OMB Control # 3245-0352
Expiration Date:

LENDER'’S
USER'’S
MANUAL

Microloan Program Electronic
Reporting System (MPERS)

U.S. Small Business Administration

March, 2007

The estimated burden for responding to this collection of information is

15 minutes per response including time for reviewing instructions, searching
existing data sources, gathering and maintaining the data needed and
completing and reviewing the collection of information. You are not required
to respond to this collection of information unless it displays a currently valid
OMB approval number. The OMB control number for this collection of
information is 3245-0352. Comments on the burden estimates should be
sent to the U.S. Small Business Administration, Chief, AIB 409 3" Street,
S.W. , Washington, D.C. 20416 and Desk Officer for the Small Business
Administration, Office of Management and Budget, New Executive Office
Building, Room 10201, Washington, D.C. 20503



1.0 General Information

1.1
1.2
1.3
1.3.1
1.3.2
1.4
2.1
3.1
3.1.1
3.2
3.2.1
3.2.2
3.2.3
3.2.4
3.3
3.4
4.1
4.1.1
41.2
4.1.3
4.1.4
4.1.5
4.1.6
4.1.7
4.1.8
4.1.9
4.1.10
4.1.11
4.1.12
4.1.13
4.1.14
4.1.15
4.2
4.3

Table of Contents

SYSLEIMI OVEIVIEW....ceiuiiieieiieieitteeetteestteeesiteeeeteesstteeebteeseastessaseeesaseeessstesanseeesaseeeeansaesansaeesaseeesnnseesanneessseeennn 1
AULhOTIZEA USE POITNISSION. ... .cccveeetieeirieeieetiesteeiteesteeireesteesreeeseessaesseessaessseesaessseeseesssessssessssesseessnsssesesssnes 1
POINES OF COMEACT.....ccuvieetiiirieitieete et eeee et e eteeeteeeteeeteeeareesteeesseenseeesbeeseessseessensssensseesseentaeesseessesesnntaseeensseens 2
INOITIALION. ...cuveeetie ettt ettt ettt ettt et eeteeete e et e e beeeaseeebaeesse e beeesseesaesasaessensssessessseentaeensseseensraaeeans 2
HEIDP DIBSK....ctentteeeieeeetee ettt ettt et sttt st b e et s h e et e bt et e bt e be bt et e e at e bt e abeeeabeeennaeea 2
Terms and ADDIEVIATIONS. .........oiiiiiiieiieeeiie ettt ettt ettt e ee e eeeteeeeetaeeeetaeeeeanseeesseeessseeaeeeeesennnsasaeeaeens 3
SYStEIM CONFIGUIAtION. ....c.veruieieeieiieierteeteseete st e e st estesee e teste e sesseessesseesesseensesssensesnsessesnsessesnsessessesneesnssesnns 1
LOZBGINEG Ottt ettt sttt s bt st e et esat e et e e s st e s bt e sate s bae s st esaseesstessee st e saseesstesabeesasesseesnseeseees 1
ChOO0SE FUNCHON MEIUL.....ccviiiieeieeereeeteeeieeeiteesteesteesseesssessseeseessseesseessssessessssessaessseenssesssesnsessssesssessssseeans 1
SYSLEIMI IMIEIIUL .....eeeiiiiieeiiie ettt ettt ettt e et e st e e e bt e e s bt e e s aseesemseeesabeeeeensaesenseeseasaeesanseesansaessaseeeeesssnnnnns 2
LeNAET POITEOLI0. . cuuiiiteeireeeieecie et eete et eeeeeeteeeveeeteeebeeeteeeteeeebseesseenteeesseeseesaseenssensssenssessseentaeesseeseessseeeens 2
POTEOLIO STALUS. .. vveeteetieeteeiteeete et et et e te et e e te e veessteeste e see s seessaeesseessseesseesssasssaesseassaensaesnnsssasannssseennnes 2
Dttt et sttt st b e st e b e et e bt et e bt e a b e bt et e e at e tesat e bt et enbeebesheeaees 3
FXILu e uteeteeete et e ete et e et e et e et e e teeebe e baeetbe e baeetba e saeaa s e e saeesb e e baeerae e bae e b e e aaeaata e raeente e saeebeesaeebaearaeeareenraaens 3
Changing User ID and PasSWOTA..........c.cceeterreriierieeienieeieneesieseeseeseessesseessesssessesssessesssessesssessesssessesssessessesss 3
EXAt SYSTOIML ...ttt ettt e ettt e et e e sttt e e ab e e s ab e e e sabteeeaseeesasaeeesabeeeaaseeesasaee s sbeesensaessasaaennnnn 4
LeNAET FUNCHIONS. ....cvieiieeeiieeteeeteeeteeiteeetecteeeteesteesseesaessseesaessseenseesssesssesssasnssessssersaessseesessnsasseesssseeesansses 1
LeNAET DELALL....cueieeeiieeeee ettt et e et e e et e e e bt e e eeaae e eeaba e e e bae e e tbee e taaeeenbaaeeeennnnnraaaaaans 1
[ B 0 - 1 O OO TSRS 3
X 1L o T ) s OO OO OO T SRR PSR PRPRRURP 7
Add Additional BOITOWET.........ccceeeieeciieeieeiteeieeeiteeeteesereeeseesseessesseessesssssessessssessssessssesssesssesssessssssesesnnns 12
Edit Additional BOITOWET.........ccciveeiieieeeieeiteeeteeereeseeesteeseeesseesseeeseesssesssesssesseesssesssessessssesesssssesessnssees 14
LLOAN SEATCH.....eeiieiiieeiee ettt e tee e et e e e te e ettt e eebeeeebaae e bbaeeesseeeassaaeensasaasssseassaaaansasaaaaeaeannnsssens 15
L0an SEATCH RESUILS......cviiiiiiiiicieecieeete ettt et e e teeteeeeeeaeeetaeeebeeeseeebaessseeessessseanssensseenssssesenssaeesnnsseeens 17
BOITOWET SEATCH......eeiiiiiieeieeeee ettt et ee e e e e e e et e e eebeeeeesaee e teseeesseseessseessseeeeeenennnnnes 17
BOITOWET SEArCh RESUILS. ......viiieiiieeitie ettt ettt eette e et e e e e ve e eeaae e e teeeeaseeeeaseeeeareseaaeeeeeennnssnees 18
STNAPSNOt SUMIMATY .....coutiiieieieeierieeiesteie ettt sttt st et estesbe et e s st e teesaessesasessesssessesnsessesnsesnseesnsesnnses 19
UPAALe POTTEOLIO .c..eeiiieiieieeie ettt ettt ettt e st et e st e tesatesbesaa e besabeseenseseensens 21
No Change CertifiCation REASOM.......cccceeeeriererriieierteeeesieseesseseesseeeessessessesssessesssessesssessesssessssesssssesssses 23
SNAPSNOL DELATL......ccueiieeieiieietee ettt e et e s e e s st et e ese e aeeneesaeesaesreessenneenneeenns 24
Reason for No Change CertifiCation..........c.eoererieriiiriiiiceeeiesesie ettt 25
(@@ 75 1 S 0 T: 11 1Tt 26
Special Instructions for Error COITECHION. ........ceertertertirieierteteteteteteeteeeestestessestessessessessesessenseenseessessseans 27
Caveats and EXCOPLIOMS. .....cctiitirieiereete ettt ettt ettt et sttt s bt et e saeentesatesbesat e besatebesatenbeentesaseeannee 27

User’s Manual



1.0 General Information

1.0 GENERAL INFORMATION

User’s Manual



1.0 General Information

1.1 System Overview

MPERS is a web enabled system accessed with the General Login System (GLS). The
menu is dynamically built based on the function that a user’s role may have access to.

This system broadly keeps track of the following information about Microlenders,
Microloans and Microborrowers:

e Microlender Information — Lender Name, Address, Phone and Fax Numbers,
Program Start Date, and Program End Date.

e Microloan Information — Identifying information about loans that the Microlender
makes. This includes Portfolio status information, percent of woman ownership in
business, Loan Amount, Interest Rate and Terms, Number of Hours,
Organization Type, NAICS Code, Urban/Rural Code, Number of Employees
Created and Retained, SBA Loan Number and Lender Loan Number.

e Microborrower Information — Identifying information about borrowers (businesses
or people) who receive loans from Microlenders. This includes Tax Id number,
Name, Address, Phone and Fax Numbers, Date the Business was formed,
Veterans Status, and Ethnicity.

The system will be completely redesigned using Cold Fusion 5.0, accessing a Sybase
database.

1.2 Authorized Use Permission

This is a Federal computer system and is the property of the United States Government.
It is for authorized use only. Users (authorized or unauthorized) have no explicit or
implicit expectation of privacy in anything viewed, created, downloaded, or stored on
this system, including e-mail, Internet, and Intranet use. Any or all uses of this system
(including all peripheral devices and output media) and all files on this system may be
intercepted, monitored, read, captured, recorded, disclosed, copied, audited, and/or
inspected by authorized Small Business Administration (SBA) personnel, the Office of
Inspector General (OIG), and/or other law enforcement personnel, as well as authorized
officials of other agencies, both domestic and foreign. Access or use of this computer by
any person, whether authorized or unauthorized, constitutes consent to such
interception, monitoring, reading, capturing, recording, disclosure, copying, auditing,
and/or inspection at the discretion of authorized SBA personnel, law enforcement
personnel (including the OIG), and/or authorized officials of other agencies, both
domestic and foreign. Unauthorized use of, or exceeding authorized access to, this
system is prohibited and may constitute a violation of 18 U.S.C. § 1030 or other Federal
laws and regulations and may result in criminal, civil, and/or administrative action. By
using this system, users indicate awareness of, and consent to, these terms and
conditions and acknowledge that there is no reasonable expectation of privacy in the
access or use of this computer system.
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1.0 General Information

1.3 Points of Contact

1.3.1 Information

Individuals with questions or concerns regarding these instructions should contact the
SBA Microenterprise Development Branch at 202-205-6495 or the individual indicated

below:

Jan Blackwell-Robinson

Financial Analyst

Microenterprise Development Branch
(202) 205-7134 (voice)

(202) 481-6083 (fax)

Janet.blackwell-robinson@sba.gov

1.3.2 Help Desk

Contact Name | Department/Division | Telephone E-mail address
Number
N/A Network Integration 202-205- hghelpdesk@sba.gov
Branch 6400

User’s Manual
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1.0 General Information

1.4 Terms and Abbreviations

GLS - General Login System — Also referred to as SSllI; Controls access to MPERS

Location ID - Identifies a physical address of a Partner or Microlender in PIMS; The
primary Location ID is often times used in place of the Partner ID as a means of
identifying a Partner

Microborrower - Small business concern that receives a Microloan

Microlender - SBA approved intermediary lender working in the Microloan Program

Microlender ID - SBA manually generated intermediary lender identification number
utilized in the LAM system

Microloan - Loan under $35,000 made by a Microlender to a small business concern

Microloan Number - Also referred to as the Lender Loan Number; A unique number
sometimes assigned by the Microlender used to identify a Microloan within their
portfolio

MDB - Microloan Development Branch - Also referred to as the Program Office

MLS — Microloan System

MPERS - Microloan Program Electronic Reporting System

MPPO - Microloan Program Participating Organization

OISS - Office of System Support

Partner ID - Identifies a Partner or Microlender in PIMS

PIMS - Partner Identification Management System

SBA — Small Business Administration

SBA Loan - Loan made by SBA to the Microlender

SBA Loan Number — Number generated by SBA LAM System used to identify an SBA

Loan

Sequence Number - Unique number generated by MPERS that identifies microloan to

Microborrower.

SSII-Security System Il — also referred to as GLS

User’s Manual Page 3
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2.0 System Summary

2.1 System Configuration

The application is developed for use with a minimum browser configuration of Netscape
4.7, Microsoft IE 4.0 or greater. You must use High level encryption (128 bit) when
configuring your browser. You must enable support for JAVA script. There is no use of
client side COOKIES. In general the font type is 10pt. Arial, style sheets are not used.
The application is best viewed at an 800x 600 resolution screen to avoid scrolling using
a minimum 15" screens.
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3.0 Getting Started

3.1 Logging On

Connect to the internet and enter https://eweb.sba.gov/gls/dsp_login.cfm in the URL.
You will be presented with the Log-In screen. Enter the User Id and Password provided
to you by the Small Business Administration's Security Officer.

Login

U8, Small Business Administration

User ID:i
Password:i

Login | ‘Change Password

3.1.1 Choose Function Menu

Not all items listed on this sample menu are available to all personnel. The menu will
only display those items that you are authorized to use.

Choose Function

1,8, Smuall Business Administration

_ If you hawe ancther login that gives you access to other finctions, you must first log out, then log
i again.

User’s Manual Page 1
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3.0 Getting Started

Possible selections include;
e Microloan Program Electronic Reporting System (MPERS) - Allows a user the
ability to enter the MPERS System.
e PIMS - This will take you to the Partner Identification and Management System.

3.2 System Menu

I

Lender Portfolio Help Esit
- Lender Detail T

- Loan Jearch

- Botrower Search
Porifolio Status

- Bnapehot Summary
- Opdate Portfolio

- Bnapshot Detail
- COJ/EIF Loans

Fite last updated on May 23, 2003
Yersion Number 1.0

3.2.1 Lender Portfolio

e Lender Detail — Provides detailed information on a lender and displays a list of
the lenders loans.

e Loan Search — Allows a user to search for a loan by Lender Loan Number, SBA
Loan Number, Loan Sequence Number or by Loan Amount, Closing Date, and
Complete or Incomplete status.

e Borrower Search — Allows a user to search for a borrower by EIN/SSN Number,
Borrower Name, or Trade Name.

3.2.2 Portfolio Status

e Snapshot Summary — Displays the portfolio summary information for a lender.

e Update Portfolio — Displays the current status information for a lenders portfolio
and allows the lender to update the status information.

e Snapshot Detail — Displays a snapshot of a lenders portfolio.

e CO/PIF Loans — Displays the Charged Off and Paid In Full Loans for a lender.
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3.0 Getting Started

3.2.3 Help

Displays information to help the user with the application in a new window.

3.2.4 Exit

Allows the user to exit the application.

3.3 Changing User ID and Password

SBAM General Login System

V.5 Sriall Business Administration

Hew Password:l
Retype New Password:l

Change Fassword |
Continue (without Changing Passward) |

This screen provides the end user the ability to change the password provided to them,
by the SBA'’s Security Office or to continue on to the application without changing the
password.
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3.0 Getting Started

3.4 Exit System

Sm Choose Function

1.8, Srall Busingss Adwanistration

_ If you have another login that gives you access to other functions, you must first log out, then log
n again.

To Exit the system, press the Exit Button. You will be returned to the General Login
System.
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4.1 Lender Functions

4.1.1 Lender Detail

&

Lender Porifolio

- Lendet Dietail

- Loah Search

- Borrower Search
Porifolio Status

- Bnapshot Summary
- Update Postfiolic

- Bnapshot Detail
- CO/FIF Loans

User’s Manual

4.0 Using the System

Help Ezt

Lender Id: 99995599 Location Id: 430750

|I.emler Name: |ABC Company

|A[l[|1‘ess: |123 First Street

City: LAKE COLBY [State: [NY Zip Code: 12983

|P1101le Number: | |Fax Number: |

|P1‘ug1‘am Start Dt: |05f0 1419590 |P1‘ug1‘am End Dt: |

SBA Loans: 11111111

Add Mew Loan

Loan Closmg ; Loan Lender's ._ e
Seqh Dt Loan Status U Loan CT| Borrower

15241  05i2f03 Dfiauent(121days & g0 00009 g C [Tl Sorano
Over)

15240 05/05/03 E:Equem ®1-30 $5,300.00 |5 C | April Menter

15246  [05/0503 Delmaent (61 - 50 $6,500.00 |12 C [Toe Ploward

. days)

15248 0620401 E:jj:;quem (Bl =60 $16,500.00 |14 € Bob Rosman

15237 |osiosi1  (Demauent (31 - 60 $10,000.00 |1 C |Tohn Smith

. days)

15238 |osfosr1 | |Current (30 days & $10,000.00 |2 I [Lance Jones

T under)

15243 |odrsiop CUemtG0days & ens iaggg g g [Wima
under) Donelly

15247 (1141299 Paid in Full $19,000.00 13 C Tosh Hart

15235 |(04riziey |Cuorent (30 days & $12,625.00 |3 C' |Sam Sham
under)

15245  [02/02/98 |Charged OF $24,000.00 11 C Bob Holson

15242 |o4rsigy  Domauent(81-30 om0 nan g0 g ¢ Moy
days) Eernstemn
Current (30 days & Steve

15249 (0312689 | OO0 $10,000.00 |15 C

15244 04401487 E:;;quem %1-30 $34,000.00 |10 C' Frank Caple

Zite last updated on lay 23, 2003

Version Mumber 1.0
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4.0 Using the System

The Lender Detail Page Displays the following information about the lender:

Lender ID
Location ID

Name

Address

City

State

Zip Code

Phone Number
Program Start Date
Program End Date
SBA Loans

The user can create a new loan by selecting the Add New Loan link.

The Lender Detail Page displays the following information about all loans for the lender:

Sequence Number - This is a link that will redirect the user to the Loan Detail
Page.

Closing Date

Loan Status

Loan Amount

Lender's Loan Number

C/I - For Complete or Incomplete Loan
Borrower Name

User’s Manual
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4.1.2 Add Loan

User’s Manual
Page 3



4.0 Using the System

B

; Help Esat
Lender Portfolio ==
- Eendﬁr Doetaj.l Bold texi preceded by "*" indicates minimum required information.

e Allbold text fields are required for completion and counted towards performance goals.

- Borrower Search

Portfolio Status
- Bnapshot Summary |Loan Seq Nmb: |New |Lender Mame: |ABC Cotnp aty
- Opdate Portfolio :
- Snapshot Detail [T Materials ™ Equipment |Sta1:us.
SR e Loan Purpose: I© Supplies T Inventory |
Pl ey *Closing Dt: =
orking Capit [m/diyyyy]

*Loan Amt:

User’s Manual

||

|Interest Rate: ||

|Insta]]ment Amt: ||

|Juhs Created: ||

|Annual Income:

||

|J obs Retaimed: ||

|Low Income: ‘(" Tes © Mo

|I\fIaturity Mos: ||

|‘anan Ovmed: || Selectone

[ |

NATCS Cade:

I HMATCE look-up

s

|
/-]

Cuarantor Beq; © Yes © No

C EIN © 230

—

Cuaranter I

|Cn].latera] Req: ‘f" Tes © Mo

|Gross Ann Bepts: ||

|Busi11ess Status: |f" Start-up © Eaisting

|Lucatinn: |f" Rural © TUrban

|Orga1uzatmn: || Selectone j

(Child Clare: r

*SBA Loan No.: ([11111111

|I. ender’s Loan: ||

Class Instr |Site Visit |1 on 1 Bus

Plan |Mult Gen |Issues |Peer

|C “EIN © *SSN |

‘Loan Zeq Mmb: |New

*Borrower Name: ||

‘Tl‘a(le Name: ||

Street Humber, [ Street Address: |

|Addifional Address: | Zip Code: — I

City: [ State: [

Cousy ||

|lene Number: || ‘Pax Humber: ||

?;:ii:smess I[lm"tL"yyyy] Veteran Status: | Select one j
|Etlu|.i-::ity: || Select One =l

Save |

Fite last updated on May 23, 2003
Wersion Mumber 1.0
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4.0 Using the System

The following fields are available to create a new loan:
e Loan Seq Nmb

e This field is pre-populated with the word “New”, signifying that this is a new
loan and does not have a Loan Sequence Number.

e Lender Name

e This field is pre-populated with the name of the lender.

e Thisis a link that will redirect the user to the Lender Detail Page.
e Loan Purpose

¢ One or more of the following options can be selected:

Materials
Equipment
Supplies
Inventory

o Working Capital

e Status - Complete or Incomplete

0]
0]
0]
0]

¢ Closing Dt

e Loan Amt

¢ |Interest Rate

e Installment Amt

¢ Jobs Created

¢ Annual Income

e Jobs Retained

e Low Income

e Maturity Mos

¢ Woman Owned — One of the following options can be selected:
0o 100% Female Owned
0 51-99% Female Owned
o 0-50% Female Owned

¢ NAICS Code - The code description will be displayed below the code. The user
can select the "NAICS look-up" link for help selecting the NAICS Code.

e SIC - The code description will be displayed below the code. This field will only
be displayed if a value has been previously entered for it.

e Guarantor Req

e Guarantor ID - This field will only be displayed if yes has been selected for
Guarantor Req.

User’s Manual
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4.0 Using the System

Collateral Req

Gross Ann Rcpts

Business Status - Start-up or Existing

Location: Rural or Urban

Organization - One of the following options can be selected:
o Proprietorship

o Partnership
o Corporation
o Joint Venture
o LLC

o Non-Profit

Child Care - This can only be selected if "Non-Profit has been selected for
Organization.

SBA Loan No.

Lender Loan No.

Hours — The user can enter hours for any of the following options:
Class Instr

Site Visit

lonl

Bus Plan

Mult Gen

Issues

O O O O o o o

Peer

The following fields are for the primary borrower to create a new loan:

SSN/EIN Number
Loan Seq Nmb

o This field is pre-populated with the word “New”, signifying that this is a new
loan and does not have a Loan Sequence Number.

Borrower Name
Trade Name
Street Number
Street Address

User’s Manual
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4.0 Using the System

Additional Address

ZIP

City - This field is automatically populated when the Zip is entered.
ST - This field is automatically populated when the Zip is entered.
County - This field is automatically populated when the Zip is entered.
Phone No

Fax No

Date Business Formed

Veteran Status - One of the following options can be selected:

o Veteran

0 Service Disabled Veteran

o Non Veteran

Ethnicity - One of the following options can be selected:

o Hispanic or Latino

o Non Hispanic or Latino

Race - One or more of the following options can be selected:

0 American Indian or Alaska Native

Black or African American

Asian

Native Hawaiian or other Pacific Islander

White

o O O O

Any fields which are bold and preceded by an asterisk are required and must be
completed to create the loan.

Any fields which are bold but are not preceded by an asterisk are required for the loan
to be complete and counted towards performance goals. If any of these fields have not
been filled in, the loan will be saved as an incomplete loan.

The user will have the ability to create a new loan by inputting the appropriate
information into the form and selecting the Save button.

4.1.3 Edit Loan

User’s Manual
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.)

Lender Portfolio

- Lender Dietail

- Loan Jearch

- Borrower 3earch
Porifolio Status

- Bnapshot Summaty
- Opdate Portfiolio

- Bnapshot Detail
- COJEIE Loans

User’s Manual

4.0 Using the System

Help Exit
Bold text preceded by "*" indicates minimum required information.
AllhoM text fields ave required for completion and counted towards performance goals.

|Loan Seq MNmb: |1523'? |Lender Natne: |ABCC—omm
v Material: ¥ Ecquipment |Status: |Cumplete
Loan Purpose: ¥ Supples W Inventory *Closine Dt: |5,’5£2I3I31
¥ Working Capital el S [/ diyyyy]

*Loan Amt:

||$1 0,000.00

|Iustal]ment Amt: ||$1 0o.on

|A_tmua.l Income: ||$EI.DIJ
‘F Tes © Mo

|‘Wuman Ovmed: || <51% Female Owned x|
NATCS Code: 111160

Mnterest Rate:  [l0.0000
Jobs Created: i
Jobs Retamed: [1
Matwity Mos:  in

|Low Thcome:

MATTE lock-up

Rice Farming ﬂ
=
© EIN € 35H
Guarantor Eeq: C Yes © Mo Guarantor [0 I—
|C|Jl.laterﬂ]Req: & Tes © Mo |Gross Arm Eepts; ||$IJ.DD

|Business Status: & Fural © Urban
(Child Care: =

|L ender’s Loan: ||1

* Start-up © Existing
|| Pruprietorshipj
*SBA Loan No.: 11111111

|I.u|:atinn:

|Orga.u.izaﬁun:

|Class Tnstr |Site Wistt |1 on 1 |Bus Flan |Mult Fen |Issues |Peer

I I I | | I I

| “EIN & +sSN 12131548

Loan Seq Nanb: 15237

*Borrower Name: ||J|:|hn Smith ‘Trade Name: ||Smith's Flace
|St:reet Mutnber: ||585 Street Address: ||Map|e Awenue
|Additiona.l Address: || ‘Zi]] Code: ||12983 =
|City: [SARANAC LAKE ‘State: [N

(County [FRANKLIN

|lene Number: ||555—1 212 ‘Pax MNumber: ||555—1 1M
?ate SR IE;S_EE_DM Veteran Status: INDn “eteran j

ormed: [/ diyvyy]
|Etlmi|:ity: || Asian =l
Add Borrower | Print |

Addmional Borrowers:
Sarah Smith

Zite last updated on May 23, 2003
Wersion Number 1.0
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4.0 Using the System

The following fields are available to modify an existing loan if the loan is incomplete:
e Loan Seq Nmb

e This field is pre-populated with the Loan Sequence Number and can not be
modified.

e Lender Name

e This field is pre-populated with the name of the lender.

e Thisis a link that will redirect the user to the Lender Detail Page.
e Loan Purpose

¢ One or more of the following options can be selected:

Materials
Equipment
Supplies
Inventory

o Working Capital

e Status - Complete or Incomplete

0]
0]
0]
0]

¢ Closing Dt

e Loan Amt

¢ |Interest Rate

e Installment Amt

¢ Jobs Created

¢ Annual Income

e Jobs Retained

e Low Income

e Maturity Mos

¢ Woman Owned — One of the following options can be selected:
0o 100% Female Owned
0 51-99% Female Owned
0 0-50% Female Owned

¢ NAICS Code - The code description will be displayed below the code. The user
can select the "NAICS look-up" link for help selecting the NAICS Code.

e SIC - The code description will be displayed below the code. This field will only
be displayed if a value has been previously entered for it.

e Guarantor Req

e Guarantor ID - This field will only be displayed if yes has been selected for
Guarantor Reg.

User’s Manual
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4.0 Using the System

Collateral Req

Gross Ann Rcpts

Business Status - Start-up or Existing

Location: Rural or Urban

Organization - One of the following options can be selected:
o Proprietorship

o Partnership
o Corporation
o Joint Venture
o LLC

o Non-Profit

Child Care - This can only be selected if "Non-Profit has been selected for
Organization.

SBA Loan No.

Lender Loan No.

Hours — The user can enter hours for any of the following options:
Class Instr

Site Visit

lonl

Bus Plan

Mult Gen

Issues

O O O O o o o

Peer

The Loan Detail Page Displays the following information about the primary borrower for
the loan:

SSN/EIN Number
Loan Seq Nmb

o0 This field is pre-populated with the Loan Sequence Number and can not be
modified.

Borrower Name
Trade Name
Street Number

User’s Manual

Page 11



4.0 Using the System

e Street Address
e Additional Address

e ZIP

e City

e ST

e County

e Phone No
e Fax No
e Date Business Formed
e Veteran Status - One of the following options can be selected:
o Non Veteran
0 Service Disabled Veteran
o Veteran
e Ethnicity - One of the following options can be selected:
o Hispanic or Latino
o Non Hispanic or Latino

¢ Race - One or more of the following options can be selected:

American Indian or Alaska Native

Black or African American

Asian

Native Hawaiian or other Pacific Islander
White

o O O O o

If the loan is currently a complete loan, the user will not be able to modify the loan.

If the loan is currently an incomplete loan, any fields which are bold but are not
preceded by an asterisk are required for the loan to be complete and counted towards
performance goals. If any of these fields have not been filled in, the loan will be saved
as an incomplete loan.

The user will have the ability to edit the loan by modifying the appropriate field(s) and
selecting the "Save" button if the loan is incomplete.

User’s Manual
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4.0 Using the System

The user will have the ability to add an additional borrower by selecting the "Additional
Borrower" button. This will open the Borrower Detail page.

The user will have the ability to view the loan information in a printable format by
selecting the "Print" button. This will be displayed in a new window.

Additional borrowers will also be displayed with a link to the Borrower Detail page.

4.1.4 Add Additional Borrower

I

Lender Portfolio Help Bzt
- Lender Detail T
-Loan Seatch
R ~ BomowerDetail for Additional Borrower
Portfolio Status
b o |© “EIN © *§SN | Loan Seq Nmb: 15237
- Update Portfiolio
- Bnapshot Detail *Borrower Name: || *Trade Name: ‘l
- CO/PIF Loans
|Stre et Mumber: || *Street Address: ‘l
|Additional Address: || *Zip Code: ‘I 1 I
|Cit3r: || |State: ‘l
|Count3f ||
*Phone Number: || |Pax Humber: ‘l

*Date Business

*Veteran Status: || Select one -
Formed: e I J

[m/diyyyy]

*Ethnicity: || Select One =l

Save |

Site last updated on May 23, 2003
Wersion Mumber 1.0

The following fields are available to create an additional borrower:
e SSN/EIN Number

e Loan Seq Nmb

0 This field is pre-populated with the Loan Sequence Number and can not be
modified.

o This is a link that will redirect the user to the Lender Detail Page.

e Borrower Name

User’s Manual
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4.0 Using the System

Trade Name

Street Number

Street Address

Additional Address

ZIP

City - This field is automatically populated when the Zip is entered.
ST - This field is automatically populated when the Zip is entered.
County - This field is automatically populated when the Zip is entered.
Phone No

Fax No

Date Business Formed

Veteran Status - One of the following options can be selected:

o Non Veteran

0 Service Disabled Veteran

o Veteran

Ethnicity - One of the following options can be selected:

o0 Hispanic or Latino

o Non Hispanic or Latino

Race - One or more of the following options can be selected:

0 American Indian or Alaska Native

Black or African American

Asian

Native Hawaiian or other Pacific Islander

White

o O O o

Any fields which are bold and preceded by an asterisk are required and must be
completed to create the additional borrower.

The user will have the ability to create an additional borrower by inputting the
appropriate information into the form and selecting the "Save" button.
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4.0 Using the System

4.1.5 Edit Additional Borrower

F

Lender Portfolio Help Eait
- Lender Dietail R
Tr © BonowerDefail for Additional Borower
- Borrower Search
FPorifolio Status
e *SSIN: [rar-z56114 Loan Seq Nub: 15237
- Update Portfali ' _ —
o ;asletDDefaﬂD *Borrower Name: ‘lSarah Smith *Trade Name: “Smnh's Flace
e e Street Mumber: LAk *Street Address: ||Maple Avenus
R

|Addit:ional Address: ‘I *Zip Code: ‘I‘l 2983 .

|City: [SARANAC LAKE ‘State: (0%

|County [FRANKLIN

*Phone Number: ‘|(51 ) BER-1212 ‘Fax MNumber: ‘I

: 5/5/2001
: |
Sale Digen *Veteran Status: |N|:|n Yeteran =l
Formed: [ ]
m'dyyyy
*Ethmcity: ‘I Hispanic j

Save |

Site last updated on May 23, 2003
Wersion Mumber 1.0

The following fields are fields are display for an additional borrower:
e SSN/EIN Number

e Loan Seq Nmb

o This field is pre-populated with the Loan Sequence Number and can not be
modified.

o This is a link that will redirect the user to the Lender Detail Page.
e Borrower Name
e Trade Name
e Street Number
e Street Address
e Additional Address
e ZIP
e City - This field is automatically populated when the Zip is entered.
e ST - This field is automatically populated when the Zip is entered.
e County - This field is automatically populated when the Zip is entered.

User’s Manual
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¢ Phone No

e [Fax No

e Date Business Formed

e Veteran Status - One of the following options can be selected:

(0]

(0]

(0]

Non Veteran
Service Disabled Veteran

Veteran

e Ethnicity - One of the following options can be selected:

(0]

(0]

Hispanic or Latino

Non Hispanic or Latino

¢ Race - One or more of the following options can be selected:

(0]

o O O O

American Indian or Alaska Native

Black or African American

Asian

Native Hawaiian or other Pacific Islander
White

The user will not have the ability to edit the additional borrower.

4.1.6 Loan Search

B

Lender Porifolio Help Esit

- Lender Dietail
- Loan Jearch

- Borrower Search Loan Search Criteria
Porifolio Status

- Bnapshot Summary
- Update Portfiolio | " Lender's Loan: |

- Bnapshot Detail
- CO/FIF Loans

| " SBA Loan Nunber: |

| " Loan Sequence Number: |

|Luan Amount: ||1 aooo|
& Other: |Clusi11g Date: || [PTVYYYT)
% Complete  Incomplete

Search I

Aite last updated on Iay 23, 2003
Version Humber 10
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4.0 Using the System

The user can search for a loan by Lender Loan Number, SBA Loan Number, Loan
Sequence Number, or Other Options.
e To search by Lender Loan Number:
1. Select the radio button for Lender Loan Number
2. Enter the Lender Loan Number in the text field provided

3. Select the Search button
e To search by SBA Loan Number:
1. Select the radio button for SBA Loan Number
2. Enter the SBA Loan Number in the text field provided
3. Select the Search button
e To search by Loan Sequence Number:
1. Select the radio button for Loan Sequence Number
2. Enter the Loan Sequence Number in the text field provided
3. Select the Search button
e To search by other options:
1. Select the radio button for Other Options
2. Enter the Closing Date and/or Loan Amount in the fields provided
3. Select the radio button for Complete" or "Incomplete
4. Select the Search button

If no loans match the search criteria the user will be notified and advised to try again.
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4.1.7 Loan Search Results

B

Lender Portfolio ;
- Lender Detail Help Ext
- Loan Seatch
- Bortower Search
Portblio Status  LomSearchResuts
: %Mm |I.|:|an Seq# |I.emler Name |Clusi11g Dt |Luﬂn Amount |I.emle1"s Loan E|Bur1‘nwer
SRR DS 15237  |ABC Company 05/05/01 $10,000.00 |1 C Tohn Smith
- 0arns

15249 |ABC Company 03/26/39  §10,000.00 |15 C [Steve Schomdt

Aite last updated on Iay 23, 2003
Version Humber 10

The loans will be listed with the Loan Sequence Number, Lender Name, Closing Date,
Loan Amount, Lender’s Loan, C/I (Complete or Incomplete), and Borrower Name being
displayed. To view a loan, select the Loan Sequence Number. This will open the Loan
Detail page for the selected loan.

4.1.8 Borrower Search

I

Lender Porifolio Help Eat
- Lender Detail S

- Loan Jearch

- Borrower Search Borrower Search Criteria
FPortiolio Status

- Bnapshot ummary
- Hpdate Portfolio & Taxld: | £ FIN & SSN [121315485

- onapshaot Detail

- COJ/PIF Loans ‘  Borrower's Name: |

 Trade Name: |

Search I

Site last updated on May 23, 2003
Wersion Mumber 1.0

The user can search for a borrower by Tax ID, Borrower Name, or Trade name.
e To search by Tax ID:
1. Select the radio button for Tax ID
2. Select the radio button for EIN or SSN
3. Enter the Tax ID in the text field provided
4. Select the Search button
e To search by Borrower Name:
1. Select the radio button for Borrower Name
2. Enter the Borrower Name in the text field provided
3. Select the Search button
e To search by Trade name:

User’s Manual
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4.0 Using the System

1. Select the radio button for Trade name
2. Enter the Trade name in the text field provided
3. Select the Search button

If no borrowers match the search criteria the user will be notified and advised to try
again.

4.1.9 Borrower Search Results

S

Lender Portfolio Help Exit
- Lender Detail
- Loan Seatch

- Borrower Search

- Snapshot Summ

- Update Portfoli

o ;as;DtDDeEaﬂD Loan FIN/SSN Borrower Trade Lender Loan Closmg

- COJ/PIF Loans Seq# Name Name Name Amonnt Date
15237 121215485 | John Zmith Sl LB 1000000 o5f52001
I Place Compaty

Bite last updated on May 23, 2003
Version Number 1.0

The loans will be listed with the Loan Sequence Number, EIN/SSN Number, Borrower
Name, Trade Name, Lender Name, Loan Amount, and Closing Date being displayed.
To view a loan, select the Loan Sequence Number. This will open the Loan Detail page
for the selected loan.
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4.1.10

Snapshot Summary

4.0 Using the System

&

Lender Portfolio

- Lender Dietail

- Loan Search

- Borrower Search
Portfolio Status

- Bnapshot Summary
- Update Portfolio

- 8napshot Detail
- CO/PIF Loans

Help Exit

Lender Id: 199995999 Location Id: 430790
|I.emler Name: |ABC Compaty

|A[1[h‘ess: |123 First Street

City: LAKE COLBY |State:  NY Zip: 12983
|P1101le Number: | |Fax Number: |

|P1‘ug1‘am Start Dt: |05f0 11950 |P1‘ug1‘ﬂm End Dt: |

SBA Loan Number: |A|| SBA Loans ¥| Months to colnpare: |4F3Ua’20|33 =l |4F3Ua’2003 =l

Submit |

| |Numhel‘ |Du]lar Amount |
4/30/2003 Default Ratio:  |11.11% 267 % |
4/30/2003 4/30/2003 Percentage of
Snapshot Snapshot Variance

Total All Status 9 9 10.00 %
|Current # Loans |2 |2

0.00 %
Current % Loans 22.22 % 2222 %
31-60 # Loans 2 2

0.00 %
31-60 % Loans 22.22% 2222 %
61-90 # Loans 4 4

0.00 %
61-90 % Loans 44.44 % 4444 %
91-120 # Loans 0 0

0.00 %
91-120 % Loans 0.00% 0.00 %
(Over 120 # Loans i h

0.00 %
Over 120 % Loans 11.11% 1111%
PIF # Loans 0 0

0.00 %
PIF % Loans 0.00 % 0.00 %
(CO # Loans 0 0

0.00 %
(CO % Loans 0.00% 0.00 %
g:lt::;l;dmg Frinciple $142,225.00 $142,225.00 0.00 %
Principle Balance of CO  [$0.00 $0.00 0.00 %
(Certify No Change h i 0.00 %

Hite last updated on May 23, 2003
Wersion Mumber 1.0

The Snapshot Summary Page displays the following information about the lender:
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Location ID

Name

Address

City

State

Zip Code

Phone Number
Program Start Date
Program End Date

4.0 Using the System

The user will have the ability to select a summary of all loans for a lender or loans for a

specific SBA Loan Number and which two dates to compare.

The default ratio percentage for the number of loans and the dollar amount of loans is
displayed.

The following information is displayed for each date:

Total All Status

Current # Loans
Current % Loans
31-60# Loans

31-60% Loans

61-90# Loans

61-90% Loans

91-120# Loans
91-120% Loans

Over 120# Loans

Over 120% Loans

PIF# Loans

PIF% Loans

CO# Loans

CO% Loans
Outstanding Principal Balance
Principal Balance of CO
Certify No Change

User’s Manual
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4.0 Using the System

The user will have the ability to select from all available snapshot dates to compare two
shapshots.
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4.0 Using the System

4.1.11Update Portfolio

#

Lender Portiolis Help Ext
- Lender Detail e
- Loan Seatch
oowsr Stk O Pkl S
lio 5 T =T y
ERIIOIA SR Lender Ii: 199999995 TLocation Id: 430790
:;—H L:MEF“;MT]‘.E' Lender Name: |ABC Company
- CO/PTF Losns Address: 123 First Street
City: LAKE COLBY |State: MY Zip:  [12983
Fhone Mmaher: | Fax Number: |
Program Start Dt (05/01/1990 Program End Dt: |
| SBA Loan Number: [11111111 7] _Retisve |
Page MNunber 1 of 1.
| Default Ratio Count: [8.33%  [Default Ratio Amount: [250%
| TOTALS: 12 324 {0l 2 |11 515222500 0
s ' 0 31 |61 |91  over ' Outstanding
Seq# | Borowers to | to [fo [ to | 120/ FIF 0O | Pricipal :Chg
! 30 60 |90 |120 | Def Balance
15237 Tohn Sruth 0P 0. a0 iBER PEICO Imnomeco ||
15239 Sam Sham 3§ -Sff gf_ f“ ;E,EF .PF _“;O [2sesm |
15240 | April Nenter 3£ 5(':.:'. 9&9 1‘3_3 :I:,EF _FEF ?.O [ss80000 |
15241 [l Sorano %P0 10 120 |DEE WPEEICO lsaeone i
15242 Mary Bemstem 3LE '5;3 Qg 13,& EI.,EF ?;'F ?_,O $26.00000 T
15243 Wilma Donelly 3;.3 5,9 gf, 1130 f]_quF ?::-F :?..O [s2500000 |
15244 Frank Caple b i s Pl el i Bl TETTTTIO |
15246  Toe Ploward LR Y et PR PE O hesoioe |-
15248 Bob Rosman 3:5'. sg 9:3 1.,_2.{' -[;',EF 'I:EF ?,O [ste500m
15249 Steve Schmids 3§ .5{9 9:3 1.,2.‘] -[{:',EF P{:EF (;:O $10.00000 |~

“** and grey background indicates that tis loan has notheen wpdaied forover M days.

Submit |

Sibe last npdated on My 23, 2003
Yeraron Humber 10
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4.0 Using the System

The Snapshot Summary Page displays the following information about the lender:

Lender ID

Location ID

Name

Address

City

State

Zip Code

Phone Number
Program Start Date
Program End Date

The user will have the ability to select an SBA Loan Number to display all current loans.

Once the user chooses an SBA Loan Number and selects the "Retrieve" button, the
following information will be displayed about all microloans for that SBA Loan Number
which have not been paid in full or charged off prior to the last snapshot:

Loan Seg#

Borrowers

Loan Status - these will be a series of radio buttons with the following options:
0-30

31-60

61 - 90

91-120

Over 120/Def

PIF

CO

Outstanding Principal Balance
No Chg

©O O O O O o o

Any loan which has not been updated in the last 30 days will be displayed with an
asterisk preceding the Loan Sequence Number and the row background color will be

grey.

The user will have the ability to update the loan status, loan outstanding balance, or no

User’s Manual
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change indicator and then submit the changes

4.1.12 No Change Certification Reason
Lender Portfolio Help Exit
- Lender Detail e
- Loan Search
Portfolio Status
- Snapshot Summary SBA Outstanding
i g’wimﬁ'h.o S Borrowers Status Pricipal No Change Comment
- Bnapshot Detail Seq #
- CO/PIF Loans Balance
Delinguent New Extension. ;I
15240 | Apnl Nenter (61 - 50 $5,800.00
days) =
Delinquent One month extension.| =l
15246 Joe Ploward (61 - 50 $6,500.00
days) =

Submit |

Site last updated on May 23, 2003
Wersion Humber 1.0

After submitting the changes, if the no change indicator has been selected for one or
more of the loans, a new screen will be displayed for the user to insert or update a
reason for all loans selected "certify no change". Once the user is finished he/she must
select the submit button to update the loans.
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4.1.13

4.0 Using the System

Snapshot Detail

[

Lender Porifilia
= | Endn‘;[ [ E"

- Loan Search

- Boprower Search
Portfalic Status

- Update Postfolio

- Etiapehot Detal
- COVPIF Loang

Help Exit
s e R O e
LenderIi: 99999959  [LocationId: 430790 ]
Address:  [123 First Street
City: LAKE COLBY |State:  NY Zip:  [12983
Fhone Munber: | I'a_u Mumber: |
Program Start Dt:  |05/01/19%0 Program Fud Dt: | '

S.'E.—\.Lumtﬂmnber:l"'””'” 'I End Date; [4/30/2003 'I Fatrieve

"** and grey background indicates that this loan had not been updated for over 30 days ai the time of ihe snapshoi.

| TOTALS: 9 T2 2[4 [o][1 [0 o [s14222500][ 1
: 0 31 61 91 over | Dutstanding ' No
E'Lurm Seqgs Borowers to [to [to | to 120 iPIF.C'D Pracipal ' Che
: 30 60 90 120 Def | Balance | °
15237 [Tohn Smith [ sl ]| | [810,000.00

Es e ) S TR
15240 | pril Menter [ [ lsol] | §5,800.00

15241 (il Soramno P |oer] [ [s3.800.00

15242 [Mary Bernstemn [ T [eo] | [§28,000.00

15243 [Wikma Donelly Boll ]| | [s2s00000 VIEW
15244 [Erank Caple [ [ [eo] | [834,000 00

15245 [Bob Holson EEE (CO [$24,00000 |
15246  [JoePloward | [ [o0] - ssso00m
15247 [Tosh Hart | | CPIF| [80.00

15248  [Bob Rosman o[ | ' £16,500.00

Site lagt updated on May 23, 2003
Werzion Famber | 0

The Snapshot Detail Page displays the following information about the lender:
e LenderID

e Location ID

¢ Name

e Address
e City

e State

e Zip Code
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e Phone Number
¢ Program Start Date
e Program End Date

The user will have the ability to select an SBA Loan Number and a date to display all
loans for that snapshot.

Once the user chooses an SBA Loan Number and selects the "Retrieve" button, the
following information will be displayed about all microloans for the selected snapshot of
the SBA Loan Number:

e Loan Seg#

e Borrowers

e Loan Status
0-30

31-60

61 - 90
91-120
Over 120/Def
PIF

CO

¢ Qutstanding Principal Balance
e No Chg

O O O O O o o

If any loans had been certified No Change, the user will have the ability to select on a
link to display the reason for the certification.

4.1.14 Reason for No Change Certification
Lender Portiolio Help Ezit
- Lender Detail S
- Loan Search
Porifolio Status
- Bnapshot Summaty Se . 5 Z
- Update Portfolio Sngue;Jnc:a Reason for No Change Certification
- Bnapshot Detail s
- COJPIF Loans |15243 |Borrower given one month extension.

Site last updated on May 23, 2003
Version Number 1.0
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Displays the reason for the No Change Certification.

4.1.15

COIPIF Loans

5

Lender Portfolio
- Letuder Detail

Help Exit
- Loah Search
e .~ Chuged Off and PaidInFull Loans

. [Lender Id: 95959999 LocationId:  |430790
:% |Lemler Name: |.ABC Company
- COJPIF Loans |A(l[h‘ess: |123 First Ztreet
City: ILAKE COLBY [State: MY \Zip: 12983
|lene Number: | |Fax Number: |
Program Start Dt: [05/01/1990 [Program End Dt: |

‘ SBA Loan Number: IAII SBA Loans vI Retriewve |

Charge Off

‘ Loan Seqg# ‘ Borowers ‘P]:F ‘CU ‘ G
15245 Bob Holson | CO  [£24,000 00
15247 Tosh Hart PIF | [$0.00

Site last updated on May 23, 2003
Wersion Number 1.0

The Charged Off/Paid In Full Page displays the following information about the lender:

Lender ID

Location ID

Name

Address

City

State

Zip Code

Phone Number
Program Start Date
Program End Date

The user will have the ability to select an SBA Loan Number or to view Charged Off and
Paid in Full Loans for the lenders total portfolio.
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The following information will be displayed:

4.2

Loan Seg#
Borrowers

Loan Status

o PIF

o CO

Charge Off Amount

Special Instructions for Error Correction

Pressing the Save button will cause the data on the screen to be validated. If there is an
error, a message box will be displayed, with information on the cause of the error.
Correct the invalid data and press the Save button again.

4.3

Caveats and Exceptions

There are no caveats or exceptions
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