Select an Application

Mon Queue Access

BE AWARE that If you & 1By Application [G000000000

™ 2 By Bamower | H
accidently close an .| .
application without full E—
p p y ~ B Agency Caze Mbr liﬂ

e || 4

mpleting i hav
completing it, you have to o

access it using the My T2 vy seconday us e
. € 10 Other Employes Queue H

Secondary Queue option 11 e e M
™ 12 Pre Defined Queue liﬂ

from the Select an Cr

SRELELEY A1l L oans Active in Your Queue (EMPLasl143)

Application pop-up. oo |

0272510 317 P == NEW ACCOUNT == 7 2E0A0 ] 10 00000 Account Created Mew
02/240 12:40 PM Pageh, Applicant v 26050 00 00000 Opened Man Bueus
02/221011:49 AM Maxdatafcopy, Testy 0070000479 18090 2011/19/2004 20 00250 Opened Mon Queue
0219410 2:24 PM = NEW ACCOUNT == 7T 26050 00 40 00000 Opened Mon Queue
02180 Z1EPM = NEW ACCOUNT == T 2E0R0 00 40 00000 Account Created Mew
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Presentation Notes
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

File Edit Record Menu Tools Help

("8l 410-04 E-Form Application Messaging |

# Prequal Menu

% Hegistration Me You have received 410-04 E-Form application(s) listed below. You may select any application

\_P’U’-f'??'ng to parse in the address lines. Select 'Parse Addr Lines' button to complete the import process
S_redit Bureau
#- Underwitng Branch|Form Name
SR e R e L SR T T

10211772010 09:41:56  Applicant Pagebcopy

% Loan Summary
Handbook Lette
All Forms
LINKS

% Parameter Mem
Open a New Ac
Close Current &
Copy Account
Send Message

Reparts

26050 s:\webdev'\test\fer\M

Password Mainl

Patse Addr Lines [

o]

Cancel

More information on
parsing is available in
the field office user
guide.




Troubleshooting

e 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
guestions regarding loan or grant origination. Program related questions should be
directed to your local RD Servicing Office.

e Below is the contact information for the RD Help Desk:
v" E-mail: RD.HD@STL.USDA.GOV

v 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
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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
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