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1.0 General Information

1.1 System Overview

In order to verify that the statutory purpose of the Microloan Program is met, SBA must
collect data relating to the small business concerns assisted by the program. Therefore,
the collection of business and personal information may implicate the Trades Secret Act
and the Privacy Act respectively. However, this information collected will be kept
confidential to the extent possible. The information provided will be protected from
disclosure to the maximum extent of the law. However, some information may be
disclosed pursuant to the Freedom of Information Act, 5 USC 552 and the Privacy Act, 5
USC 552a.

To accomplish the need for data collection, the Microloan Program Electronic Reporting
System (MPERS) is used.

MPERS is a web-enabled system that is accessed through the General Login System
(GLS). The menu is dynamically-built based on the user’s role.

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/Race.

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. In addition, aggregated
information provided in MPERS may be shared with Congressional offices based on
statutory requirements to submit reports to Congress. Access or use of this computer by
any person, whether authorized or unauthorized, constitutes consent to such
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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.

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 based on location:

Contact Telephone For the following

Name

Number

Jurisdictions

Barbara Jones

202-205-7550

HI, ID, KY, LA, KS, MD, OR, SD, TN,WI, VT

Janis Ackerman

202-205-7798

AL, AK, MA, MN, NV, OK, SC, UT, WA

Andean Lewis

202-205-7698

CO, FL, ME, TX

Earnest Knott

202-401-6786

MO, NY

Andrea Giles

202-205-6301

CA, GA, IA, NH, NJ, NM, PA, WV, PR

Craig Rossi

202-205-7634

AR, CT, MI, RI, VA

Dan Upham

202-205-7001

AZ, DE, IL, IN, MS, MT, NE, NC, ND, OH, WY, DC

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
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1.4 Terms and Abbreviations

GLS - General Login System — Also referred to as SSII; 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 $50,000 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 - Unigue number generated by MPERS that identifies microloan to
Microborrower.

SSII-Security System Il — also referred to as GLS
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2.1 System Configuration

The application is developed for use with a minimum browser of Microsoft IE 6.0 or a
compatible browser. You must use high level encryption (128 bit) when configuring your
browser. You must enable support for JAVA script and applets. There is no use of client
side COOKIES. In general, the font type is 9pt. Arial-style sheets are not used. The
application is best viewed on an 800x 600 resolution screen. To avoid scrolling, use a
minimum 15" screen.
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3.0 Getting Started

3.1 Logging On

Connect to the internet and enter https://feweb.sba.gov/gls 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.

7]
U.5. Smoll Business Administration H!Ip iy
March 28, 2008 V3.8
Forgot User ID?
. -
Gl i _Authentication
Instructions for GLS SECURE GOVERNMENT ACCESS I ONLINE
Login using existing E-Authentication Credential
Request SBA User ID 4 4 4
Contact SBA Security
What is E-
i i 7 .
Authentication? SBA Account Login
Login I Clear
Text Only
Last madified: 03/05/2008 11:13:00 Pht * First Gow * BEGow * Regulations gov  * White House S5BA Processing g: 0.021 seconds|
™ Privacy & Securty * Information Quality * FOLA = Mo Fear Act ™ ADA
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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.

U.5. Smoll Business Adminlstration

Exit Help
Choose Change
e CAE Function Password

Your Small Business Rasourca

ECLETE NS RSV CT  welcome MPERS Submit. Location 188356: ARCH Development Corporation Office 5460: OFFICE OF THE CHIEF INFORMATION OFFICER
General Login Systemn - Choose Function

Applications available with the present login

= Business Process Management (EMP) wiorkflow applications = Microloan Program Electronic Reporting System (MPERS)
= Developer Utilities = SBA's Online Phone Directory

s Freguently Asked Questions (FACS)

Do you wish to Update Profile?

Last modified: D6/20/2007 10:44:00 A > FirstGow > EGow > Regulations.gow > White House
™ Privacy & Securty * Information Quality * FOLA = Mo Fear Act ™ ADA

SBA Processin g: 0.065 seconds|

Microloan Program Electronic Reporting System (MPERS) Link - Allows a user the
ability to enter the MPERS System.

Note: As a lender, you will be limited to viewing the results linked to the Location ID that

you submitted to GLS.
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3.2

System Menu

|®

& Lender Portf

= Portfolio Status

9]
9|
9]
9]

U.5. Smoll Business Administration | ] o Help.

Lender Detail
Loan Search

Borrower search

Snapshot Summary
Update Portfolio
Snapshot Datail

CO/PIF Loans

> Firsthow > EGov > Reguiations.gow > White House
" Privacy & Security " Information Quality * FOIA ™ Mo Fear Aot = ADA

Lender Portfolio

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

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.

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

3.2.2 Portfolio Status

Snapshot Summary — Displays the portfolio summary information for a lender.
Update Portfolio — Displays the current status information for a lender’s portfolio
and allows the lender to update the status information.

Snapshot Detail — Displays a snapshot of a lender’s portfolio.

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

3.2.3 Help

Displays information to help the user with the application in a new window.
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3.2.4 Exit
Allows the user to exit the application.

3.3 Changing User ID and Password

Bl

5 Sreoll Business Admimlstration
° X Exit Help

Your Small Busi

iness Rasourca
General Login System

Change Password

|First Time Login. Please change your password before continuing

New Password:

Change Password

Retype New Password:

lLast modified: 03/28/2007 4:49:00 Fhd rstGoy > Edow > Regulations.

> Fi .gov > ihite House
® Privacy & Security " Information Qualty * FOl4 * Mo Fear Act * ADA

$BA Procs

mssing: 0.13 seconds|

This screen provides the end user the ability to change the password provided to them,

by the SBA'’s Security Office.

3.4 Exit System
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U5 Smoll Business Administration i
it i Exit Help

Choose Change
s i Function Password

Your Small Business Resouvrca

Welcome MPERS Submit. Location 188356: ARCH Development Corporation Office 5460: OFFICE OF THE CHIEF INFORMATIOHN OFFICER
General Login System - Choose Function

Applications available with the present login

= Business Process Management (BMP) workflow applications = Microl oan Program Electronic Reporting Systemn (MPERS)
s Developer Utilities » SBA's Onling Phons Directory

= Freguently Asked Questions (FAQS)

Do you wish to Update Profile?

Last modified: 06/20/2007 10:44.00 A » FirstGoy > EGow  » Regulations.gov > White House SBA Processing: 0.06% seconds|
= Privacy & Security " Information Quality " FOIA ™ Mo Fear fot = ADA

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

4.1.1 Lender Detail

4.0 Using the System

U.5. Small Business Administration

¥

| search | Exit || Help
Your Small Business Resourca
MicroLoan
Lender Detail =1
Lender Portfolio [Lender 1d [11011831 [Location 1d: [18a356
[ Lender Detail |Lender Marne: |ARCH Development Carporation
[ Loan Search |Address: |1227 Good Hope Road SE
[} Borrower search |City: |Washingt0n State: |DC |Zip Code: 20020
B Portfolio Status |F'hone Number: | |Fax Murmber: |
[Program Start Dt: 09021293 [Program End Di: [
12345678
17805340
SBA Loans: SREAEEI0
93455030 E
\ Microloans
\Add Mews Loan
Loan Closing Lean Status Loan Lender's Loan |C/l Borrower
Seq# Dt Amount
[ 218 [081685 [Cument (30 days & under) | $8,50000 | DCHO0S [ C [Conell Tyrone Johnson
| 216 [09/2807 [Delinquent (31-60 days) | $1583130 | DCHOO?7  [C [Hiram Omar Russell
[ 217 [05@195 [Curent (30 days & under) | $322181 | ADCOOS | C [Wayne Douglas White
[ 218 0471485 [Paid in Full [ $12500.00 | ADCOO7 |_|F'atrick F. Belmar and Cleo P. Belmar
[ 213 022885 [Charged OfF [$2500000 [ ADCOOG [ C [Donald . Temple
‘ 20 ‘12,'09!94 E\f;'r;‘q“em (121 days & ‘ $10,000.00 ‘ ADCO05 F‘EdwardL Stephens
‘ 221 ‘ 1141794 E\z"r;‘q“e”‘ (2 gy & ‘ §14 272,96 ‘ DCHO0E ’? Linda Karen Talton
[ 222 [09/2084 [Cument (30 days & under) | $2500000 | DCHOD5 [ [Ronald C DiGragorio
‘ 223 ‘ 08/24/94 |Paid in Full $7 50000 DCHOD4 ’? Jprh'"'p . (el ] Al [ (ETer |
s FirstGow > EGow > Regulationz.gov > Whita House

* Privacy & Security

® Information Quality * FOLA * Mo Fear Act ™ ADA

The Lender Detail screen displays the following information about the lender:

e |LenderID
e Location ID
e Lender Name

e Address
e City

e State

e Zip Code

e Phone Number

¢ Fax Number

¢ Program Start Date
e Program End Date

User Manual
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4.0 Using the System

e SBA Loans

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

The Microloans table displays the following information about all loans for the lender:

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

e Closing Date

e Loan Status

e Loan Amount

e Lender's Loan (Number)

e C/l - (“Complete” or “Incomplete” Loan)
e Borrower (Name)

User Manual
Page 16 of 43



4.1.2 Add New Loan

4.0 Using the System

*All bold text fields are required for completion and counted towards performance goals.

Loan Seqg Mmb:

Loan Purpose:

Loan Amt:
Installment Amt:
Annual Income
Laowy Income:

Woman Owned

NAICS Code:

Guarantor Reg:

Collateral Req:
Business Status:
Crganization:

SBA Loan No.:

New

™ Materials T Equipment
™ Supplies [T Inventary

I Warking Capital

© Yes 7 No

||Se|en:t one

|

I NAICE look-up

=

B

© Yes 0 No

 Yes O MNo

' Start-up © Existing

||Se|ect one

|9945503E| 'I

Loan Detail

Lender Name:

Status:

Closing Dt:

Interest Rate:

Jobs Created:

Jobs Retained

Maturity Mos:

Guarantor |D:

Gross Ann Ropts:

Location:

Child Care:

Lender's Loan:

ARCH Developrnent Corparation —_

1l

0 EIN 7 B8N

© Rural © Urban

il

Class Instr

Site Wisit

1aon1

Hours({One of the following is required for completion)

Bus Plan

[ |

Mult Gen

Issues

Peer

 EIN SSN|

Borrower Hame:
Loan Seq Mmb:
Trade Name:
Country

Zip Code:

Street 1

Street 2:

City Marme:

Phone Number:

Fax Mumhber:

Date Business
Formed:

Ethnicity:

Veteran Status:

Race:

Borrower Detail for Additional Borrower

(Murmber)

{Street Name)

=

[(State)

||Select one

||Select one

" Black or African American

7 Mative Hawaiian or Other Pacific Islander

[T American Indian or Alaska Native

(Suffix)

I Asian
[T White

[ Unanswered

Last modified: 04/24/2008 10:13:24 AM  SBA Processing 0.474 seconds
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4.0 Using the System

The following fields are available to create a new loan:

Loan Sequence Number

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.

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 screen.
Loan Purpose

e Select one or more of the following options to describe the purpose of the
loan:

0 Materials

o Equipment

o Supplies

o Inventory

o Working Capital
Status - Complete or Incomplete
Closing Date ** — Enter the closing date of the loan.
Loan Amount ** — Enter the amount of the loan.
Interest Rate — Enter the interest rate of the loan.
Installment Amount — Enter the loan installment amount.
Jobs Created — Enter the number of jobs created.
Annual Income — Enter the annual income.
Jobs Retained — Enter the number of jobs retained.

Low Income — Select one of these radio buttons to designate the low income
status.

Maturity Months — Enter the number of maturity months.

Woman Owned — Use the drop-down list to designate the percentage that this
business is woman-owned:

o0 100% Female Owned
0 51-99% Female Owned
o 0-50% Female Owned

NAICS Code - The code description will display below the code. You can select
the "NAICS look-up” link for help in selecting the NAICS Code.

Guarantor Req — Select one of these radio buttons to designate if a guarantor is
required for this loan.

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

Collateral Required — Select one of these radio buttons to designate if any
collateral is required for this loan.

Gross Ann Rceipts — Enter the gross annual receipts.

User Manual
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4.0 Using the System

Business Status — Select one of these radio buttons to designate the maturity of
the business.

Location — Select one of these radio buttons to specify the location of the
business.

Organization — Use this drop-down list to specify how the business is organized:
Sole Proprietorship

Partnership

Corporation

Limited Liability Company (LLC)

Joint Venture

o Non-Profit Organization

Child Care — You can only select this checkbox if you also selected “Non-Profit
Organization” from the “Organization” drop-down list.

SBA Loan Number ** — Use this drop-down list to specify the SBA loan number.
Lender’s Loan (Number) — Enter the lender’s loan number.

Hours — You must enter hours for at least one of the following fields:

Class Instr

Site Visit

lonl

Bus Plan

Mult Gen

Issues

Peer

O O O O ©O

O O 0O o o o o

Borrower Detail for Additional Borrower:

EIN/SSN Number ** — Click on one of these radio buttons to identify the number
that you are entering in the field to the right.

(Borrower ID) ** — Enter the borrower’s ID.
Borrower Name ** — Enter the borrower’s name.
Loan Sequence Number

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.

Trade Name — Enter the name under which the borrower is trading.

Country — This field will be greyed-out and display “US” if the address is in the
United States. If the address is international, there will be a drop-down list,
allowing you to specify the country.

Zip Code — Enter the borrower’s zip code.
Street 1, Number, Street Name, Suffix — Enter the borrower’s street address.

User Manual
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4.0 Using the System

e Street 2 — Enter the borrower’s additional street address.

e City Name — Enter the borrower’s city. Note: This field automatically populates
when the Zip Code is entered and the “Lookup Zip” pushbutton is selected.

e State — This view-only field displays the state. Note: This field automatically
populates when the Zip Code is entered and the “Lookup Zip” pushbutton is
selected.

e Phone Number — Enter the borrower’s phone number.

¢ Fax Number — Enter the borrower’s fax number.

e Date Business Formed — Enter the date on which the business was formed.

e Ethnicity — Use the drop-down list to identify the borrower’s ethnicity.

¢ Veteran Status - Use the drop-down list to identify the borrower’s veteran status.
e Race ** — Select one or more of these checkboxes to denote the borrower’s race.
American Indian or Alaska Native

Asian

Black or African American

Native Hawaiian or Other Pacific Islander

Unanswered

White

O O O 0O o ©

Note:

Fields which are bold and have two ** (asterisks) are required and must be completed
in order for the system to submit the Microloan application to the database.

Any fields which are bold must be completed or else the loan cannot move to a
“Complete” status (it will remain “Incomplete”).

% — Select this pushbutton to save the information on the screen and submit it to the
database.
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4.1.3 Edit Loan (Loan Detail)

4.0 Using the System

El

Loan Detail =8

“All bold text fields are required for completion and counted towards performance goals.
Loan Seqg MNmhb Mew Lender Marme: ARCH Developrment Corparation —

[~ Materials T Equipment Status:

[T Supplies I Inventor

pp. . v Closing Dt: || |

[ working Capital
Installment Amt: | | Jobs Created: I
Annual Income I Jobs Retained I
Low Income: ' Yes € Mo Maturity Mos: I
Woman Owned: || Select one ;I |
NAICS Code:

MAICS look-up
< EIN T S5N
Guarantor Req: 0 ¥es € Mo Guarantor 1D: l—
Collateral Req:  Yes © No Gross Ann Ropts: I
Business Status: © Start-up ¢ Existing Location: © Rural © Urban
Organization: ||Se|ect ane L|| Child Care: |
SBA Loan No.: 98455030 VI Lender's Loan I
Hours(One of the following is required for completion) foid
Class Instr Site Visit 1oni Eus Plan kdult Sen lssues Peer
Borrower Detail for Additional Borrower
EIN: I55-4554554
Borrower Hame: IJUhn Srmith
Loan Seq Mmb: 18793
Trade Name: ||ACME |
Country us
Zip Code: - IDDEID Lookup Zip I
Street 1 I ||Street | I
Mumber) {Street Name}) (Suffix)
Street 2 I
City Marme: IWASHINGTON IDC
(State)

Phone Number: I5551212
Fax Mumber I
Date Bu-sinem OB/01 72001
Formed:
Ethnicity: ||Unkn|:|wn.-"NDtStated =1 |
Veteran Status: ||N0n—\/eteran ;I |
¥ Elack or African American I~ Asian

I Mative Hawaiian or Other Pacific Islander I white

™ American Indian or Alaska Native ™ Unanswered

Savel Add Borrower I Delete Loan I Print |
prdditional Borrowers:
= Ldelaide Borrower
aeddy
Mest ID
Last modified: 04/24/2005 10:13:24 Ak SBA Processing: 0.583 seconds
m
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4.0 Using the System

The following fields are available to modify an existing loan if the loan has a status of
“Incomplete™:

e Loan Seq Nmb (view-only)

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

e Lender Name

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

e This is a link that will redirect the user to the Lender Detail screen.
e Loan Purpose

¢ Select one or more of the following checkboxes to edit the purpose of the
loan:

o Materials
o Equipment
o Supplies
o Inventory
o Working Capital
e Status — “Complete” or “Incomplete” (view-only)
e Closing Dt ** — Edit the closing date.
e Loan Amt ** — Edit the amount of the loan.
¢ Interest Rate — Edit the interest rate.
¢ Installment Amt — Edit the installment amount.
e Jobs Created — Edit the number of jobs created.
e Annual Income — Edit the amount of annual income.
e Jobs Retained — Edit the number of jobs retained.
e Low Income — Use the radio buttons to edit the low income status indicator.
e Maturity Mos — Edit the number of months to maturity.

e Woman Owned — Use the drop-down list to select one of the following options to
edit the woman-owned percentage:

o0 100% Female Owned
0 51-99% Female Owned
o 0-50% Female Owned

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

e Guarantor Req — Use the radio buttons to edit the guarantor required indicator.
e Guarantor ID - This field will only display if “Yes” is selected for Guarantor Req.
e Collateral Req — Use the radio buttons to edit the collateral required indicator.
e Gross Ann Rcpts — Edit the amount of gross annual receipts.

e Business Status - Use the radio buttons to edit the business status indicator:
“Start-up” or “Existing”.
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4.0 Using the System

Location: Use the radio buttons to edit the location indicator: “Rural” or “Urban”.

Organization - One of the following options can be selected to edit the
organizational structure:

Sole Proprietorship

Partnership

Corporation

Limited Liability Company (LLC)
Joint Venture

o Non-Profit Organization

Child Care — You can only select this checkbox if you also selected “Non-Profit
Organization” from the “Organization” drop-down list.

SBA Loan No. ** — Use the drop-down list to edit the SBA loan number.
Lender’s Loan No. — Edit the lender loan number.

Hours — Use the following fields to edit hours for any of the following options:
Class Instr

Site Visit

lonl

Bus Plan

Mult Gen

Issues

Peer

O O O O o

O O 0O o o o o

The Borrower Detail for Additional Borrower section displays the following information
about the primary borrower for the loan:

SSN/EIN Number ** — Edit the SSN or EIN number.

Borrower Name ** — Edit the borrower’s name.

Loan Seq Nmb

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

Trade Name — Edit the name under which the borrower is trading.

Country — This field will be greyed-out and display “US” if the address is in the

United States. If the address is international, there will be a drop-down list,

allowing you to specify the country.

Zip Code — Edit the borrower’s zip code.

Street 1 (Number, Street Name, and Suffix) — Edit the borrower’s street

address.

Street 2 — Edit the borrower’s additional street address.

City Name — Edit the borrower’s city. Note: This field automatically populates
when the Zip Code is entered and the Lookup Zip pushbutton is selected.
User Manual
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e State — This view-only field displays the state. Note: This field automatically
populates when the Zip Code is entered and the Lookup Zip pushbutton is
selected.

¢ Phone Number — Edit the borrower’s phone number.
¢ Fax Number — Edit the borrower’s fax number.
e Date Business Formed — Edit the date on which the business was formed.
e Ethnicity — Use the drop-list to edit this category:
o0 Hispanic or Latino
o Not Hispanic or Latino
o Unknown/Not Stated
¢ Veteran Status - Use the drop-list to edit this category:
o Non-Veteran
o Service Disabled Veteran
o Veteran
o Unknown/Not Stated
e Race ** - Use one or more of the following checkboxes to edit this category:
American Indian or Alaska Native
Asian
Black or African American
Native Hawaiian or Other Pacific Islander
Unanswered
White

O O O 0O o ©

Note:
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 two asterisks 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
with a status of “Incomplete”.

The user will have the ability to edit the loan by modifying the appropriate field(s) and
selecting the "Save" pushbutton if the loan has a status of “Incomplete”.

The user will have the ability to add an additional borrower by selecting the "Add
Borrower" pushbutton. This will open the Borrower Detail for Additional Borrower
screen.

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

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

ﬂl — Select this pushbutton to save the information on the screen and submit it to the

database.

Add Borrower

edited.

Delete Loan

— Select this pushbutton to add the borrower whose information you just

— Select this pushbutton to delete the loan.

M — Select this pushbutton to convert the information on the screen to a printable

format.

4.1.4 Add Additional Borrower

Borrower Detail for Additional Borrower |

© EIN © SSN

Borrower Name:
Loan Seqg Mmb
Trade Name:

Country

Zip Code:

Street 1

Streset 2

City Mame:

Phone Number:

Fax Mumber

Date Business
Formed:

Ethnicity:

Veteran Status:

Race:

4

[

18793

| |
l— Lookup Zip |

(Mumber) {Street Name}

7=

[State)

||Se|ect ane j|

||Se|ect one j|

[T Black or Aftican American
[ Mative Hawaiian or Other Pacific Islander

I American Indian or Alaska Native

(Suffix)

[T Asian
I white

[ Unanswared

Save |
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The following fields are available to create an additional borrower:

SSNI/EIN Number ** — Click on one of these radio buttons to identify the number
that you are entering in the field to the right.

Borrower Name ** — Enter the borrower’'s name.
Loan Seq Nmb

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

Trade Name — Enter the name under which the borrower is trading.

Country — This field will be greyed-out and display “US” if the address is in the
United States. If the address is international, there will be a drop-down list,
allowing you to specify the country.

Zip Code — Enter the borrower’s zip code.
Street 1 (Number, Street Name, Suffix) — Enter the borrower’s street address.
Street 2 — Enter the borrower’s additional street address.

City Name — Enter the borrower’s city. Note: This field automatically populates
when the Zip Code is entered and the Lookup Zip pushbutton is selected.

State — This view-only field displays the state. This field automatically populates
when the Lookup Zip pushbutton is selected.

Phone Number — Enter the borrower’s phone number.

Fax Number — Enter the borrower’s fax number.

Date Business Formed — Enter the date on which the business was formed.
Ethnicity — Use the drop-down list to identify the borrower’s ethnicity.

o Hispanic or Latino

o Not Hispanic or Latino

o Unknown/Not Stated

Veteran Status — Use the drop-down list to identify the borrower’s ethnicity.
o Non Veteran

o Service Disabled Veteran

o Veteran

o Unknown/Not Stated

Race ** - Select one or more of these checkboxes to denote the borrower’s race.
American Indian or Alaska Native

Asian

Black or African American

Native Hawaiian or Other Pacific Islander

Unanswered

White

o O O 0O o o
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Note:

Fields which are bold and have two ** (asterisks) are required and must be completed
in order for the system to submit the Microloan application to the database.

Any fields which are bold must be completed or else the loan cannot move to a
“Complete” status (it will remain “Incomplete”).

4.1.5 Edit Additional Borrower

Borrower Detail for Additional Borrower |- |
SSHN: i548-86-2198
Borrower Name: IMS Adelaide Borrower -
Loan Seq Mmb: 18793
Trade Name: “Chez Adelaide ‘
Country s
Zip Code: I,I Lookup Zip I
Street 1 l “ | I
(Number) {Street Name) (Suffix)
Street 2 |
City Mame
[State)
Fax Mumber:
Formed:
Ethnicity: “ Unknown/MotStated =] |
Veteran Status: “ Select one L! |
I Black or Aftican American 7 Asian
I Mative Hawaiian or Other Pacific |slander I White
I American Indian ar Alaska Native ¥ Unanswered
Save Delete Barrower
1| | » ’7

4| | v

The following fields display for an additional borrower:

¢ SSNI/EIN Number ** — Edit this field that displays either the SSN or the EIN
number that you originally assigned to the borrower.

e Borrower Name ** — Edit the borrower name.
e Loan Seq Nmb

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

e Trade Name — Edit the name under which the borrower is trading.
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Country — This field will be greyed-out and display “US” if the address is in the
United States. If the address is international, there will be a drop-down list,
allowing you to specify the country.

Zip Code — Edit the borrower’s zip code.

Street 1 (Number, Street Name, and Suffix) — Edit the borrower’s street
address.

Street 2 — Edit the borrower’s additional street address.

City Name — Enter the borrower’s city. This field automatically populates when
the Lookup Zip pushbutton is selected.

State — This view-only field displays the state. This field automatically populates
when the Lookup Zip pushbutton is selected.

Phone Number — Edit the borrower’s phone number.

Fax Number — Edit the borrower’s fax number.

Date Business Formed — Edit the date on which the business was formed.
Ethnicity — Use the drop-down list to identify the borrower’s ethnicity.

Veteran Status — Use the drop-down list to identify the borrower’s veteran
status.

o Non-Veteran

o Service Disabled Veteran

o Veteran

o Unknown/Not Stated

Race ** — Select one or more of these checkboxes to denote the borrower’s race.
American Indian or Alaska Native

Asian

Black or African American

Native Hawaiian or Other Pacific Islander
Unanswered

White

O O O 0O o ©

Note:

Fields which are bold and have two ** (asterisks) are required and must be
completed in order for the system to submit the Microloan application to the
database.

Any fields which are bold must be completed or else the loan cannot move to a
“Complete” status (it will remain “Incomplete”).
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4.1.6 Loan Search

[ cO/PIF Loans

Lender Portfolio © Lender's Loan:
[0 Lender Detail
Bl Loan Search
B Borower Search

Portfolio Status Loan Amount: ||
o] Grepmmae @ Other: Closing Date: [ [M/Drvvyy]
1

U8, Simol Basinens ddmintatestian, Beprerprmrs . Exit | Help

Loan Search Criteria

© SBA Loan Number:

 Loan Sequence Number:

* Complete ' Incomplete

Reset |

Last modified: 01/22/2008 5:46:00 Pk SBA Processing: 0.02 seconds

> FirstDow > EGow > Regulations.gow > Wihite House
* Privacy & Security * Information Cuality * FOI4 * Mo Fear fet = ADA

You can search for a loan by Lender Loan Number, SBA Loan Number, Loan Sequencé
Number, or Other Options.

To search by Lender Loan Number:

1. Select the Lender Loan Number radio button.

2. Enter the Lender Loan Number in the text field provided to the right.

3. Select the Search pushbutton.

To search by SBA Loan Number:

1. Select the SBA Loan Number radio button.

2. Enter the SBA Loan Number in the text field provided to the right.

3. Select the Search pushbutton.

To search by Loan Sequence Number:

1. Select the Loan Sequence Number radio button.

2. Enter the Loan Sequence Number in the text field provided to the right.
3. Select the Search pushbutton.

To search by other options:

1. Select the Other Options radio button.

2. Enter the Closing Date and/or Loan Amount in the fields provided to the right.
3. Select the “Complete" or "Incomplete” radio button.

4. Select the Search pushbutton.
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If no loans match the search criteria, you will be notified and advised to try again.
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4.1.7 Loan Search Results

0.5, Smoll Business Adminisiration l Search | L Exit J | Ihlp J
[Loan Seq# | Lender Name | Closing Dt | Loan Amount | Lender’'s Loan |Cll | Borrower
P 18793 [ARCH Development Corporation | 080100 [ $10000.00 | 111 I [John Smith

B Lender Detail

[ 1oan Search Last modified: 03/24/2008 4:39:00 PM SBA Processing: 0.104 seconds

B Borower Search

»Firstiow  » EGov > Regulmions.gow > White House
" Privacy & Security " Information Cuality ™ FOIA * Mo Fear Aot ™ ADA

The loans will be listed with the Loan Sequence Number, Lender Name, Closing Date,
Loan Amount, Lender’s Loan (Number), C/I (“Complete” or “Incomplete”), and Borrower
Name displaying. To view a loan, select a link in the Loan Sequence Number column.
This will open the Loan Detail screen for the selected loan number.
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4.1.8 Borrower Search

. 18 sl Hon fod
U.5. Smoll Business Administratio | sl e==vii=ad Help

Your Small Business Rasourca

Borrower Search Criteria

@ Taxld: CEN & ssn]

© Borrower's Name:

© Trade Name:

Snapshot Summary
voso | Sam |
Update Portfolio

Snapshot Detail

CO/PIF Loans Last modified: 11/19/2007 10:01:00 AM SEBA Processing: 0.0158 seconds

> Firsthow > EGov > Regulations.gow > White House
" Privacy & Security ® Information Quality * FOLA ™ Ho Fear Aot © ADA

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

If no borrowers match the search criteria, you will be notified and advised to try again.
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4.1.9 Borrower Search Results

H -
U.S. Smoll Besiness Adminlstration [ s ||_ Exit J| Help J ford

Loan EINISSN Borrower Trade Lender Name Loan Closing
Seq# Name Name Amount Date
Lender Portfolio
[ Lender Detail ‘ 16793 ‘ 554554554 |John Smith ‘ACME ’é;g?rgi":mpme"‘ ‘ 10000.00 ‘ 5172000

Last modified: 03/24/2005 4:42:00 PM  SBA Processing: 0.08 seconds

i snapshot Summary

B update Portfolio
i snapshot Detail
[l co/PIF Loans

> FirstDow > EGow > Regulations.gow > Wihite House
* Privacy & Security * Information Cuality * FOI& * Mo Fear fet = ADA

The loans will be listed with the Loan Sequence Number, EIN/SSN Number, Borrower
Name, Trade Name, Lender Name, Loan Amount, and Closing Date displaying. To
view a loan, select a link in the Loan Sequence Number column. This will open the
Loan Detail screen for the selected loan.

User Manual
Page 33 of 43



4.0 Using the System

4.1.10 Snapshot Summary
H
Snapshot Summary
[Lender Id: [11011931 [Location 1d: [18a356
|Lender MName: |ARCH Development Carparation
[address: [1227 Good Hope Road SE
[city: [ashington [State oc [Zip: [20020
|F'hone Murnber: | |Fax Mumber: |
|F'rogram Start Dt: |09f02f1993 |F‘r0gram End Dt: |
SBA Loan Number: IA” SBA Loans x| Months to compare: |2f29f2003 = |2f?9f2003 =

| |Numher |DDHar Amaount |
[2/29/2008 Defautt Ratio: 1111 % 385 % [
| |2.-Q9.QDDB Shapshot |209QDDB Shapshot |F'ercentage of Wariance
[Total All Status [ 35 000 %
|Current # Loans |19 |19

000 %
[Current % Loans [F278 % [5278 %
[31-80 # Loans i 7

000 %
[31-60 % Loans [19.44 % [19.44 %
[F1-90 # Loans [ [

000 %
[F1-90 % Loans [0.00 % [0.00 %
[91-120 # Loans In In

000 %
[91-120 % Loans [0.o0% [0.00%
[Over 120 #Laans a a

000 %
[Over 120 % Loans [11.11 % [11.11 %
[PIF #Loans 5 5

000 %
[PIF % Loans [1389 % [1389 %
[co#Loans [ [

000 %
|c0 % Loans ra% 7%
[Dutstanding Principle Balance $707 536.32 $707 536.32 [boo %
|F'rincip|e Balance of CO |$25,DDD oo |$25,DDD oo |D 0o %
Certify Mo Change 0 0 0.00 %

¥ g
Last modified: 01/25/2008 5:04:00 AWM SBA Processing: 0.629 seconds

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

e LenderID
e Location ID
e Lender Name

e Address
e City

e State

e Zip

e Phone Number

e Fax Number

¢ Program Start Date
e Program End Date
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4.0 Using the System

Using the “SBA Loan Number” drop-down list, you have the ability to select a summary
of all loans for a lender or loans for a specific SBA Loan Number. Using the “Months to
Compare” fields, you have the ability to compare two dates to one another. Once you
have set up your parameters to compare, select the “Submit” pushbutton.

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:
e Total All Status
e Current # Loans
e Current % Loans
e 31-60# Loans
e 31-60% Loans
e 61-90# Loans
e 61-90% Loans
e 91-120# Loans
e 091-120% Loans
e Over 120# Loans
e Over 120% Loans

e PIF# Loans
e PIF% Loans
e CO# Loans

e CO% Loans

¢ Outstanding Principal Balance
¢ Principal Balance of CO

e Certify No Change

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

A Update Portfolio 4] =

[Lender Id: [11o11931 [Location 1d: [188356
|Lender Marne: |ARCH Development Caorporation
[Address: [1227 Good Hope Road SE
[city: [iWashington State joc [Zip: 20020
|F'hone Murnber: | |Fa>< Murnber: |
|F'rogram Start Dt: |DB!D2I1993 |F‘r0gram End Dt: |
| SBA Loan Number: | 12345678 'l Retrisve |
Page Number 1 of 1.
| Microloans for SBA Loan # 12345678
[ Default Ratio Court; [0.00 % |Default Ratio Amount: [0.00 %
[ToTaLs: 12 3 7 [o o o ] [o [5485,010.25 ]

0 31 61 91 over Outstanding No
Loan Seq # Borrowers to to to to 120/ PIF co Principal Cha

30 60 20 120 Def Balance 9
|1891D |QATest Borrower |30 Lo |ED o |90 o |120 o |DEF o |PIF Lo |CO (& ||$35,DDD.DD ||_
|18912 |QATest |30 @ |ED o |90 L& |120 L& |DEF © |PIF o |CO & ||$1,DDD.DD ||_
|18892 |QATest Borrower |30 o |ED @ |BD & |120 & |DEF © |F‘IF o |CO o ||$25,DDD.DD ||_
|18893 |QATest Borrower |30 lc |ED & |QD o |120 o |DEF (@ |F‘IF @ |CO (& ||$34,D1D.25 ||_
|18829 |LMGS |30 & |ED @ |QD & |120 & |DEF & |F‘IF o |CO (& ||$5,DDD.DD ||_
f1eaus QA Test Borrower e Be e e pero pFeo coc  [FE0om [
|18901 |QATest Borrower |3EI o |6EI @ |EJD o |12E| 9 |DEF © |PIF © |CO (® ||$25,DDD.DD ||_
|1EQDD |QATest Borrower |30 ® |ED o |90 o |12D o |DEF o |PIF o |CO (& ||$25,DDD.DD ||_
|18903 |QATest borrower |30 o |ED @ |90 L& |120 o |DEF & |PIF e |CO (& ||$25,DDD.DD ||_
|18843 |QATest Borrower |SD o |ED @ |EJD L& |120 L& |DEF © |PIF o |CO o ||$25,DDD.DD ||_
|18889 iTesting Errors |30 o |ED @ |BD & |120 & |DEF © |F‘IF o |CO o ||$ZDD,DDD.DD ||_
|1889? |QATest borrower |30 lc |ED & |QD o |120 o |DEF (@ |F‘IF @ |CO (& ||$35,DDD.DD ||_ v
* and grey hackground indicates that this lean has not been updated for over 30 days.

hnit I ﬂ

The Update Portfolio screen displays the following information about the lender:
Lender ID
Location ID

Lender Name

Add
City

ress

State

Zip

Phone Number

Fax

Program Start Date

Number

Program End Date

Using the “SBA Loan Number” field, and the “Retrieve” pushbutton, you have the ability
to select an SBA Loan Number to display all current loans.
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Once you have chosen an SBA Loan Number and selected the "Retrieve" pushbutton,
the following information will display concerning all microloans for the selected SBA
Loan Number which have not been paid in full or charged off prior to the last snapshot:

e Loan Seg#

e Borrowers

e 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

¢ Qutstanding Principal Balance
e No Chg

O O O O O O O

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

You will have the ability to update the loan status, loan outstanding balance, or no
change indicator and then submit the changes
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4.1.12 Reasons for No Change Certification

U.5. Smoll Besiness Administration [ P ||_ Exit J| Help J

‘ Reasons for No Change Cenrtification

Outstanding
SBA Seg#  [Borrowers Status Principal Mo Change Comment
Balance
et extensic\n.l j
18829 LMGS Delinquent (31 - BO days) $5,000.00

Snapshot Summary

] Update Portfolio Submit |

Snapshot Detail

CO/PIF Loans

Last rodified: 03/27/2008 1:35:00 Pht SBA Processing: 0.341 seconds

> Firsthow > EGov > Regulations.gow > White House
" Privacy & Security * Information Quality * FOLA * Mo Fear Aot =

After submitting the changes, if the “No Change” checkbox was selected for one or
more of the loans, the new screen above will display for you to enter or update a reason
for all loans selected "certify no change”. Once you have finished, you must select the
“Submit” pushbutton to update the loans.

User Manual
Page 38 of 43



4.1.13

Snapshot Detail

4.0 Using the System

U5, Smoll Business Adminlsiration

Snapshot Detail 2/29/2008

J®

Lender Portfolio

[ tender Detail

ﬁ Loan Search

n Eorrower Search

Portfolio Status

Snapshot Summary

[Lender 1d [11011931 [Location 1d: [18a356
|Lender Marne: ‘AF{CH Development Corporation

|sddress: 11227 Goad Hope Road SE

[City: [Washington [State: [bc [Zp:  [20020
|F'hc|ne MNumber: ‘ |Fax Mumber: |

|F'r0gram Start Dt: \DSIDQMQBS |F'r0gram End Dt: |

] Update Portfolio |

SBA Loan Numher:|12345678 'l End Date:|2f29f2008 v| Retrieve |

Snapshot Detail

€O/PIF Loans

" and grey background indicates that this loan had not been updated for over 30 days at the time of the snapshot.

Microloans for SBA Loan # 12345678

[ToTaLs: 9

Loan Seq#

Borrowers

[18asz

|QA Test Borrower

[18a93

|QA Test Borrower

[18829

S

[18844

|QA Test Borrower

EER

|QA Test Borrower

[1B200

|QA Test Borrower

[18903

|QA Test borrower

[18843

|QA Test Borrower

[18889

|Testing Errars

BB o g b b o |sesspm02s I
’r 3 over ’7 Ol!ts_tantling No
to to 120/ PIF  |CO  |Pricipal Chyg
30 60 120 Def Balance

ECoN [ [ se5po000 |
B L [ [ [ Jeeous |
[ B [ [ [ [ oo |
[ B [ [ [ [ [s0poooo |
[ B [ [ [ [ [s2po000 |
B [ [ [ [ssmowm |
[ o [ [ || lse5p0000 |
[ o [ [ | [ [ [ls2spo00 |
[ o [ T 1 | [ 0000000 |

Last modified: 03/04/2008 3:47:00 AWM SBA Processing: 1.686 seconds

> FirstGow  » EGow > Regulations.gev > White House
* Privacy @ Security * Information Quality * FOIA * No Fear Act ™ ADA

The Snapshot Detail screen displays the following information about the lender:

e |LenderID
e Location ID
e Lender Name

e Address
e City

e State

e Zp

e Phone Number

e Fax Number

¢ Program Start Date
e Program End Date

Using the “SBA Loan Number” and “End Date” fields, you have the ability to select an
SBA Loan Number and a date to display all loans for that snapshot.
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4.0 Using the System

Once you have chosen an SBA Loan Number and selected the "Retrieve" pushbutton,
the following information will display regarding all microloans for the selected snapshot
of the SBA Loan Number:

e Loan Seg#

e Borrowers

¢ 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 were certified “No Change”, you have the ability to select a link to display
the reason for the certification.
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4.0 Using the System

4.1.14 Reasons for No Change Certification
H
U.5. Smoll Bosiness Adminlsiration | search | Bt || vep J
Reasons for No Change Cerntification
Outstanding
Lender Portfolio SBA Segq#  |Borrowers Status Principal Mo Change Comment
Balance

B Lender Detail

[ 1oan Search

Bormrowaer Search

Portfolio Status

18843

QA Test Barrower

Delinguent {31 - BO days) $26,000.00

Aocorded additional ﬂ
grace period.
| -|

Snapshot Summary
] Update Portfolio
Snapshot Detail

€O /PIF Loans

Last modified: 0372772008 1:35:00 PM  SBA Processing: 0.16 seconds

> Firstiow  » EGov > Regulaions gov

Submit |

* White House

" Privacy & Security * Information Quality ™ FOLA * Mo Fear Aot ™ ADA

The Reasons for No Change Certification screen displays the following information:

SBA Sequence Number

Borrowers (Names)

Status

Outstanding Principal Balance
No Change Comment — Enter an explanatory comment.
Displays the reason for the No Change Certification.
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4.1.15

COIPIF Loans

4.0 Using the System

H -
U.5. Smoll Business Administration [ R | l Exit | [ "hlP { o
Charged Off and Paid In Full Loans
Lender Portfolio [Lender 1d: [t1011331 [Location 1d [188356
Portfolio Status ‘Lender Mame |AR’CH Development Corporation
sl STt [Address: [1227 Good Hope Road SE
Update Portfolio [City [insashington State [oe [zip 20020
Snapshot Detail [Phone Mumber: [ [Fax Mumber: [
CO/PIF Loans [Program Start Dt: [03/m2/1993 [Prograr End Dt: [
‘ SBA Loan Number: IA” SBA Loans 'l M
Microloans
Loan Seq# Borrowers ‘PIF co g:::ﬂﬁt()ﬂ
218 [Patrick F. Belmar and Clen P Belmar [PIF [s0.00
219 [Danald m. Temple [ co  [$25000.00
223 [Phillip W, Davis and Ambus H. Harper, Jr. [PIF [s0.00
[224 [Linda Karen Talton [FIF [s0.00
[229 [Charles Summers and Caral Hayes [PIF [s0.00
230 [william Tyrone Bullock [PIF [s0.00

Last modified: 12/13/2007 3:26:00 P SBA Processing: 0.876 seconds

> FirstDow > EGow > Regulations.gow > Wihite House
* Privacy & Security * Information Cuality * FOI& * Mo Fear fet = ADA

The Charged Off and Paid In Full Loans screen displays the following information

about the lender:

e Lender ID

e Location ID

e Name

e Address

e City

e State

e Zip Code

e Phone Number

¢ Program Start Date
e 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 lender’s total portfolio.

The following information will be displayed:

Loan Seg#

Borrowers
User Manual

Page 42 of 43



4.0 Using the System

e Loan Status
o PIF
o CO
e Charge Off Amount

According to the Paperwork Reduction Act, you are not required to respond to this collection of information unless it displays a
currently valid OMB Control Number. The control number for this collection of information is 3245-0352. The estimated burden for
responding to this collection of information is 15 minutes per response including time for reviewing instructions, gathering the data
needed, and completing the collection of information. 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 10202, Washington, D.C. 20503.
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