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Using Level-2 Access
for Processing Loan
Applications and
Interest Assistance
Forms
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FSA eFORMS SITE

Summary: To save and submit loan application and/or Interest
Assistance claim forms, you must have a USDA eAuthentication
Account with Level 2 Access (User ID and password). To find out
how to get a Level 2 Access Account click on the “REGISTER”
button on the eForms Home Page.

You can save a form at any time to your “SAVED FORMS” folder. If
you are completing a long form, you should save the form often to
make sure you do not lose any information, if you are unexpectedly
disconnected from eForms.

If you need to submit more than one form, you can save each form,
and then group them together by using “CREATE A PACKAGE".

You will be asked to select a Service Center office where you would
like to send your form/package.

You will also be able to attach files from your own computer to the
form/package you are submitting.

We request you enter an email address. It is not required but it will
greatly improve the service we can provide if we have to return a
form to you for some reason. If needed, we will send an email
notice to you explaining that we had to return your form and ask that
you check your account.

Once you have submitted a form/package you can check the status
by going to your account and checking your Folders.

Accepted forms/packages only mean that the forms are completed
properly and the Service Center can begin their review for
eligibility/approval of the request. The Service Center will contact
you to let you know the status and outcome of your specific request.

The following pages are screen prints and further explanations.
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Screen #1: Go to FSA’s web site and then click on the SIGN IN
buttonWeb site:

2l USDA Web Based Service Center - Microsoft Internet Explorer,
Edit

File:

& Bk

Wiew  Favaorites  Tools  Help

(>] E @ \:b psaar:h *Favuntes @ &%- :\F [ - \_‘J ﬂ b7 8

TE!
DEMONSTRATION

To see a brief
demonstration of how o
Home You may browse, il in and print any of the public forms available by clicking the  |use this site effectivaly,

Welcome to the USDA Service Center eForms.

Browse Forms Browse Forms button below. [fyou would like to save your forms online and click hers
submitthern to the appropriate USDA Service Center, vou can abtain a custamer
Signin ID by registering helow. fyou are already redistered, clickthe Sign in button

helow.
WHY|E-FILE

2] We are continually adding new forms and making more farms available for Click here ta find &-File
electronic signature. Please check often far new updates to the site e a
Help B P benefits and how to get

started It's easy,

Register Ifyau are new to the site please click here for a brief Site Demonstration to get .
conwenient and fast

Contact Us you started

Forms available on eForms are provided in Adobe Portable Document Format
(PDF). To view these forms you need to dgwnload the free Adobe Reader
“Wersion 5.05, from Adobe S5 garn more ahout

0 it click here

Bl WSE FORMS

m ESISTER

Accessibility | Disclaimer |

Crimination Statement |

@ Trusted sites

(6] 1rb:

i 5 by Dl wind 7 g

LISDA y
e 'SDA eduthentcation

Cuick Links

Employas Links

& Lazal
Aulloeity Lisyn

Page 3


http://forms.sc.egov.usda.gov/eforms/Help/site_demo_content4.html

Tom DeCock with MN FSA (651) 602-7717 November 1, 2007

Screen #3: You can search criteria to find the forms you want.
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Screen #4: All forms meeting your search criteria will be displayed.
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(Optional) Screen #4B: The instructions let you know who
completes the form, why it is used, if it will be accepted with an
electronic signature and how to complete the form. Consider
printing the instructions to use while you are completing the form.

1 Enter the borrower's FSA case number. The borrower's FSA case

Barmmower's rumber or IES tax identification member.

Casze
Fumber

Lenders must complete items 1 through 13 and items 16-26. B
Ttems 1-13 J
Fld Name / Instruction
Ttem Mo,

mumber 15 thetr state and county code and the borrower’s social secunty

2 Enter the borrower’s last name, frst name, then muddle wobial, in that order.

(Back to) Screen #4. To access the form, click on the form
number. It may take seconds to several minutes to load the
Adobe form depending on your line speed (example; 56K modem
or cable) and the size of the form. You must have Adobe Reader
Version 5.05 installed on your computer to access the form.

g e B 181 e e b F"'\N\"H?(“("!" Wi Ry ol e o

fermra b 'dei-ﬂl'r zhineg m 'l‘lﬂlof'rm.rrh-l Te viinciess or bow o Lee ana
o ek AN IR S Ta i | B Al Te e »-r\-
T obons M € Fuarecd s ot | B0 wm b ok i Bl i s oy S0, e
ke ByEeme e
et |- 11
A0 S ATEN B 71 & € el
121 21 A0%0 &1 LI G121 19 ek
P
[F——— [T
TN -4 Gngnd I (AR R e ST SR B Dopdasy o
FilLERA-10 Lercesy fgraerart o
Pkt 41 Zuprarteed Form Laan Dlabir Reosd s of a
::::::::: SRS F AT LA D80 L (TR e & o
-1 Tiln-Jh:! n.-rlpp 0
Fhraree hup lam o e il -“-\.-uu Iapar rdy
.rv-J L3
Tl They |.....|... tr eriere a7 apkeart 7 Bhe e b o
oy

ke Gl Bights Bl ol 19

Page 5




Tom DeCock with MN FSA (651) 602-7717 November 1, 2007

Screen #5 (a sample form): Complete the form. When you have
finished completing the form, you can either SAVE the form or
SUBMIT the form to a Service Center Office. We suggest saving
the form so it will be available for next year's application or annual
claim.

Save Clea Eubemil -

\ \

UNITED STAIER DR RTRAENT OF A UL TR
SOTICE TOVOONTREATTORS AND AFFLICANTS
Aitached 15 o nondi scrimimation poster. In socerdance with the tarms of your comsimnuc

1o ¢ oRlEcT walk

Wesie® ooff Bt o P vl o il
ohe poeder is (o be disphived o oall en ||| vimeni oiTiees, on hullgiin hl.'n'll. and m odher

i Lkt | bisgss avialable b0 Sl W and applicants Tor ¢m ||L-'l.||'\||l T posagr msl
b\ displyed m the sumio me |'||u'rh your s ul-..m pmctars whoore subpect ba 'n.\.llllﬂ' APHTLNIEY
|_||.l\.|'u||'\ ol vonir con iract, amsd ¥ou upg rsguiresd o (uemsh tlens w b s h poeders, Addnwnal

Copis o e |~|1-\.I|\;|x may | & ol A il Frowms ghis affice

Ay slerencs 1o Federal Ganvernment comirast of comra<tonrs m the stasland fomes op
prinslers i B0 b anle ||u|..1| wr driac] il ny conlra For copedrigdiom woark T im w ol or
an pard with o Unefed Stxtes Depariment of Agmouliore { L% LA loan or grunk

Screen #6: Enter a name for your saved form. Each saved form
must have a different name. Saved forms will go in your SAVED
FORMS folder, which is on the list of options on the left.
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Screen #7: You can group saved forms together in a “package”
and submit one package to a Service Center. Click on CREATE A
PACKAGE and select the forms to include in your package.
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Screen #8: Enter a name for your saved package. The package will be
put into your SAVED PACKAGES folder where you can submit, modify
or delete the package.
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Screen #9: Select the Service Center office where you want to
send your form/package. Click on a state, then a county.
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Screen #10: The offices that service the state and county you
selected will be displayed. Select one.
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Screen #11: You should attach a file(s) from your computer or
enter any comments about your form/package you would like to
provide. For example, attach a scanned copy of your Statement of
Activity showing all disbursement and payments and your average
daily principal balance calculations for IA claims. Enter your email
address. Click on SUBMIT PACKAGE.
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Screen #12: You should print this page with your confirmation
number.
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Screen #13: Click on MY FORMS to see the list of your folders
and a description of what is included in each folder. You can view
forms/packages that have been submitted, returned and accepted.
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Screen #14: You will find a returned form/package in your
RETURNED folder. Click on the @button for an explanation of why
the form/package was returned. If you wish, you can resubmit the
form/package, after you have made the necessary changes.
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