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Guaranteed Underwriting System (GUS)

Signup Checklist for Approved Rural Development Lenders

This checklist will help you prepare what you will need to sign up to use GUS and describes the steps to
fulfill to gain access to the GUS website. For no fee to the lender, authorized lenders may use the system
for Guaranteed Rural Housing eligibility determination, pre-qualification or final submission electronically
to Rural Development.

Information you will need to provide during the sign-up process...

[ ] | Tax Identification Number — 9 digits (XX-XXXXXXX)

[ 1 | Company Name

[] Primary Contact Information — Name, Address, Title, E-mail, Phone, Fax

[ ] Appointment of (1) or (2) Security Administrators (SA) — The SA will assign users and roles for
the Lender. The Agency suggests at least (2) SA appointments, to ensure seamless operations
in the even of a sudden departure or absence of a single SA.

L] Does your request apply to just your branch, or globally to all branches?

L] Do you conduct business in multiple States? — identify.

Gaining security access for lender assigned Security Administrators...

USDA eAuthentication is the system used by USDA agencies to enable customers to obtain accounts that
will allow them to access USDA Web applications and services via the internet. To conduct official
business transactions with the USDA GUS system, registered customers must have at least a Level 1
Access.

Access the following website: http://www.eauth.egov.usda.gov/ to register for a User ID and
O Password.
Ll Disable all blockers that would prevent receipt of a computer generated correspondence.
Complete a self registration as a Level 1 user by taking the following steps:

O [J Choose Create an Account

O Choose Level 1 Access

[] Complete the Create an Account page information and Submit **

Once this is completed the user will receive a verification email. This verification email will

O provide the customer with log-on instructions that will activate their access level. The customer
must follow the instructions in the email to activate their account within 7 days of receipt, or
they will have to start the process over again.

Ll Print and retain message for future reference when prompted.

The User ID utilized by the SA (s) must be entered on the User Agreement [sign-up process]
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**The following are the User ID and password requirements for an account
with Level 1 Access:

Your User ID must be a minimum of 6 characters and cannot exceed 20 characters. The User ID
O is not case sensitive. It may contain letters, numbers, and these special characters: . -@
Ll Once you create a User ID, it cannot be changed.

Your first and last names must be entered exactly as they appear on the government-issued
O photo ID, such as your State issued drivers license.

Create a password that you will remember. The password must be a minimum of 4 characters
O and cannot exceed 10 characters.

You must respond to the confirmation email before sending the User Agreement [sign-up
O process] to the Deputy Chief Financial Officer.

To complete the sign-up process...

Complete the USDA Guaranteed Underwriting System “User Agreement.” Only one agreement
O per taxing identification number is required.
Record the Security Administrator (SA) name and User ID exactly as obtained in steps above on
(| the User Agreement. It is recommended that each Lender appoint more than 1 SA due to
change of employment and absences. The SA’s role will be to delegate access to users who will
be allowed to view and/or utilize the GUS system and assign their level of roles.
Sign the User Agreement. Please insure your contact information; including your address is
O accurate. Retain a copy for your records.
L] Complete Transmittal Cover Sheet
Mail User Agreement and Transmittal Cover Sheet to Rural Development. Two options —
O Priority/Overnight or Standard Mail. Preferred option is Priority/Overnight mail. We must
receive the agreement to complete your registration to access GUS.
Priority/Overnight Standard Mail
USDA, Rural Development USDA, Rural Development
Chief, Guaranteed Loan Branch Chief, Guaranteed Loan Branch
ATTN: Penny Nowak, Telephone (314) 457-4192 ATTN: FC-350
4300 Goodfellow Rd., Bldg. 104, South End P.O. Box 200011
2" Floor, Post 27 D St. Louis, MO 63120-0011
St. Louis, MO 63120
Once your User Agreement has been received and the Guaranteed Loan Branch in St. Louis has
O given the Security Administrator(s) (SA) identified on the User Agreement the authorization in
GUS, the SA will receive an email indicating the SA has been activated in GUS. The email will
indicate the next action by the SA is to delegate access to GUS for users in the lender’s
organization.

Creating lender/branch user roles for all designated users...

All intended users must complete a Level 1 Access and receive a confirmation as outlined in the
steps above “Gaining security access for Security Administrators...” Follow steps noted.

OO

Intended users in the lender’s organization must inform the SA of their User ID, once
established.

The SA logs on to the Lender Interactive Network Connection (LINC) website at:
https://usdalinc.sc.egov.usda.gov/default.asp to delegate access to GUS for users in the lender’s
organization.

Choose the RHS LINC home page link.

Select Application Authorization under the Single Family Guaranteed Rural Housing category.

The USDA eAuthentication message page will appear. After reading, click Continue.

oo o O o

Enter your User ID and Password and click Login.
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Creating lender/branch user roles for all designated users (cont’d)...

The External Lender User List screen of the Application Authorization Security
O Management system will appear.
L1 | Click Add User.
L] The Establish Lender/Branch Representative Authorization screen will appear.
L] Enter the eAuthentication User ID of the user you want to give access to GUS.
Once entered, tab or use the <enter> key. You will receive an informational message in red
O “Retrieving Data Please Wait....”
If your user correctly activated their eAuthentication Level 1 account, information should
(| populate regarding your user on the Establish Lender/Branch Representative
Authorization screen.
Ll Input remaining information regarding your user, such as telephone number and USDA
assigned branch number, which did not populate.
Select the users Security Role from the dropdown menu shown. [See discussion on Security
O Roles and User Types below]
L1 | Click the SAVE button.
Ll Additional users may be added utilizing the same steps.
Additional information regarding lender/branch representative authorization can be obtained
1/ from the Lender’s User Guide under Section 2, Getting Started.

GUS Security Roles and User Types

If you are a...

You are allowed to...

» Delegate roles for all of the lender’s branches and associated
Lender Security Administrator employees
» Enter applications into GUS and perform preliminary and final
submissions
» Enter applications into GUS and perform preliminary and final
Lender Representative with Final submissions
Submit Authority » This type of employee is typically an underwriter who is
warranting to the Agency the data entered is correct and the
application meets program guidelines
» Enter applications into GUS and perform preliminary
Lender Representative submissions
» Final submission authority is restricted
» This type of employee is typically a loan officer, processor, etc.
who does not have loan underwriting authority
» View all loan applications associated with the same Lender Tax

Lender Viewer

ID for all branches

If you are a...

You are allowed to...

Branch Security Administrator

>

Delegate roles to lender employees associated with your branch
Enter applications into GUS and perform preliminary and final
submissions for loans associated with your branch

Branch Representative with Final
Submit Authority

Y

Y

Enter applications into GUS and perform preliminary and final
submissions for applications associated with your branch
This type of employee is typically an underwriter who is
warranting to the Agency the data entered is correct and the
application meets program guidelines

Branch Representative

Enter applications into GUS and perform preliminary
submissions for loans associated with your branch

Final submission authority is restricted

This type of employee is typically a loan officer, processor, etc.
who does not have loan underwriting authority

Branch Viewer

V| VV V

View all loan applications associated with the same Lender Tax
ID for your branch
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Begin Using GUS

Upon completing the following steps, you can begin utilizing GUS:
The Lender has executed the User Agreement and received confirmation from DCFO instructing the SA
to assign roles to lender employees who will access GUS

» Employees of the lender have performed the self registration of at least a Level 1 account at the
eAuthentication website and received confirmation of their activation
» Employees have communicated with the lender SA their User ID created in the eAuthentication website
» The lender’s SA has assigned roles and user types to employees who will access GUS in the Application
Authorization menu of the RHSLINC website
To log-in to GUS, enter https://USDALINC.sc.egov.usda.gov/ into the address bar in your
O browser.
L] Suggest adding link to “Favorites”
L] Click the Rural Housing Service link.
O Click the Guaranteed Underwriting System (GUS) link.
O The USDA eAuthentication message page will appear. After reading, click Continue.
O Enter your User ID and Password and click Login.
L] The GUS Home Page appears upon successful login.
Refer to Section 3 of the GUS Lender User Guide for step-by-step guidance on creating a new
‘/ application and/or Section 4 on modifying an existing application
Resources/Help
Questions regarding... Resource...
» Technical issues related to Call toll free 1-877-636-3789 or 1-314-457-4192 or e-mail at
eAuthentication rd.dcfo.glb@stl.usda.gov
» Previously established User Select Help from the eAuthentication site at:
ID and Password issues with | http://www.eauth.egov.usda.gov/ or contact the eAuthentication
eAuthentication help desk at 1-800-457-3642 or via e-mail at:
eAuthHelpDesk@usda.gov
» GUS Issues/Questions Call toll free the Centralized Help Desk at: 1-800-457-3642 or e-

mail at servicedesk-sti@stl.usda.gov

» Underwriting and guaranteed | Your local USDA Loan Guarantee program office. A list of offices
process questions can be found at: http://www.rurdev.usda.gov/recd_map.html

» Program and policy questions | Instruction 1980-D and accompanying Administrative Notices (AN)

found at: http://www.rurdev.usda.gov/regs

GUS Training for New Customers

Course Name Link

» GUS — Introduction and To be released June 2007
Overview Training Course

» 6 Module Course including To be released June/July, 2007

the following:

e Introduction to GUS

e How to Use GUS

e GUS Data

e GUS Underwriting
Findings Report

e Evaluating Credit and
Capacity

e Summary
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