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Introduction 

Welcome to the TSoftPlus User Guide. Here you will find procedures and instructions for the basic operation of the 
program as well as helpful tips and troubleshooting aids. 

For further details about logging into TSoftPlus or changing passwords, please consult the Administration User Guide 
found under the TSoftPlus home page Help menu. 
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Screens 

Common Screen Features 
Throughout the various Wolters Kluwer Financial Services applications, the pages are designed to provide a familiar 
and consistent interface, and include certain common features. 

• Header 
• Transaction workflow 
• Expanders 
• Footer 
• Navigation 

Header 
Each screen of the application has a common header that is the starting location for all tasks within the application. 

 
 

 
• Home Button - Returns you to the home page 
• Menu Button - Displays the Submenu (see below) 
• Page Title - Displays the name of the page you are currently viewing. When you are within the transaction it 

shows the Name of the Borrower and the product/policy name. 
• Your Name/Username - Displays your name as a link to your user account information. 
• Log Off Link - When you log off, you will be redirected to a log out page: 

 

 
 

Selecting the text of the menu button (or hovering the mouse cursor over the arrow) displays the menu. 
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• Menu Group Name - The name of a group is displayed at the top of each group. 
• Group Options - Displays each option under each group name. The following list describes the Group Options 

located under each Group Name. 
Loan Transactions 
- Manage Parties - Displays the Manage Parties page, allowing you to add a party or search for a party to 

review or modify. 
- Create New Loan - Displays Create New Transaction page to begin creating a new transaction. 
- Manage Existing Loan - Displays the Manage Existing Loan page, allowing you to search for existing loans 

to review or modify. 
 
Quick Quotes 
- Create New Quote - Displays Create New Quote page to begin entering information for a new quote. 
- Manage Existing Quote - Displays the Manage Existing Quote page, allowing you to search for existing 

quotes to review or modify. 
 
System 
- Administration - Launches the Administration screen, allowing you to define the 

organizational structure, policy and product setup, as well as other administrative functions. This menu 
item is available only to administrators and is not visible to loan processors. 

- System Setup - Displays the System Settings screen, providing access to various preferences and system 
settings. 

Note 
You will not see System Settings as a menu choice if you are running TsoftPlus in a hosted 
environment. 
 

‒ Import Loans - Displays the Import Loans page with options for selecting files to import into TSoftPlus. 
 
Help 
- Administration Guide - Opens a PDF of the TSoftPlus Administrator Guide. 
- User Guide - Links to a PDF of the TSoftPlus User Guide. 
- About - Displays a message box providing the application and content version numbers of your installed 

TSoftPlus, as well as your primary organization name and customer number. Your assigned customer 
number only represents the top level of your organization. 
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Transaction Workf low 
Various screens have a transaction in addition to the main header. 

 
This menu appears only while working with a transaction. It serves as a visual sequential order of working with a 
transaction as well as allows you to navigate to an individual page within a transaction by selecting on the individual 
items. 

Note 
• The application contains an auto-save feature that automatically saves your data 

when you move between pages of the Transaction Workflow. 
• If you attempt to close the transaction without recent changes being saved, a 

warning message is displayed, prompting you to save your changes. 
 

Expanders 
Expanders are used to hide or show more information under a specific screen area. 

 
• A right-facing arrow button    indicates that it can be expanded to show more related information. 
• A down-facing arrow    indicates that it can be collapsed to hide the related information. 

 
 

Footer 
The footer of TSoftPlus contains the version number of your current installation. 
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The footer (below) contains the following information: 

 
 

 
• Privacy and Cookies Policy: Wolters Kluwer Financial Services use of cookies and use of information statements. 
• Terms of Use: Very brief Terms of Use statement. 
• Contact Us: Provides quick access to contact information via the Internet. 
• Version number: Provides the version number of the current installation. 

Home Screen (Dashboard)  
The Home Screen, also referred to as the Dashboard, is the first screen displayed after a successful login. 

 
If you are assigned to more than one user account in TSoftPlus, you can select any account and its associated 
transactions from the Home screen. After selecting an account, any later selected screen or tab will only reflect 
transactions associated with that account. 
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Loans By Status 
The Loans by Status section displays the total number of transactions by each status per time-frame selected. 

 
30 Days is selected by default. Selecting any of the time-frame options causes the status totals to update 
accordingly. 

Recent Loans 
The Recent Loans section of the Dashboard displays the four most recently modified loans, based on the last 
modified date and time. 

 
Each item in the Recent Loans list provides a summary of: 

• Transaction Name 
• Status (In Process, Approved, Closed, or Inactive) 
• Borrower Name (Entity or Individual) 

 
Hovering over a list item highlights the item. Selecting an item displays the appropriate page for that item based on 
the status of the loan. The following table indicates which page is displayed based on loan status. 

Loan Status Page Displayed 

In Process Parties 

Approved Document Options 

Closed Loan Summary 

Inactive Parties 

Selecting NEW LOAN displays the Create New Transaction screen. Selecting the VIEW ALL button displays the 
Transaction Search page. 

Quick Quotes 
The Quick Quotes section of the Dashboard displays the four most recently created quotes. 
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Each item in the Quick Quotes list provides a summary of: 

• Name of the Quick Quote 
• Name of Borrower 
Hovering over a list item highlights the item. Selecting an item displays the Quick Quote page for that item. Selecting 
the VIEW ALL button displays the Quick Quote Search page. 

Resources and Important Links 
This section of TSoftPlus provides links to the SBA and other resources and the Forms List: 

• SBA- Launches the Small Business Administration website 
• SBA Forms - Launches the Small Business Administration Forms Library website 
• SBA SOPs - Launches the SBA website at the SOP Page 
• SBA Notices and Policies - Launches the SBA Lender Documentation Tool page 
• NAGGL- Link to the National Association of Government Guaranteed Lenders homepage 
• Form List - Displays a list of forms available by loan program within TSoftPlus 
 Active links can be found in the program. 

Party Management Screen 
This Party Management screen allows you to create and delete Individual, Entity and Sole Proprietorship parties, 
and is used to select parties during various tasks. 
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Feature Description 
 

 
 
 

Allows you to create a new Individual party by displaying the Add 
Individual Page The Add Individual page allows you to create a new 
Individual party. 

 

 
 

Allows you to create a new Entity party using the Add Entity Page The 
Add Entity page allows you to create a new Entity party. 

 

 
 
 

Allows you to create a new Sole Proprietorship party using the Add 
Sole Proprietorship Page The Sole Proprietorship page allows you to 
create a new Sole Proprietorship party. 

 Allows you to browse to the next consecutive entries and select how 
many entries to display at a single time. 

 

 
Provides a full text search of the party database. Partial words are 
permissible. 

 

 
Allows you to define how many parties you would like to display. 

Cancel Cancels any current activity on the screen and returns you to the 
previous screen. 

Add Individual  Page 
The Add Individual page allows you to create a new Individual party. 
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Select +Pervious Address brings up Previous Address detail. 

 
The following table describes some of the less common features. 

Feature Description 

Not Applicable / 
Insider / Correspondent 

Allows you to categorize the party as an Insider, a Correspondent, or neither. Selecting 
Insider or Correspondent displays a Type and Title selection for each. 

 

 
 

 Note: 
The Insider/Correspondent fields are related to Regulation O, 
Guidelines for Banking Relationships with Executive Officers, but they 
are not used by SBA at this time. 

 

 

ID Type 
 

If 'Other' is selected from the dropdown list, a new field appears where you can enter a 
description. Other choices for this field include driver's license, military ID card, 
passport, state ID, and immigration documentation (USCIS). 
  

If any fields contain invalid information when tabbing away from the field or selecting Save, you are notified, as in 
the following example. 

 
Employment data for Individuals that are owners of the borrowers is collected at the bottom after Related Parties. 

 
Selecting +Employer brings up Employer Information Detail. 



©2023 Wolters Kluwer N.V. and/or its subsidiaries.  All rights reserved. 15 

 

Add Entity Page 
The Add Entity page allows you to create a new Entity party. 
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Select +Pervious Address brings up Previous Address detail. 

 
 

The following table describes some of the less common features. 

Feature Description 

Land Trust Trustee or 
a Land Trust 

 

Not Applicable / 
Insider / Correspondent 

Allows you to categorize the party as an Insider, a Correspondent, or neither. 
Selecting 
Insider or Correspondent displays a Type and Title selection for each. 

 

 
 
 Note: 

The Insider/Correspondent fields are related to Regulation O, 
Guidelines for Banking Relationships with Executive Officers, but 
they are not used by SBA at this time. 

 

 

 
 

Allows you to copy the address information from an existing party to the party you are 
currently creating or modifying. 
 
 

 
Allows you to associate an existing party. 

 

If any fields contain invalid information when tabbing away from the field or selecting Save, you are notified, as in 
the following example. 
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Add Sole Proprietorship Page 
The Sole Proprietorship page allows you to create a new Sole Proprietorship party. 

 
 

Select +Pervious Address brings up Previous Address detail. 
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The following table describes some of the less common features. 

Feature Description 
 

 
 

Allows you to copy the address information from an existing party to the party you are 
currently creating or modifying. 

ID Type If 'Other' is selected from the dropdown list, a new field appears where you can enter a 
description. Other choices for this field include driver's license, military ID card, passport, 
state ID, and immigration documentation (USCIS). 

 

 
Allows you to associate an existing party. 

If any fields contain invalid information when tabbing away from the field or selecting Save, you are notified, as in 
the following example. 

 
Employment data for Sole Proprietors that are owners of the borrowers is collected at the bottom after Related 
Parties. 

 
Selecting +Employer brings up Employer Information Detail. 
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El ig ibi l i ty Screen 
Selecting ELIGIBILITY from the submenu displays the Loan Eligibility screen. 

 
 
The following table describes the features of the Eligibility Screen. 
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Feature Description 

D-U-N-S Enter the D-U-N-S number for each borrower. An iUpdate link to the Dun and Bradstreet (D&B) 
web site is provided to look up or request a D-U-N-S number. The number is used for credit 
scoring all loans in ETran. 

Franchise Displays the name of the franchise you enter as well as the franchise identifier. Both fields are 
initially blank. 

Industry Codes Allows you to indicate the following types of industry codes: 
•  NAICS Code (North American Industry Classification System) 

- Search - displays a pop-up list of NAICS industry codes (see below) for you to 
search and select from to associate with the loan 

- Clear - removes any NAICS code currently associated with the loan 
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Feature Description 

Industry Codes 
(cont'd) 

•  RMA Code (Risk Management Association) 
- Search - displays a pop-up list of NAICS industry codes (see above) for you to 

search and select from to associate with the loan 

- Clear - removes any RMA code currently associated with the loan 

- Match NAICS - If the chosen NAICS code includes RMA data, selecting the Match 
NAICS button matches the RMA code with the chosen NAICS code and the RMA is 
automatically set to the selected NAICS code. This button is disabled if 
the chosen NAICS code does not include RMA data. 

•  RMA Lookup Type - allows you to select one of the following to apply to the 
borrower: 

- Non Contractor Assets 

- Non Contractor Sales 

- Contractor Revenue 

•  RMA Base Year - Allows you to select what you would like to make comparisons to. 
Options are: 

- Hist Yr 3 

- Hist Yr 2 

- Hist Yr 1 

- Interim 

- ProForma1 
 

Note: 
The first time the Financial Analysis spreadsheets are opened, there will be 0 
for Assets and 0 for Sales, so it will use the RMA data from the 0 - xxx,xxx 
record. In order to update the Financial Analysis spreadsheets with the RMA 
data applicable to your specific Assets or Sales amounts, values need to be 
entered in the appropriate Assets or Sales cells in 
the spreadsheet. Then you must save, close and then re-open the 
spreadsheet. This triggers the correct RMA data to populate based on your 
entered Assets or Sales amounts. 

CAIVRS Selecting the first link, CAIVRS Homepage (for Non - FHA Participating Lenders) displays the HUD 
website, allowing you to obtain CAIVRS numbers. 

The second link, CAIVRS URL (for FHA Participating Lenders) opens a new window and 
displays the FHA Connection site. There you can request a User ID and access to CAIVRS. 

The Name column is automatically populated with the names of any parties for the 
transaction: borrower, owner, guarantor, standby creditor, affiliates, and subject 
individuals. 

The CAIVRS Number column allows you to enter the CAIVRS number for the party. 
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Loan Information Screen 
Selecting LOAN INFORMATION from the submenu displays the Loan Information screen, displaying all calculations 
pertaining to the selected loan. 

 
All sections are expanded by default allowing for immediate viewing of all information. 

The Summary button is located at the top right of the screen: 

• SUMMARY - Displays the Loan Information summary pop-up window providing a summary of the loan term. 

 
The PRINT button allows you to send the information on the screen to a printer. 
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Loan Term 
When determining the maturity of a loan, a lender must consider the borrower's ability to repay, the use of loan 
proceeds and the useful life of assets being financed. When considering these things, the maturity should be the 
shortest appropriate term. The Maximum Maturity of a loan is based on Use of Proceeds. 

Note 
• In TSoftPlus, the default Payment Frequency is Monthly, so when the "Loan Term 

(Years)" is first entered, the number of periods will be the result of the Loan Term 
multiplied by 12. When the user changes the Payment Frequency in the Loan 
Payments section, then the period will recalculate to reflect new frequency 
calculation. 

• The Use of Proceeds section and Loan Term must be completed so the applicant's 
SBA loan payment can be computed. 

• The Maximum Maturity on Revolving Lines of Credit (SBA Express) is 7 years. 
 

The Loan Term section (below) is part of the Loan Information screen, viewable when you select LOAN 
INFORMATION from the submenu. The left side of the screen contains the user input area while the right side 
displays the results. 

 
The following table describes the features within the Loan Term section. 

Feature Description 

Heading section To the immediate right of the Loan Term heading is the term in both years and periods (the 
example above shows 
10 Years with 120 Periods) allowing the information to be visible if the sections 
are expanded or collapsed. 

Loan Term (Years) Enter the loan term in years 

CALCLUATE WEIGHTED 
AVERAGE TERM 

This button allows you use the Weighted Average Term Calculation to assist with figuring 
the Loan Term. Once Use of Proceeds have been entered, those amounts will default over. 
There are certain default term values automatically entered, but they can be overwritten, 
and the term will recalculate accordingly. 

 
Note: 
If the Weighted Average Term calculation is used to determine the 
Loan Term (Years) and the amount of the loan or the distribution of the 
Use of Proceeds changes, you must go back into the Weighted Average 
Term area and Select APPLY to get the new term of the loan. 

Number of Periods Displays the number of periods calculated from the loan term entered 
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Use of Proceeds 
 

 
The text fields allow you to enter dollar amounts for one or more of the following use of proceeds: 

 
The Use of Proceeds section must be completed so the applicant's SBA loan payment can be computed. 

7(a) loan proceeds may be used to establish a new business or to assist in the operation, acquisition or expansion of 
an existing business. Eligible use of proceeds include, but are not limited to: 

• purchase of land or buildings, to cover new construction as well as expansion or conversion of existing facilities 
• acquiring equipment, machinery, furniture, fixtures, supplies, or materials 
• long-term working capital, including the payment of accounts payable and/or for the purchase of inventory 
• refinancing existing business indebtedness that is not already structured with reasonable terms and conditions 
• short-term working capital needs, including: 

‒ seasonal financing 
‒ contract performance 
‒ construction financing 
‒ export production 
‒ financing against existing inventory and receivable under special conditions 

• purchasing an existing business 

 

 

 

 

 

 

 

 

 

 

 

Purchase Land 

Purchase Land and Improvements 

Construct Building 

Add to Existing Building 

Renovate Existing Building 

Leasehold Improvements 

Purchase Equipment 

Purchase Furniture and Fixtures 

Purchase Inventory 

Pay Trade or Accounts Payable 

Pay Notes Payable (not Same Institution 
Debt) 

Pay Notes Payable (Same Institution Debt) 

Purchase Business Asset 

Purchase Business Stock 

 

 

 

 

 

Refinance SBA Loan (Not Same Institution 
Debt) 

Refinance SBA Loan (Same Institution Debt) 

Working Capital 

SBA Guaranty Fee 

Other 
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Total Proceeds 
Total Proceeds calculates the sum of all Use of Proceeds fields. Total Proceeds is also known as Total Loan Amount 
or Loan Principal. 

Fee Schedule 
When you select the Fee Schedule button, the Guaranty Fee Calculation screen is displayed. 

 
The following table describes the features within the Guaranty Fee Calculation screen. 

Feature Description 

Gross Loan Amount Total Proceeds amount. 

Loan Term in Years Loan term in years. 

Maximum Guaranty Dollar amount; see above image for Amount Guaranteed. 

Guaranty Previously Used Dollar amount. 

Guaranty Before Loan Equals the value of "Maximum Guaranty" minus the value of 
"Guaranty Previously Used". Defaults to $0.00. 

Current Guaranty Equals the value of "Total Proceeds" times the value of "Actual 
Guaranty" or "Guaranty before the loan", whichever is less. Defaults to 
$0.00. 

Guaranty After Loan Equals the value of "Guaranty Before Loan" minus the value of "Current 
Guaranty". Defaults to $0.00. 

PRINT Displays a Print dialog allowing you to print the Guaranty Fee Calculation. 

EXIT Closes the Guaranty Fee Calculation screen. 

 

 

 

 

 



 

26 ©2023 Wolters Kluwer N.V. and/or its subsidiaries.  All rights reserved. 

The following table describes the cells of the table within the Guaranty Fee Calculation screen for one type of loan. 

Gross Loan Range SBA Guaranty Rate SBA Fee 

0-150,000 Current Guaranty when loan 
amount is less than 
$150,000 

0% = Current Guaranty if less 
than $150,000 * 0 

150,001 to 700,000 Current Guaranty amount 
when loan amount is 
between 150,001 and 
700,000 

3.0% = Current Guaranty amount 
when between 150,001 and 
700,000 * .03 

700,001 to 1,000,000 Current Guaranty amount 
when loan amount is 
between 700,001 and 
1,000,000 

3.5% =Current Guaranty amount 
between 700,001 and 
1,000,000 * .035 

Guaranty > 1,000,000 Current Guaranty portion 
over 1,000,000 

3.75% = Current Guaranty 
portion over 1,000,000 
* .0375 

Total Populated from "Total SBA 
Guaranty" 

Exact: Exact sum of the above 
rows 

  Rounded Up: Exact amount rounded up 
to nearest dollar (ex. 
100.01 becomes 101) 

Other loan ranges and guaranty fee rates may be seen depending on selections you make within the program. The 
program is updated as needed to include the latest range and rate changes specified by the SBA for different loan 
types. 

Loan Payments 
The Loan Payments section (below) is part of the Loan Information screen, viewable when you select LOAN 
INFORMATION from the submenu. 
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The following table describes the features within the Loan Payments section. 

Feature Description 

Funding Date Initially defaults to the current date but can be edited. A fly-out calendar is also available 
for entering the date. 

Repay Method You can select from the following options: 
•  Installment - An installment loan is a loan that is repaid with a fixed number of 

periodic equal-sized payments. It is the most common method of amortizing an 
interest-bearing loan. Each payment pays the interest on the outstanding 
balance and also repays a part of the principal. Over the term of the loan, as the 
outstanding balance decreases, the interest portion of each payment decreases and 
the principal portion increases. This shifting distribution is shown in an amortization 
schedule. 

 
Note: 

Principal and Interest can also be referred to as Installment or 
Standard Amortization. 

 
•  Principal Reduction - In a Principal Reduction loan the principal portion of the 

installments remains constant for the whole term of the loan. Each payment 
consists of the interest on the outstanding balance and a fixed fraction of the 
principal i.e. the loan amount divided by the number of payments. As the 
outstanding balance decreases, the interest portion of each payment decreases. In 
combination with the fixed principal portion, this results in higher payments at the 
start of the loan, and lower payments towards the end of the loan. Compared to 
interest only loans and standard loans, principal reduction loans generate the 
lowest total interest charge over the term of the loan. 

 Note: 
Principal plus Interest can also be referred to as Principal Reduction or 
Fixed Principal. This is when interest payments and fixed principal 
payments are made at the same frequencies on the same payment date. 
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Feature Description 

Repay Method (cont'd) •  Revolving - In a revolving loan, the borrower can take multiple advances on the loan 
and may not have the whole loan amount advanced at all times. Payment of interest 
only are usually made and may also include payments of a percent of the amount 
advanced. 

Since we do not know how much will be outstanding on the loan at any given time, 
the TSoftPlus assumes that the whole of the proceeds is advanced in the beginning 
and calculates interest only payment (not accounting for any principal payment at the 
time) based on the whole proceeds and the entered accrual method, payment 
frequency, and interest rate information. 

This option is only available for the SBA Express, Export Express, and CAPLine. 
This is not available for the other program types. 

 
Note: 

CAPLines only offer Revolving, they do not offer Installment or 
Principal Reduction. 

 
The following items are different for Revolving: 

•  Payment - First month’s interest 

•  Annual Debt Service - Sum of all payments for first year. No change -- for 
"Revolving" it would be the sum of the first-year interest only payments. 

•  Current Obligation - Sum of all principal for the first year. Will always be 
zero for "Revolving" since there is no principal. 

•  Long Term Obligation - Loan balance remaining after first year. Will always be 
the full loan amount for "Revolving" since it's interest only until the final 
payment. 

•  First Year Interest - Sum of interest for first year. No change. 

•  Second Year Interest - Sum of interest for second year. No change. 

Accrual Method The Accrual Method is used by investors for counting the number of days in each month 
and in the year. It is used in the calculation of the amount of interest payable. Options 
include: 

• 30/360 

•  Actual/360 

•  Actual/365 

•  Actual/Actual 

Payment Frequency The Payment Frequency is used to determine how often the payment will be made. 
Options include: 

•  Monthly 

•  Quarterly 

•  Annually 
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Feature Description 

Interest Only Periods Interest only payments is when the borrower agrees to pay the minimum monthly due 
(interest) for a limited number of periods. 

Any amount of interest only periods can be entered, ranging from 0-999 

Interest Rate Type By SBA definition, a fixed rate loan is one that bears the same interest rate for the entire 
term of the loan. A variable rate loan is one where the interest charged, over the life of the 
loan, may vary in accordance with an index. 
Options are: 

•  Fixed - when Fixed Rate is selected, Index Type and Index Rate fields appear. 
 

 
- Index Type - For Fixed Rate, the only index type option available is SBA 

Fixed Base Rate. 

•  Variable - when Variable Rate is selected, the following fields appear. 
 

 
- Index Type - For Variable Rate, options are: Wall Street Journal Prime Rate, SBA 

Optional Peg Rate. For SBA Express and Export Express variable rate loans, an 
additional option of Other is available. 

- Index Rate - Index Rate is also known as Base Rate. 

- Margin - This is the amount over the Index Rate that will be used to 
establish the Interest Rate for each rate period. Margin is also known as the 
Spread. 

- Rate Adjustment - Options offered are: Annually, Bi-monthly, Each 
Calendar Quarter, Each Calendar Year, Every Month, Every Year, Every N 
Years, Semi-annually, Quarterly and Monthly 

Interest Rate Interest Rate only appears when the Interest Rate Type chosen is "Fixed" Rate. 
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Feature Description 

COMPUTE PAYMENT Interest only payments is when the borrower agrees to pay the minimum monthly due 
(interest) for a limited number of periods. 

Any amount of interest only periods can be entered, ranging from 0-999 

Interest Rate Type Select COMPUTE PAYMENT to compute the Payment, Annual Debt Service, Current 
Obligation, Long Term Obligation, First Year Interest and Second Year Interest based on the 
criteria previously entered. 

In order for a Payment to be computed, a Loan Term, Use of Proceeds and Interest Rate 
must be entered. If one of these variables is not entered, a message is displayed detailing 
what items are missing, as shown in the following example. 

 

 
AMORTIZATION An amortization schedule is a table that shows the periodic payment, interest and principal 

requirements, and unpaid loan balance for each period of the life of a loan. 
 
Select the AMORTIZATION button to view the Amortization Schedule window. 
 
 

 

Note: 
Anytime information changes in Use of Proceeds, Loan Term or  items in 
the Loan Payment section, you will need to click COMPUTE PAYMENT 
again to recompute the values based on the new changes. 
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Capital Injection 
Equity injection is a practice whereby borrowers are required to invest some of their own assets in their businesses, 
so they have some of their own money at risk. This practice enables the SBA to provide loans to borrowers who 
would not otherwise be eligible for business loans. 

Because an SBA borrower may not have all of the collateral or proven cash flow required by the private sector, the 
SBA can require its borrowers to inject their own assets (including but not limited to cash) into the project. 

The Capital Injection section (below) is part of the Loan Information screen, viewable when you select Loan 
Information from the submenu. 

 
 
The following table describes the features within the Loan Payments section. 

Feature Description 

Non-Cash Assets Enter a dollar amount for non-cash assets to be included for capital injection 

Cash - Personal Enter a dollar amount for personal cash 

Cash - Debt Enter a dollar amount for cash debt 

Cash - Gifts Enter a dollar amount for cash gift 

Standby Debt Enter a dollar amount for standby debt 

 Note: 
SBA is expecting Standby Debt to be 'new' standby debt. Existing 
Standby Debt should not be included here as it is not considered a 
capital injection. 

 

Other Enter a dollar amount for any other assets to be included for capital injection 

Other Description Enter a description for any amount entered in the Other field 

 

Requested Tax Forms 
The Requested Tax Forms section (below) allows the user to choose which tax form requests they need for the 
parties associated to the loan. 

 
 
There are 3 different government related tax forms: 

• 4506-C Request for Transcript of Tax Return IVES: This version of the 4506 -C Request for Transcript of Tax Form  
is intended to be used with the Income Verification Express Service (IVES) program. 

• 4506 Request for Copy of Tax Return: When a borrower signs this form, it allows the lender to obtain a copy of 
his tax returns from the IRS. 
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• W9 Request for Taxpayer Identification Number and Certification: A person required to report certain 
information to the IRS (such as income paid to you, real estate transactions, mortgage interest you paid, IRA 
contributions you made) must have your correct taxpayer identification number (TIN). Form W-9 is an IRS form 
that the requester gives to you to fill out. The requester thus has your correct TIN in reporting these transactions. 

The following table describes the features of the Requested Tax Forms screen. 

Feature Description 

Name This field populates with all parties associated with the loan (borrowers, owners, and 
guarantors). 

4506-C Transcript IVES Enter the tax form number you want to request for the 4506-C IVES for the associated party (ie. 
1040, 1040A, 1040EZ, 1065,1120, 1120A, 1120H, 1120L, 1120S). By entering a  
value, the corresponding form is generated for that party with the tax form populated. If the 
form is not desired, delete any information entered within this text box. 

4506 Tax Return Enter the tax form number you want to request for the 4506 for the associated party (ie. 
1040, 1040A, 1040EZ, 1065,1120, 1120A, 1120H, 1120L, 1120S). By entering a 
value, the corresponding form is generated for that party with the tax form populated. If 
the form is not desired, delete any information entered within this text box. 

W9 Select this option to indicate you want the W9 to select for that party. 
Note: 
The W9 form is not available for Other parties added as they are not parties 
to the transaction. 

 

Eligible Passive Company/Operating Company 
The EPC/OC section is available when the total of borrowers and guarantors exceeds one. 

 
EPC (Eligible Passive Company): This option appears when there are multiple borrowers as an option for each 
borrower. Clicking this check box for a particular borrower indicates that they are an Eligible Passive Company and 
will be indicated as such on various documents with EPC specific information. 

Note 
Only the first borrower should have this EPC check box selected. The first borrower EPC 
information defaults to the Loan Authorization. Setting the first borrower as the EPC also 
generates language on various documents to indicate EPC borrowers accurately (that is, 
Borrower's Certification, Eligibility Questionnaire, etc). 
 

OC (Operating Company): This option appears for each borrower and guarantor when the number of borrowers plus 
guarantors exceeds one. If selected, the documents will print guarantors which are operating companies in addition 
to borrowers who are operating companies. The documents will also print all operating companies except for static 
documents which only have room for the first operating company. 

Debts 
The Debts section is available for all transactions and primarily used for 7a loan documents. 
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Information entered into Debt flows to the Debt Summary worksheet in Financial Analysis. 

• To Whom Payable: Enter the name to whom the debt is payable 
• Account Number: Enter the account number 
• Original Amount: Enter the original amount of the debt 
• Original Date: Enter the original date that the debt incurred 
• Present Balance: Enter the present balance of the debt 
• Monthly Payment: Enter the monthly payment amount of the debt 
• Interest Rate: Enter the interest rate of the debt 
• Maturity Date: Enter the maturity date of the debt 
• Security: Enter items by which the debt is secured 
• Status: Choose the status of the debt, Current or Past Due 
• Refinance: Select this box if the debt is for Refinance purposes 

General Information 
This section requests the number of copies of Form 159. 

 
How many SBA Form 159s (that is, Fee Disclosures) should be created? The default value=1 but you may override if 
more 159s are needed. The value represents how many 159 Fee Disclosure documents are generated which can 
then be filled out by the user for each agent charging for services rendered or to be rendered to the Applicant or 
Lender. 

Private Lender 
The Private Lender section is displayed on the Loan Information tab when the current transaction is a 504 product. 
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This section allows you to calculate the loan terms of the Private Lender portion of the Total Project Cost. The values 
here transfer to the Financial Analysis section in order to perform spreading on both the Private Lender and CDC 
portions of the loan. 

Proposed Use of  Funds 
The Proposed use of Funds screen is displayed on the Loan Information tab when the current transaction is a 504 
product. 
The Proposed Use of Funds section is used to determine the overall Total Project Cost (including Private Lender, CDC 
and Borrower Injections). This section is a replica of the Part B - Section VII on the Form 1244 - Application for 
Section 504 Loan. 

Debenture Pricing 
The Debenture Pricing screen is displayed on the Loan Information tab when the current transaction is a 504 
product. 

 
The Debenture Pricing section is used to calculate the loan terms of the CDC portion of the Total Project Cost. This 
section is a replica of the Part B - Section VIII on the Form 1244 - Application for Section 504 Loan.  The values here 
transfer to the Financial Analysis section in order to perform spreading on both the Private Lender and CDC portions 
of the loan. 

Col lateral  Screen 
The Collateral screen, shown below, allows you to assign multiple types of collateral to a loan. 

 
For procedures on adding collateral to a loan, refer to Adding Collateral. The only fields needed by the program are 
the collateral description, address and owners. 

Note 
The collateral data fields other than description, address, and owners will be needed when 
support for the commercial closing documents is added to TSoftPlus in the future. 
 

Selecting +ALL ASSETS for commercial use displays some or all of the following: 
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The following table describes the features of the All Assets Collateral Information screen. 

Feature Description 

Landlord Consent and 
Waiver of Lien check box 

Selects this document for this collateral item. 

Description of 
Commercial Tort 
Claims 

Only displays if the Landlord Consent and Waiver of Lien check box is selected. 

+OWNER Displays a list of parties to select from to assign as the owner of the collateral. Multiple 
owners may be assigned by clicking the +Owner button again. New parties can also be 
detailed and assigned. 

+LANDLORD Displays a list of parties to select from to assign as the landlord. Multiple landlords may be 
assigned by clicking the +LANDLORD button again. New parties can also be detailed and 
assigned. 

FARM PRODUCTS Clicking '+' lets you add details for each farm product. 

+BUYER Only displays for farm products. 

 
Selecting +NON-RESIDENTIAL REAL ESTATE displays the following: 

 
The following table describes the features: 

Feature Description 

Location Additional address lines can be added by clicking '+' 

Collateral Information 
section 

Document choices and the insurance agency. 

+OWNER Displays a list of parties to select from to assign as the owner of the Real Estate collateral. 
Multiple owners may be assigned by clicking the +OWNER button again. New parties can 
also be detailed and assigned. 
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+LIENHOLDER Displays a list of parties to select from to assign as the lien holder of the Real Estate 
collateral. Multiple lien holders may be assigned by clicking the 
+LIENHOLDER button again. New parties can also be detailed and assigned. 

 

Clicking +SINGLE FAMILY displays the following: 

 
The following table describes the features of the Collateral Information screen. 

Features Description 

Location Additional address lines can be added by clicking '+' 

+OWNER Displays a list of parties to select from to assign as the owner of the Real Estate collateral. 
Multiple owners may be assigned by clicking the +OWNER button again. New parties can 
also be detailed and assigned. 

+LIENHOLDER Displays a list of parties to select from to assign as the lien holder of the Real Estate 
collateral. Multiple lien holders may be assigned by clicking the +LIENHOLDER button again. 
New parties can also be detailed and assigned. 

Selecting +OTHER COLLATERAL displays the following: 

 
Access more specific collateral types by clicking '+.' Fields and information required by each collateral type will vary. 
Make sure collateral descriptions are completed. 

Financial  Analysis and Authorization Screen 
The Financial Analysis and Authorization screen (shown below) allows you to view or modify the Financial Analysis of 
the borrower and affiliates, to view or modify the 7a or 504 Loan Authorization, and to view or modify the Credit 
Memo. 
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Each time a loan is created, a Financial Analysis spreadsheet is created for the specifics of that loan. This spreadsheet 
can be viewed or modified after the loan is created. For more information, refer to Opening the Financial Analysis 
Spreadsheet. 

Optionally, you can import an existing spreadsheet that you wish to associate with the loan. For more information, 
refer to Importing a Financial Analysis Spreadsheet. 

The following table describes the features of the Financial Analysis and Authorization screen. 

Feature Description 

Financial Analysis 

OPEN Allows you to open a Financial Analysis spreadsheet in order to carry out financial spreading. 
Data saved any time during the spreading process will be reflected 
in TSoftPlus. For more information, refer to Working With Financial Analysis 
Spreadsheets. 

IMPORT Allows you to upload a Financial Analysis spreadsheet that has already had financial 
work either partially or wholly completed. For more information, refer to Working With 
Financial Analysis Spreadsheets. 

 
 Note: 

•  Financial Analysis spreadsheets are associated with the borrower record. Therefore, a 
borrower must be present on the loan before the Financial Analysis spreadsheets can be 
opened. If you attempt to open or import a spreadsheet without a borrower, the following 
message appears. 

 

 
 

•  If changes are made to any data that is populated from TSoftPlus down to the Financial 
Analysis spreadsheets (ex. Use of Proceeds, Payment, etc.), then the Financial Analysis 
spreadsheets need to be closed and reopened to reflect the new changes. 

 

 

Feature                                    Description 

Loan Authorization 

 Important: 
If you experience trouble opening the Loan Authorization Wizard, refer to Loan Authorization Wizard 
within the Troubleshooting section for assistance. 
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Feature Description 

OPEN Allows you to open the Loan Authorization Wizard in Microsoft Word. For more 
information, refer to Using the Loan Authorization Wizard. 

 
For Microsoft Word, if you select Disable all Macros with notification, you must perform the 
following steps: 
1. Within the Trust Center, click Trusted Locations and select Allow Trusted Locations  

on my network. 
2. Click the Add new location... button. 
3. Enter the path of the URL used to access your installation of TSoftPlus.  
               Include http:// as part of the path. 
                  Example: http://machinename/wkfs_sba/ 
4. Click OK. 
5. Close Microsoft Word and launch the Loan Authorization from   
               TSoftPlus. 

REMOVE This button is enabled when an existing loan authorization has been opened or saved 
to the transaction. If a Loan Authorization has not been opened or saved, this button is 
disabled. This feature may be useful for the following circumstances: 

• During this time of transition to the new updated loan authorization, existing 
transactions may have been started using the prior version of the loan 
authorization. Click REMOVE to delete the prior version (which permanently 
deletes it and any data entered/saved - see the Important Note below). 

                 The Open buttons can be clicked to launch the latest version of the loan                
                  authorization template. 

• If you inadvertently launched the wrong version of the loan authorization 
(clicked the wrong OPEN button), use the Remove button to remove it and 
start over by clicking the correct Word version OPEN button 
 

If you inadvertently launched the wrong version of the loan authorization (click the 
wrong Open button), use the Delete button to remove it and start over by clicking the 
correct the Word version open button. 

  

 

Feature Description 

Credit Memo 

               
    

 

Open Allows you to open a Credit Memo document. For more information, refer 
to Working with the Credit Memo. 

Note: 
If the transaction is a CapLines loan, the CapLines Loan Authorization is 
displayed. 

Note: 
This button does not enable or disable until the page is refreshed by 
navigating to another page and returning. 

Important: 
Clicking REMOVE permanently deletes the Loan Authorization. Any 
data previously entered is lost. To keep a copy for your records, open 
the Loan Authorization and perform a Save-As to save it locally. 
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REMOVE This button is enabled when an existing Credit Memo has been opened and 
saved to the transaction. If a Credit Memo has not been opened or saved, this 

   SAVE Allows you to save any information or data entered on the screen. 

CANCEL Allows you to return to the previously viewed screen without saving any 
information or data. 

Note 
If the transaction is a 504 transaction, then the 504 Loan Authorization Wizard will be 
presented when opening the Word document. Loan Authorizations for all other products are 
found under Options Data Fill-In. 
 

When work on the Credit Memo is complete, you can save the data back to TSoftPlus in one of two ways: 

• Select File > Save to automatically save all data to TSoftPlus. 
• Select the Close button (X). You are prompted with the message: Do you want to save the changes you made to 

TSoftPlus™?. Select Yes. 
 

When use of Financial Analysis is complete, you can save the data back to TSoftPlus in one of two ways: 

• Select File > Save to automatically save all data in Financial Analysis to TSoftPlus. 
• Select the Close button (X). You are prompted with the message: 
  Do you want to save the changes you made to TSoftPlus™?. Select Yes. 

When use of Financial Analysis is complete and you want to save the spreadsheet locally (not 
directly to TSoftPlus): 

• Select File > Save As to automatically save the file to the location of your choice. You can name the file anything 
and still be able to import it back into TSoftPlus at a later time. 

Document Options Screen 
Selecting Options Data Fill-In on the submenu displays the Document Options screen, as shown below. 
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The following table describes the features of the Document Options screen. 
Feature Description 

Select a Phase Provides a list of the various phases documents are associated with. This allows you to 
change the phase of the document to work with. Each document is associated to a 
phase. Phases for 7a loan transactions are Application Documents, Closing Documents, and 
Post-Closing Documents. When the Document Phase is changed, the Document Options 
expanders and questions dynamically change and reflect those questions pertinent to the 
documents associated to the phase selected. For Express Loan, 
an additional phase, Authorization, is available for the express loan authorization document. 
For more information, refer to Document Phases. 

Form to View First Allows you to select a default form to load in the document view to quickly review or create 
a PDF. This drop list displays all forms available for the phase selected based on the options 
specified. Selecting a form causes that form to load first and is displayed in Document View 
upon clicking VIEW DOCUMENTS. 

•  The first form seen in the Document Drawer for that phase/options selected is the 
default. 

•  Once a different form is selected, that selection remains while working within 
different pages of the transaction. Once exited and recalled, the selection reverts 
back to the default. 

•  If a form is selected to load and either a change to the data within the 
transaction or a change to document options causes that form to no longer 
select, the form to load reverts back to the default. 

Document Options 
Expanders 

Contains data fill-in questions. Clicking the row, for instance, Transaction Data, expands and 
list one or more set of questions for you to answer which is used to determine what 
documents to auto-select (see example below). The questions and values entered may also 
drive language required for certain documents depending upon the answers to the 
questions. 

VIEW DOCUMENTS Evaluates all documents needed and presents the Documents page. 

 
Each question can be reviewed, and you can enter or edit information. Some questions are indicators which are 
presented as a check box, some are drop down lists where you can choose from a list of pre- defined values and 
some are text fields which require you to enter a value. For more information, refer to Document Phases. 

 
Once all questions are reviewed and answered per what is needed for the loan transaction, you can selecting 
VIEW DOCUMENTS to access the documents for that phase. The first document on the list is previewed. 
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Note 
• In addition to using the standard scroll bar to navigation up and down for a single 

document, the following keyboard shortcuts may be used as well: Page Up, Page 
Down, Ctrl+Home, Ctrl+End, Enter key (for a carriage return). 

• The document must have focus for keyboard shortcuts to function. To gain focus, 
click in any editable field. 

 

The Documents page has the following features: 

Feature Description 

Document Name The name of the currently viewed document 

Document View The main part of the page which renders the document in the format/layout designed and 
allows you to enter data directly in the document. 

 Note: 
•  By default, the first document listed in the Document Drawer is 

loaded in Document View for each phase. 

•  Fields that are editable to enter data are highlighted with blue 
background. When tabbing through fields, the field with focus 
changes to white with a blue outline. 

•  When a check box has the focus, it changes to a blue highlight. 

 

Expand/Collapse Some documents may have an expand/collapse function. Clicking on the expand symbol 
expands the section and includes the language associated to the item being expanded. 
Clicking the collapse button (-) hides the language. 

 

 
Conditions Some documents may include conditions which are represented with a question mark (?) 

in document view. Clicking the question mark displays a prompt to answer a 
question or input data that is used in determining the language and formatting the text in 
relation to that section of text. 
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Feature Description 

Data Entry Drawer Organizes all data fields available on the document in a list view to the left of the 
document. Click the gray area of any labeled expander to display or hide the data items. 
Click the Data Entry expander arrow (positioned at the top left of the body of the 
displayed document) to hide or show the section. 

Data can be entered using the data entry view. The field selected in data entry highlights 
with a blue border all corresponding fields in the Document View that relate to the field in 
focus. 

 

 
 
 Note: 

•  The field in Document View is highlight based on the field that 
has focus in Data Entry (see above). 

•  Right Pane-Scroll Indicator: Hovering over the colored bar in the 
right document scrollbar displays additional information about 
the scroll location of the fields highlighted. The bar lines up with 
the scrollbar when the page that relates to the field in focus in 
data entry is in view . 

•  Field Indicators: Click the green Additional Data or the blue 
Location boxes to temporarily remove the location indicators 
from Document View. The indicators display again once a field is 
in focus in data entry. 

 

Documents Also called the document drawer. Displays the total number of documents auto- selected in 
parentheses. Click the tab to open or close the document drawer. For more information, 
refer to the following section, Document Drawer. 

Back to Document 
Options 

Saves any information entered and returns you to the Document Options page. 

DONE Assembles all information and generates all documents in a PDF format, and then presents 
the Summary page. 
Upon clicking DONE, if there any documents with an In-Progress status, a message is 
displayed informing you of all incomplete documents, defined as those with an In- 
Progress status (see below). You can click Yes to continue with generating the PDFs or click 
No to return to the Document page. 
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Feature Description 

DONE  
(cont’d) Upon clicking DONE, if documents have already been created to PDF, a message 

displays asking you if you want to overwrite the documents that have already been 
created. You can click Yes to continue with generating PDFs or click No to return to 
the document page. 

If no documents are selected in the Document Drawer, you will receive the 
following message. 

 
 

Data Entry Validation TSoftPlus validates a value entered and matches the required data type format. If     
a value is entered that is an invalid data type format for a given field, a message  
is displayed indicating the data type entered and the valid data type that is 
required. 
Clicking the CLOSE button clears the invalid value entered and returns the cursor to 
the field to input a new value. Example: 

 
 Default Data with 

Override Ability - Cannot 
Restore 

Some fields in the documents will default with data but can be overridden if 
preferred. 
Clicking in a field presents text area to enter a new value that overrides the existing 
default. To restore the original value, press the Esc key before leaving the field. 
Concatenate Business Applicant Borrower Names: The following documents have 
been modified to concatenate borrower’s names and print all in the Applicant 
Business fields (see example below). The defaulted value may be overridden. 
• Form 1920-Lender's Application for Guaranty 
• Form 159-7a Fee Disclosure and Compensation Agreement 
• PLP Loan Authorization Transmittal 
• Form 413-Personal Financial Statement 
 
 
 
 

 

Note 
For a listing of the documents available in TSoftPlus, refer to Forms List in the Appendices. 
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Document Phases 
The various options in the Document Phase Selection List displays different expanders and questions, based on your 
selection. The following table summarizes the displayed information for each option. 

Selected Phase Displayed Features 

Application Documents  

 
•  CAPLine Program: This question appears for CAPLine loan transactions, 

identifying the type of CAPLine transaction. Values are: 
- Working Capital 

- Builder 

- Contact 

- Seasonal 

This question is required for E-Tran processing. 

•  Change of Ownership Transaction: Checking this box indicates that the transaction 
is a change of ownership and will generate the Change of Ownership Guidance 
document. 

Authorization 
Documents 

The Authorization Phase is available for Express loans. No options are available, but the 
selected document can be viewed, and its fields edited by clicking DATA FILL-IN. 

Closing Documents •  Form 601-Compliance Agreement for Construction Loan Required: Checking this box 
indicates that the loan is for Construction and generates the Form 601. 

•  Other collateral related questions may appear as well. 

Post-Closing Documents 
(not applicable to 504 
transactions) 

•  2237-Post Approval Action Checklist: Checking this box generates Form 2237. 

•  Guaranteed Interest Being Sold: Checking this box generates Form 1086- 
Secondary Participation Guaranty. 

•  Transfer of Participation Agreement is Required: Checking this box generates the 
Transfer of Participation Agreement. 
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Summary 
Clicking SUMMARY DOCUMENTS from the submenu displays the Summary page. 

 
The Summary page is divided into two sections: 

• SUMMARY - lists the following general information about the loan transaction 
‒ SBA Loan Number 
‒ Transaction Name 
‒ Credit Score 
‒ E-Tran Status 
‒ SBA Loan Auth 
‒ Upload Documents 
‒ Status 
‒ Total (loan amount) 
‒ Loan Type 
‒ Payment Terms 
‒ Created by name, date and time 
‒ Last Modified by name, date and time 

It also displays the borrowers and guarantors associated to the loan transaction and their corresponding name 
and address information. 

• DOCUMENTS - lists all loan documents organized by document phase.  
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The following table describes the features of the Summary page. 
Features Description 

Status Allows you to change the status of the loan. Options are: 
•  In-Process 

•  Approved 

•  Closed 

•  Active 

 Note: 
This setting affects how the loan is reported in Loans by Status on the 
Dashboard. 

 

Credit Score Blank before submission. Otherwise lists the numerical credit score. 
E-Tran Status Displays the current E-Tran status. The E-Tran Status is a hyperlink and can be clicked at any 

time to display the E-Tran response page. 

SBA Loan Auth After E-Tran submission, click Submit, login, and upon successful submission the loan 
authorization PDF will open. Once obtained, a link, SBA Loan Authorization, is displayed, 
giving you access to the loan authorization PDF at any time. Note that SBA Loan Auth is 
not available for SBA Express, Export Express or CAPLine loans. 

Upload Documents Allows you to send documents to the SBA after the ETRAN RESULTS screen shows a returned 
status of Awaiting Documents for non-delegated 7a loans. 

CHANGE ORG/LOAN This feature allows you to change the organization, jurisdiction, or loan program type for 
the transaction currently being viewed. 

 Note: 
•  Any previously generated PDFs are deleted and must be re- 

created when using this feature. 

•  Clicking this button displays the Organization/Loan Type Update 
Transaction page. The Organization, Transaction Jurisdiction 
and Loan Type default with the choices that are currently selected 
for the transaction. 
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Features Description 

CHANGE ORG/LOAN 
(cont'd) 

 
Note: 

•  Organization: The organization options include only those 
options available to the you as a user, based on the setup in 
Administration. If you do not have access to the organization 
currently associated to the transaction, the organization does 
not default and a different organization must be selected. The 
organization currently used for the transaction can be found on 
the Summary page - Organization Name. 

•  Transaction Jurisdiction: If the organization is changed, the 
jurisdiction changes and defaults to the address state of the 
organization selected but can be overridden. 

•  Products: The product of the current transaction is highlighted 
in blue. Select the new product by clicking the product in the 
list of choices. Selecting a different product (loan program) can 
not be done for 504 loan transactions. If the loan transaction is 
504, the CHANGE ORG/LOAN button is not available. If the loan 
transaction is a program other than 504, the product listing 
excludes 504 products, preventing changing the transaction to a 
504 product. 

 Important: 
Changing the loan program does not automatically recompute 
payment results. If you are changing the loan program, it is important 
to review and adjust all options on the Loan Information page (for 
example, some payment options are not available for all programs. 
Revolving is an option only for Express programs.) Click the COMPUTE 
button so results update and calculate accurately per the rules for the 
loan program selected. 
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Features Description 

CHANGE ORG/LOAN 
(cont'd) 

E-T ran Status Check: Clicking OK initiates a check of the E-Tran status of the 
transaction. 

•  This feature can not be used if the transaction was previously submitted to E- 
Tran with an approved status if there is an SBA Loan Number populated for the 
transaction. The following message displays informing the user of this scenario. 

 

 
Click CLOSE to close the dialogue box and return to the Summary page. 

•  If the E-Tran status is acceptable, the following dialogue box is displayed. 

 

 
Click YES to continue or NO to return to the Summary page. 

SUBMIT (Credit Score) Allows you to submit the loan application for a credit score. For more information, 
refer to Using Credit Scoring. 

SUBMIT (E-Tran) Allows you to submit the loan application using E-Tran. For more information, refer to 
Submitting a Loan Using E-Tran. 

EXPORT XML Allows you to export the transaction information into an XML file to save locally and 
then send electronically (email, etc) to another user of TSoftPlus. 

IMPORT XML Allows you to import transaction information (including E-Tran results and SBA number 
if applicable) that you received from another user of TSoftPlus. 

Documents Filter 
 

 

This filter contains a list of only the phases for documents that where created. Possible 
phases include Application, Authorization, Closing, and Post-Closing. This list allows 
you to filter on a given phase (or all phases) and only those documents in that phase 
can be selected to print using the Print by Phase feature. The default is All Documents. 
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Features Description 

CHANGE ORG/LOAN 
(cont'd) 

E-Tran Status Check: Clicking OK initiates a check of the E-Tran status of the 
transaction. 

•  This feature cannot be used if the transaction was previously submitted to E- Tran 
with an approved status if there is an SBA Loan Number populated for the 
transaction. The following message displays informing the user of this scenario. 

 

 
Click CLOSE to close the dialogue box and return to the Summary page. 

•  If the E-Tran status is acceptable, the following dialogue box is displayed. 
 

 
Click YES to continue or NO to return to the Summary page. 

SUBMIT (Credit Score) Allows you to submit the loan application for a credit score. For more information, 
refer to Using Credit Scoring. 

SUBMIT (E-Tran) Allows you to submit the loan application using E-Tran. For more information, refer to 
Submitting a Loan Using E-Tran. 

EXPORT XML Allows you to export the transaction information into an XML file to save locally and then 
send electronically (email, etc.) to another user of TSoftPlus. 

IMPORT XML Allows you to import transaction information (including E-Tran results and SBA number if 
applicable) that you received from another user of TSoftPlus. 

Documents Filter  

 

This filter contains a list of only the phases for documents that where created. Possible 
phases include Application, Authorization, Closing, and Post-Closing. This list allows you to 
filter on a given phase (or all phases) and only those documents in that phase can be 
selected to print using the Print by Phase feature. The default is All Documents. 
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Features Description 

Documents Header Bar Shows the phase of documents, last modified by name and last modified by date/time. 

There is a process that continues to check if the PDFs are generated with a message 
PROCESSING... until they are generated (see below); once completed, the 
documents will be listed for that phase and the dark blue header bar will update the 
status. 

 

If PDFs previously existed for the phase generating PDFs, they will be cleared (removed) 
and the dark blue header bar for that phase will update and include a status message 
stating 

PROCESSING... until the new docs are generated. While documents are 
processing, you can go to other areas in the transaction to continue working. 

When documents are created, the most recent documents appear at the top of the list. 

 Loan Documents Click any document name in the list to open the document in PDF format. 

 UPLOAD (PDF) Allows you to add additional PDF documents to the Documents list.  
Any documents added in this manner are placed in the Additional Documents 
category. for more information, refer to Adding Additional Documents to a Loan. 

 
DELETE (PDF) Provides the ability to select one or more documents to delete. 

 

  PRINT (PDF) When PRINT (PDF) is clicked, TSoftPlus creates and displays a PDF containing the 
documents selected using the check boxes along the far right of each document. 

 
• Select All: Selects all documents. When PRINT (PDF) is clicked, this feature causes all 

documents to print to a single PDF and opens it within Adobe Reader, allowing you to 
view, print or save the file. 

  

 

Note: 
The maximum size for a file upload is 5MB. 



©2023 Wolters Kluwer N.V. and/or its subsidiaries.  All rights reserved. 51 

E-Tran 
Loan Origination System Electronic Transfer, or E-Tran, is part of the SBA's On-Line Loan Application process. With E-
Tran SBA lenders can now quickly and easily transmit loan information and receive responses from the SBA. An SBA 
lender can submit a loan application electronically from within TSoftPlus and receive an immediate response from 
the SBA, either a loan approval or reasons why an approval was not granted. An approved request is assigned a loan 
number. 
If the lender is a Preferred Lender Participant or the loan transaction is for an Express loan, the user may want to 
submit the loan application for approval using the E-Tran feature. 

Submitting a Loan Using E-Tran 
To utilize E-Tran, you must first sign up with the SBA. For information on E-Tran and how to obtain a user name and 
password, refer to http://www.sba.gov/aboutsba/sbaprograms/elending/etran/index.html. 

1. From the Summary page, click SUBMIT. The following screen appears. 

 

Note 
• The User ID, E-Mail address, and Location ID fields appear blank if no submissions 

have previously been made. Once populated and submitted, the values are stored 
locally and automatically populate for subsequent submissions. 

• The Location ID identifies a Lender's physical location. Each lender has a Location ID 
for each location when applicable. Your Location ID was part of your institution's SBA 
GLS authorization registration. 

• Clicking the requirements link displays the eligibility questions set forth by the SBA. 
 

2. Enter your user name, password, email, and location ID in the provided fields. Then click Submit. The E-
Tran response page is displayed. 

 
If the status is Approved, the E-Tran response page is displayed, and the status is Approved. The page also 
returns an approval date and SBA Loan Number, as well as the Loan Amount approved, the Guaranty Fee 
and Borrower's Name. The SBA Loan Number displays on the Summary page in the Loan Summary section. 
Click PRINT to send the Approval message to a printer for paper record keeping. 

http://www.sba.gov/aboutsba/sbaprograms/elending/etran/index.html
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Click XML to save the XML file to a location on your computer. This feature is useful if troubleshooting with 
the Help Desk is necessary. 
 
If an application is missing key information, or has other problems, the loan submission may be returned as 
an error. If errors are encountered, you will see the following message and the E-Tran status on the 
Summary page will change to Error. You will need to correct any errors and then resubmit the transaction. 
 

 
The Error column on the left is the error as received back from E-Tran. The Location column on the right is 
the location you can go to correct the error. It can either be a document name with page number and field, 
or a screen with expander and field names in TSoftPlus. If there is no applicable location available to 
correct the error, a message is displayed stating 

 No location available. 

Click PRINT to print the Error messages and Locations. 
 
Click XML to save the XML file to a location on your computer. This feature is useful if troubleshooting with 
the Help Desk is necessary. 
 

3. Click OK to return to the Summary and Documents page. 

Note 
• If a user attempts to Submit a loan that has already been approved by E-

Tran processing, the following message will display.  

 
The system checks to see if a SBA Loan Number has previously been 
returned from the E- Tran service. If the SBA Loan Number was manually 
entered by the user on a document and the user attempts to Resubmit, the 
system will not display the Duplicate Submission message because it wasn't 
originally submitted/approved via E-Tran service. 

• If an error was returned, the Summary and Documents page reflects the 
error, as shown below. The blue text shown is a hyperlink that allows you to 
view the error from the E-Tran response page. 
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• Another link, E-TRAN HOMEPAGE, allows you to view the E-Tran web site in 

another browser window, where you can log on and view your submission. 
 

Tip 
For information tips pertaining to E-Tran, refer to E-Tran-Specific Tips in the 
Appendices. 
 

Upload Documents 
Functionality was added so documents for 7a loans can be sent to the SBA from TSoftPlus instead of using the SBA 
website. For non-delegated 7a loans, you can now send documents to the SBA after the ETRAN RESULTS screen 
shows a returned status of Awaiting Documents. 

After you receive an Awaiting Documents status on the ETRAN Results page, UPLOAD DOCUMENTS displays under 
the E-TRAN STATUS line. Click the SUBMIT button next to UPLOAD DOCUMENTS to send documents to the SBA. 

 
Complete the information on the DOCUMENT UPLOAD screen including adding the documents to upload. Click the 
SUBMIT button to send the documents or the CANCEL button to cancel the upload. 
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The DOCUMENT UPLOAD STATUS screen will display after documents have been successfully uploaded. 

 
 
You can view the status of the uploaded documents by selecting the DOCUMENT UPLOAD STATUS link. Click the 
PRINT button to print the status or the CLOSE button to close the screen. If you did not upload all the documents, 
the DOCUMENT UPLOAD STATUS screen will display both the uploaded documents and the remaining documents 
needed uploading as shown below. 
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If more documents need uploading, return to the Summary Documents page and click the SUBMIT button again on 
the UPLOAD DOCUMENTS line. The DOCUMENT UPLOAD screen will display allowing you to upload the remaining 
documents. The previously uploaded documents will also display. Complete the information including adding the 
remaining documents to upload. Click the SUBMIT button. 

 
After all documents are uploaded, the Summary Documents page will display with Review for the E-Tran status. And 
the UPLOAD DOCUMENTS line disappears. 
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Using Credit Scoring 
 
Use the Credit Score capability to pre-score a loan without having to submit the loan for approval. You can use this 
information to evaluate a loan and decide if it is worthwhile to submit. 

1. To begin the credit scoring submission process, click SUBMIT to open the details screen. 
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Note 
• The User ID, E-Mail address, and Location ID fields appear blank if no 

submissions have previously been made. Once populated and submitted, 
the values are stored locally and automatically populate for subsequent 
submissions. 

• Clicking the requirements link displays the eligibility questions set forth by 
the SBA. 

• The Location ID identifies a Lender's physical location. Each lender has a 
Location ID for each location when applicable. Your Location ID was part of 
your institution's SBA GLS authorization registration. 

 

2. Enter your user name, password, email, and location ID in the provided fields. Then click SUBMIT. A 
numerical credit score will be returned. 

 

Quick Quote Screen 
Quick Quotes provide you with the ability to create a quote for a customer with minimal information, allowing you 
to check NAICS eligibility as well as compute a payment. The quote can then be managed (viewed, edited, deleted) 
separate from loan transactions or converted to a loan transaction. The following screen displays the Quick Quote 
screen with all sections expanded. 
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Clicking SUMMARY displays the Quick Quote Summary page (below) with the name of the TSoftPlus user printing 
the quote, the printing date and other general information collected in the top section of the Quick Quote page, 
including: 

• Quote Name 
• Name 
• Phone 
• Email 

 
PRINT displays the standard Windows Print dialog, allowing you to print the Quick Quote Summary. Exit closes the 
Quick Quote Summary window and returns you to the Quick Quote page. 
Lastly, a short description of the NAICS code and Notes are displayed on the Quick Quote Summary screen. You can 
print this letter to add in the borrower's loan file. 

For more information on the individual sections, refer to the following: 

• Loan Term 
• Use of Proceeds 
• Loan Payments 
• Eligibility Screen (for Industry Codes information) 
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Manage Existing Transactions Screen 
The Manage Existing Transactions screen allows you to search for loan transaction. 
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The following table describes the features of the Transaction screen. 

Feature Description 

Party 
 

Allows you to enter a partial or full name of a party. The search function is not case 
sensitive and returns any transactions where the party is assigned any role to the 
transaction; borrower, owner, guarantor, signer, affiliate or creditor. 

If multiple text strings are entered, the function searches the string in the entity's 
business name field and combinations of the multiple strings in the individuals first and 
last name fields (excludes middle name). 

Examples: 
•  Two strings entered: 

John Doe entered in the party field returns the following transactions: 
- "John Doe" is found in the Entity's business name, OR 

- "John" is found in the first name and "Doe" is found in the last name, OR 

- "Doe" is found in the first name and "John" is in found in the last name 

•  Three Strings entered: 
John George Doe entered in the party field returns the following 
transactions: 

- "John George Doe" is found in the Entity's business name, OR 

- "John" is found in first name and "George Doe" is found in the last name, 
OR 

- "George Doe" is found in first name and "John" is found in the last name, 
OR 

- "John George" is found in first name and "Doe" is found in the last name, 
OR 

- "Doe" is found in first name and "John George" is found in last name. 

Organization Provides a list of all organizations that exist in Administration. The default is no 
organization selected (blank). 

Status Allows you to select the status of a loan to search for. Options are: 
•  In Process 

•  Inactive 

•  Approved 

•  Closed 
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Feature Description 

Dates Allows you to select a date limit to search for. Options are: 
  Modified 

• Date Range 
• Last 30 Days 
• Last 60 Days 
• Last 90 Days 

•  Last 365 Days 

•  All Dates 

  Created 
• Date Range 
• Last 30 Days 
• Last 60 Days 
• Last 90 Days 

•  Last 365 Days 

•  All Dates 

Selecting Date Range displays fields for you to specify the To and From date range to 
search on. 

If searching on Created dates, you can hover over the Created Date/By in your search 
results to view the Modified Date/By. 

If searching on Modified dates, you can hover over the Modified Date/By in your 
search results to view the Created Date/By. 

Transaction Name Allows you to enter a transaction Name for the search. The search returns only an 
exact match. 

User Allows you to search for transactions created or modified by a specific user. Users are 
created in Administration. 

Program Allows you to search for a specific program (created in Administration). If an 
Organization is selected, the list of Programs is filtered and shows only those applicable 
for the Organization selected. 

SBA Loan Number Allows you to search for a loan with a specified SBA Loan Number. 

Sort By Clicking on the up/down arrows for a column allows you to sort the results based on 
the data in that column. 

ETran Status Allows you to search for loans in a specific ETran Status. 

Search Begins the search for transactions, returning results based on your criteria. Pressing 
Enter on your keyboard when the cursor is in any of the fields invokes the search. 

Export Visible if user has the “Download Manage Transactions Report” 
permission.  Clicking on this button will download the results of the search as a 
CSV file.  NOTE:  Only the first 1000 results will be included.  Results will include 
the following fields: 
 · Transaction ID 
 · Org Short Name 
 · Org Legal Name 
 · Program 
 · First Entity Borrower Name 
 · First Individual Borrower Name 
 · First Owner Email 
 · First Signer Email 
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Feature Description 

Export cont’d  · SBA Loan Number 
 · Transaction Name 
 · Transaction Status 
 · ETran Status 
 · ETran Submission Date 
 · PPP Status (PPP Only)  
 · Form ID (PPP only) 
 · Forgiveness Submission Date (PPP Only) 
 · Loan Amount 
 · Date Created 
 · Created By 
 · Date Modified 
 · Modified By 

 

Hovering over a record, displays icons on the far right for copying or deleting. 

 
• Delete Icon - Deletes the record from the system. A message is displayed to confirm your choice. 
• Copy Icon - Creates a new transaction and copies data from the selected transaction. After confirming your 

choice, the following message is displayed, allowing you to choose to change the Org/Loan type. 
 

Note 
• The Copy feature copies all information except Financial Analysis and the Loan 

Authorization (7a and 
504). All data entered on the workflow pages (Parties, Eligibility, Loan Information, 
Collateral) and all data entered directly on the documents are copied to the new 
transaction. 

• If you do not change the Organization/Loan Type, the Organization/Loan Type from 
the existing transaction is copied to the new transaction. This includes Organization, 
Transaction Jurisdiction, and Loan Type. 

• When copying from a transaction where the Financial Analysis Excel template was 
used to populate the Form 1244 (504), the financial spread information on this form 
copies to the new transaction. The financial spread information on this form resets 
once the Financial Analysis Excel template is opened and saved when modifying the 
new copied transaction. 
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• The Created By and Modified By Username and Date/Time update with the user 
performing the copy. 

• The SBA Loan Number from the existing transaction does not copy to the new 
transaction. 

• The ETran status is reset to Not Submitted. 
• The Status of the Transaction is reset to In Process. 

 

Clicking a record opens the loan transaction to a specific page based on the loan status: 

If the Record Status is: Clicking the Record Opens: 

In Process and Inactive Loan Parties Page 

Approved Document Criteria Page 
Closed Loan Summary Page 

Note 
If multiple users are modifying the same party record, the first user to Save the record takes 
precedence and the party record is updated with the edits they made. When the secondary 
users attempt to save the record, the party record closes and the user will receive the 
following message: 

 
The second user must reopen the party record to enter and save new information. 
 

Import Loans Screen 
 
The Import Loans feature allows you to import loan information into TSoftPlus. The import process utilizes an XML 
file, which includes Applicant and Principal information, as well as some loan information. This XML file must 
conform to our Import schema, which can be found on our Software Support web site.  More details can be found in 
the Importing Loans topic in this guide. 

 

 
The following table describes the features of the Import FormMaster+ screen. 

Feature Description 

Organization Allows you to select the organization to which the imported data will be associated. 
Only organizations that you are associated with are provided as options. 

Jurisdiction Allows you to select the state of jurisdiction for the imported data. This feature 
defaults to the address state for the selected Organization. 
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Program Allows you to select the type of program for the imported data. Options include the 
policies that are configured for the selected Organization. 

Selected File(s) Displays the files currently selected to import, as well as the status of the active 
import. Clicking the arrow expands and contracts the list to display or hide the files. 

 

System Settings 
 
You can access the System Settings by hovering over the menu button and clicking System Setup from the System 
group. 

Note 
You will not see System Settings as a menu choice if you are running TsoftPlus in a hosted 
environment. 
 

The System Settings page is displayed. 

 
 

The following table describes the features of the System Settings Screen. 

 

Feature Description 

Access Code Enter the Access code provided to you. The Access code provides access to specific 
documents, based on the features your organization purchased. Click VALIDATE after your 
code is entered. 

Update TSoftPlus 
content 

Allows you to update the TSoftPlus content. Browse to the location of the content update 
file and click UPATE CONTENT to initiate the update. 

 

Procedures 

New Loan Workflow 
 
Create New Loan is the function used to create a new SBA loan transaction within TSoftPlus. The Create New Loan 
feature has several components to it with a general workflow of steps once the Organization and Loan type 
selections are made. This workflow is flexible in that the user is not forced to complete each step and can easily 
jump from one step to another if desired. 
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The following list summarizes each step of the workflow. 

• Parties: This step allows you to assign parties to a particular role for the transaction. Transaction roles include: 
‒ Borrower 
‒ Guarantors (Limited or Unlimited) 
‒ Creditors 

• Eligibility: This page allows you to define Franchise information and set the Industry Code (NAICS) and RMA code 
for financial analysis. 

• Loan Information: This page has multiple expander sections. You can enter use of proceeds and terms of the loan 
and can view the amortization schedule. Additional expanders include capital injection information and selection 
for government documents needed for parties on the transactions (4506-C IVES, 4506 and W9 form selection). 

• Collateral: This page allows you to define all collateral and owners, including real estate and non-real estate. 
• Financial Analysis & Authorization: This page includes options for working with the Financial Analysis 

spreadsheet templates to perform spreading. This includes worksheets to do affiliate analysis and global cash 
flow. The second expander allows you to launch the SBA Loan Authorization wizard. For more information, refer 
to Using the Loan Authorization Wizard. 

• Options & Data Fill-In: This page allows you to work with the various documents that were auto-selected and 
populate the data needed for each document, and well as generate final documents in PDF format. 

• Summary & Documents: This page summarizes key information about the loan transaction. It allows you to 
review generated documents organized by phase. It also provides functionality for you to submit loan 
applications to the SBA using the E-Tran service. 

 

Adding a Loan Party 
 

1. While working with a loan, click PARTIES from the menu. 

 

 
2. Select and click one of the following: 

• +BORROWER 
• +UNLIMITED GUARANTOR 
• +LIMITED GUARANTOR 
• +CREDITOR 

The Select a Party screen is displayed. 
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3. Browse or search for a party you wish to add for your loan party. 

Note 
You can also create a new pary from this screen. 
 

4. When you have located the party, click the party listing to select it. You are returned to the Loan Parties 
screen with the new party in the chosen party type list. For example, if +BORROWER was selected in step 2, 
the party selected would be added to the Borrowers list on the Loan Parties screen. 

Adding an Individual  Party 
The Manage Parties screen allows you to add an individual party. An individual party is a party comprised of a single 
person. 

Note 
You will no longer be able to create a new loan or view all loans when hovering over a party in 
the Manage Party screen. 
 

1. From the Loan Transactions section of the main menu, click MANAGE PARTIES. The Manage Parties screen 
is displayed. 

 
 

2. Click +INDIVIDUAL. The Create Party screen is displayed. The Party ID field is not utilized in TSoftPlus. 
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3. Enter as much information on the new party as possible 

Party Information: 

• Copy button - Use this button,   , to copy an address from another party record. After 
clicking this button, you can search on the list of existing parties using a search box or increase the 
number of entries to display and scroll through the list. 
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• SSN:  Social Security Number. A business needs an EIN in order to pay employees and to file 
business tax returns. To be considered a Partnership, LLC, Corporation, S Corporation, Non-profit, 
etc a business must obtain an EIN. Those business that do not are considered proprietorships and 
the Owner / Operator SSN is used on any tax documents. Field has mask for format of SSN with 
dashes. 

Note 
  The system does not prevent creating multiple parties with the same SSN. 

 

• Expand and collapse sections of the screen using   and   . 
4. Click SAVE. The new party is created. 

Adding an Entity Party 
 
The Manage Parties screen allows you to add an entity party. An entity party is a party comprised of a company or 
group and not a single person. 

1. From the Loan Transactions section of the main menu, click MANAGE PARTIES. The Manage Parties screen 
is displayed. 

Note 
To see more party detail, click the expander to the left of a party name. 
 

 
2. Click +ENTITY. The Party Information screen is displayed. Note: The Party ID field is not utilized in 

TSoftPlus. 
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3. Enter as much information on the new party as possible. 

The fields within this screen include a number of unique fields: 

• The Land Trust Trustee OR A Land Trust checkbox is not selected by default. You should check 
this checkbox when borrower has a Real Estate Collateral and the State location is Illinois. The 
data to show that the borrower is Illinois Land Trustee flows to the Note. Previously this question 
was answered when viewing the Note in Document View. 

• The US Business checkbox is currently not functional. 

• Date Established: Date in which the business was established. 

• Established State: The state in which the business was formed. 

Clicking +RELATED allows you to associate one or more existing related parties to this Entity. Click the 
+RELATED button for each related party you wish to add. 

Note 
If there are more than four Related Parties, the scroll bar is enabled for the related 
parties section, allowing you to scroll to view and edit all related parties. 
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Related Party Data: 

• Party Name: Displays the name of the party (Individual, Sole Proprietor or Entity name) 
• Owner checkbox: Indicates the related party is an owner of the business entity. 
• Ownership %: Conditional - Field is enabled when Ownership check box is checked. Enter the 

percent ownership this related party has in relationship to the business entity. 
• Signer checkbox: Indicates the related party is a signer of the business entity. 
• Signer Title: Conditional - Field is enabled when Signer Title check box is checked. Enter the title 

of signer. 
• Affiliate check box: Indicates that the related party is an affiliate of the business entity 

 

Note 
You will need to set the Affiliate checkbox as needed to meet the SBA 
Affiliates rule and that at least 1 owner needs to be an affiliate. 
 

• Subject Individual check box: Indicates the related party is a subject individual. The system 
automatically creates a Form 912-Statement of Personal History and 1919- Borrower Information 
Form for any individual flagged as a Subject Individual even if they are not an Owner. Only 
individuals and sole proprietors can be a subject individual. 

Note 
When the entity borrower is owned by another entity, create entity 
parties for both the entity borrower and the owning entity. To obtain a 
Form 912 for the owning entity, select the Subject Individual check box for 
that entity. 

 

4. Click SAVE. The new party is created, and you are returned to the Manage Parties screen 

Adding a Sole Proprietorship Party 
 
The Manage Parties screen (as well as the Select a Party screen) allows you to add a sole proprietorship party. A sole 
proprietorship party is a type of entity that is an unincorporated business owned and operated by one person or, in 
some jurisdictions, by a husband and wife. 

1. Click +SOLE PROPRIETORSHIP. The Create Party screen is displayed. 
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Note: The Party ID f ield is not utilized in TSof tPlus. 
                                                                                                           

2. Enter as much information on the new party as possible. 

Clicking +RELATED allows you to associate one or more existing parties to this Sole Proprietorship.  
Click the +RELATED button for each related party you wish to add. 

3. Click SAVE. The new party is created. 
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Adding a Related Party 
This screen allows you to associate an existing party with the party you are creating or editing. 

To add a related party: 
1. Click +RELATED to see the list of existing parties as well as use the ability to create a brand new party. 

The Related Parties screen is displayed. 

 
 

2. Browse or search existing parties for a party you wish to add as a related party. Select to add the party. 
3. To add a new related party, click +INDIVIDUAL, +ENTITY, or +SOLE PROPRIETORSHIP and fill out the 

related party information as you would for any other party. 
4. As you add related parties, you will see a new hierarchy button next to +RELATED. 

 
 

5. Clicking the hierarchy button   displays the relationships between all of the parties. 

 

Related Party Details 
 

When you select a related party, the details of the relationship are defined in Related Party Details. 
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Select those fields appropriate for the related party. The Signer/Trustee checkbox only shows for Entities that are 
Trusts, that is, Trust has been selected from the Entity Type dropdown, or the Land Trust Trustee or Land Trust 
checkbox has been selected. For all other entities the checkbox is Signer. Note that for Signer/Trustee, the title 
Trustee will default as the title, but it can be edited. The Beneficiary checkbox only displays for Trusts. A related 
party cannot be both a signer and a beneficiary. TSoftPlus does not use the beneficiary data at this time but 
Beneficiary is displayed in the Related Party Relationship column. 

Using Nested Entities 
A transaction must have at least one entity borrower or guarantor to use nested entities.  

Up to three levels of entity signatures are supported. 

1. To support multiple levels a SIGNERS button displays on the Parties screen whenever there is at least one 
entity borrower or guarantor in the transaction. 

 
2. A list of the entity borrowers and guarantors and their signers is shown in a hierarchy structure with check 

boxes in front of each non-entity signer, individuals and sole proprietors, when SIGNERS is clicked. 

 
3. Select check boxes to choose the signers to use in the transaction and click SAVE. 
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Working With Loans 

Loan Workf low Overview 
 
Create New Loan is the function used to create a new SBA loan transaction. This feature has several components to 
it with a general workflow of steps once the Organization and Loan Type selections are made. This workflow is 
flexible in that the user is not forced to complete each step and can easily jump from one step to another if desired. 

 
 
The proceeding are the steps following Organization and Loan Type Selection. 

Parties: This step allows the user to assign parties to a particular role for the transaction. Transaction roles include: 
Borrower, Guarantors (Limited or Unlimited) and Creditors. 

Eligibility: This page allows the user to define Franchise information and set the Industry Code (NAICS) and RMA 
code for financial analysis. 

Loan Information: This page has multiple expander sections. The user enters use of proceeds and terms of the loan 
and can view the amortization schedule. Additional expanders include capital injection information and selection for 
government documents needed for parties on the transactions (4506-C IVES, 4506 and W9 form selection). 

Collateral: This page allows the user to define all collateral and owners, including real estate and non- real estate. 

Financial Analysis & Authorization: This page includes options for working with the Financial Analysis spreadsheet 
templates to perform spreading. Includes worksheets to do affiliate analysis and global cash flow. The second 
expander allows the user to launch the SBA Loan Authorization wizard. 

Options Data Fill-In: This page allows the user to work with the various documents auto-selected and populate the 
data needed for each document and well as generate final documents in PDF format. 

Summary Documents: This page summarizes key information about the loan transaction. It allows the user to 
review documents generated organized by phase. It also provides functionality for the user to submit loan 
applications to the SBA using the E-Tran service. 

Creating a Loan 
1. From the Main menu, select CREATE NEW LOAN under the Loan Transactions menu group. The Create 

New Transaction screen provides a list of all configured transaction types. 
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2. The TRANSACTION NAME can be entered now or later in the loan on the summary page. 

3. From the ORGANIZATION list, associate an organization with this new loan. 

Tip 
The Organization list contains all organizations that are setup in Administration. 
The organization defaults to the one assigned to a particular user. If that user is 
assigned to a parent organization, they will be able to see and select from all 
child organizations from the list. 

 

4. The Transaction Jurisdiction list defaults from the Jurisdiction values entered in Administration. If no value 
was entered for the jurisdiction field in Administration, the transaction jurisdiction defaults to Alaska. If this 
is not correct, you will need to select a state from the transaction jurisdiction dropdown list when you 
create a new loan. 

Note 
When a transaction is created, the Document Execution State (a Document 
Options question and primarily needed for the Note) defaults with the 
Transaction Jurisdiction State. It can be overridden within 
Options -->  
Data Fill-In. 

 

5. Select a product from the Transaction list. 

• Any product created in Administration is listed. 
• Selecting a transaction type enables the CREATE button. 

 
6. Click the CREATE button to move to the Loan Parties page. 

The SAVE button can be used at any time to save this transaction. You can return to this transaction at any 
time using the Manage Existing Loan feature. 

Adding a Borrower 

Note 
Adding a Sole Proprietor or Individual borrower as a guarantor is not required. 
 

1. Access the Borrowers information by: 
• clicking the BORROWERS link on the Parties screen, or 
• clicking the PARTIES link on the Submenu at any time that the Submenu is visible 

Note 
• If the loan is for an EPC/OC (Eligible Passive Company/Operating Company) 

situation, the EPC borrower must be added as the first borrower in order 
for documents to generate accurately. This is because there are various 
documents that only have fields for one EPC or one OC, not multiple. Also, 
for the 7a loan authorization wizard, it only allows for one EPC and OC. 
Therefore, structuring the EPC as the first borrower will default the 
information appropriately in the loan authorization wizard. Individual 
borrowers and guarantors can be each designated as operating companies 
when needed. 
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• If the borrower is an individual/sole proprietorship, they are automatically 
defined as an owner with the ownership percent defaulted (calculated as 
100 divided by number of individual/sole prop borrowers) and the user may 
override this default percentage in the program. 

 

2. Click the +BORROWER button. The Select a Party popup is displayed allowing you to select an existing party 
as borrower or create a new one. 

 
 

3. Select or create a new party. When selected, you are returned to the Borrowers page with the party 
displayed as a borrower. 

 

Note: 
• If the loan is for an EPC/OC (eligible passive company/operating company) 

situation, the EPC borrower must be added as the first borrower in order for 
documents to generate accurately. Individual borrowers and guarantors can be 
each designated as operating companies when needed. 

• If the borrower is an individual/sole proprietorship, they are automatically 
defined as an owner with the ownership percent defaulted (calculated as 100 
divided by number of individual/sole prop borrowers) and the user may override 
this default percentage in the program. 
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You can: 

• Add another borrower by again clicking the +BORROWER button. 
• Edit the associated borrower's information by clicking the party. 
• Remove the party from the Borrowers list by hovering over the party and clicking -REMOVE 

Adding a Guarantor 

Note 
Adding a Sole Proprietor or Individual borrower as a guarantor is not required. 
 

1. You can add Guarantor information by clicking the +UNLIMITED GUARANTOR or the +LIMITED 
GUARANTOR button. These buttons are available on the Parties page when creating a new transaction or 
editing an existing one. 

 
Select an existing party as guarantor or create a new one. Search capability is present. 

 
 

2. Selecting a new or existing party returns you to the Loan Parties page with the selected party displayed as a 
Guarantor. 
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You can: 

• Add another guarantor by again clicking +UNLIMITED GUARANTOR or +LIMITED GUARANTOR. 
• Remove a Guarantor by hovering over a party and clicking -REMOVE. 

Combine Guaranty Agreements 
When you add multiple guarantors to a loan, the Combine Guaranty Agreements option is made visible but is 
unselected by default. 
 

 

Note 
Guarantors must be of the same type, that is, all limited or all unlimited, so they appear on 
same type of guaranty. 
 

When the Combine Guaranty Agreements check box is selected, each guarantor item is numerated as shown in the 
example below. 
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Note 
Clicking on a guarantor in the list displays the Party Information popup screen allowing you to 
edit and save that party's information. 
 

Adding a Creditor 
1. Click +STANDBY CREDITOR on the Parties screen to add a Creditor. 

 
 

Select an existing party as creditor or create a new one. Search capability is present. 
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2. Selecting a new or existing party returns you to the Loan Parties page with the selected party displayed as a 
Creditor. 

The Parties screen is updated with the new creditor. 

 
You can add more creditors by again clicking +STANDBY CREDITOR. 

Note 
• If there are multiple borrowers associated to the transaction, you are presented 

with a list of borrowers to select which one is associated to the Standby Creditor. 
• Form 155-Standby Creditor Agreement is auto-selected for any Standby Creditor 

added to the transaction. 
• Removing a Standby Creditor also removes the association to the borrower that 

was selected for the Standby Creditor. 
 

Adding Collateral 
1. Access the Collateral page by clicking the COLLATERAL link on the Submenu. Choose real estate or security 

agreement collateral types. 
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2. Click one of the four buttons that most closely matches the collateral you wish to add: +ALL ASSETS, +NON-
RESIDENTIAL REAL ESTATE, +SINGLE FAMILY, or +OTHER COLLATERAL. 

You will be asked to add the collateral information details for the desired collateral including address, 
description and owner as well as other information needed to define the collateral. 

3. When finished, click SAVE. 

All the collateral selected for the transaction will be listed. 

 
 

4. To add more collateral, once more click one of the four buttons that most closely matches the collateral 
you wish to add and enter the details for the collateral. 

Managing an Existing Loan 
1. Within the Loan Transactions section of the main menu, select MANAGE EXISTING LOANS or choose View 

All in Recent Loans. The Manage Transactions screen is displayed. 

 

Note 
Any transactions created without a borrower added are displayed in the results list 
with a blank borrower name. 
 

2. Either: 

• Enter criteria in any of the search fields and click SEARCH to limit the number of transactions 
displayed, or 

• Browse through the list of all transactions by using the page navigation buttons. 
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3. Click on the desired transaction to begin managing the loan. The Loan Parties screen is displayed. 

4. To delete a transaction, hover over it and click the Delete icon on the left. 

 
5. To copy a transaction, hover over it and click the Copy icon on the left. 

 
6. Sort columns in ascending or descending order using the up/down arrows by the column headers. 

Using the Loan Authorization Wizard 
 

1. While working with the desired loan, from the submenu, click FINANCIAL ANALYSIS/ AUTHORIZATION. 

 
The Financial Analysis / SBA Authorization Wizard screen is displayed. 
 

 
 

2. Click the OPEN button. A file download dialog appears. 

 

Note 
• If the File Download dialog does not appear, you will need to adjust your 

browser security settings to allow for the download. For more information refer 
to Using the Loan Authorization Wizard in the Troubleshooting section. 

• Word Macro Security setting must be set to either Medium or Low in order for 
the Loan Authorization Wizard to work properly. 

 

3. Click Open from the File Download dialog to open the document within Microsoft Word. 
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Note 
If you receive a message stating, "The macros in this project are disabled", edit the 
macro security within Word to allow for the macro functionality. If you need 
assistance, refer to the pertinent section in Troubleshooting. 
 

4. Double-click the Update link. 
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The SBA Wizard is displayed. 

 
 

Note 
For CapLines, the Opearting Company Information section is replaced by CAPLines 
Loan Classification/Use of Proceeds/Project Collateral Optoins section.  
 

  

The following information is carried over from TSoftPlus to this page of the wizard: 

• Lender Information 
- Lender Name 
- Lender Street Address (lines 1 and 2) 
- Lender City, State and Zip 
- Lender authorizing officer contact name 

5. Click Next to continue to the next page. 
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The following information is carried over from TSoftPlus to this page of the wizard: 

• Borrower Information 
- Borrower Name 
- Borrower DBA 
- Borrower Street Address (lines 1 and 2) 
- Borrower City, State and Zip 

• Operating Company Information 
- Operating Company 

6. Click Next to continue to the next page. 
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The following information is carried over from TSoftPlus to this page of the wizard: 

• Loan Data 
- Loan Amount 
- Actual SBA Guaranty % 
- Guaranty Fee 
- Term in Years 

• Loan Specifics 
- SBA Loan Number 

7. When finished entering information, click Finish to complete the wizard. The information is processed, and 
the last screen id displayed indicating completion. 

 
 

8. Click Cancel to close the wizard. you are returned to the Word document. 

9. Close the document. When prompted, save the document. You are returned to TSoftPlus. 
 

Deleting a Transaction 
To delete a transaction: 

1. From the Dashboard, click the VIEW ALL button. 

 
The Transactions screen is displayed. 
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2. Locate and move the cursor over the transaction you wish to delete. The -REMOVE and +COPY buttons are 
displayed on the right side of the transaction listing. 

 
 

3. Click -REMOVE. The buttons are replaced with confirmation buttons. 

 
 

4. Click YES. The transaction is removed from the system. 

Adding Additional Documents to a Loan 
To add additional documents to a loan: 

1. Click SUMMARY DOCUMENTS from the Submenu. The Summary page is displayed. 
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2. Click UPLOAD PDFs. The Windows Open dialog is displayed. 

3. Browse to and select the documents you wish to add to the loan. 

 

Note 
• Multiple files can be added simultaneously using the Ctrl+Click or 

Shift+Click combinations. 
• The maximum size for a file upload is 5MB. 

 

 
 

Note 
If the document you are uploading already exists within the load, a message is 
displayed asking you for confirmation to overwrite or cancel. 

 

Quick Quotes 

Creating a Quick Quote 
1. From the Quick Quotes section of the main menu, select CREATE NEW QUOTE. The Quick Quote screen is 

displayed. 
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Note 
The Quote Name is automatically populated by the system but can be changed 
during the creation of the Quick Quote. 
 

2. Enter as much information as possible. For information on the various features of the Quick Quotes screen, 
refer to Quick Quote Screen. 

3. Click SAVE when finished to save the new Quick Quote. 
4. Click CLOSE to return to the previously viewed screen. 

Managing an Existing Quote 
1. Within the Quick Quotes section of the main menu, select MANAGE EXISTING QUOTE. The Quick Quotes 

screen is displayed. 
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2. Either: 

• Enter criteria in any of the search fields and click Search to limit the number of transactions 
displayed, or 

• Browse through the list of all quotes by using the page navigation buttons. 

 
3. Sort columns in ascending or descending order using the arrows by the column headers. 

4. Delete a column by highlighting it and selecting the Delete symbol to the right. 

 
5. Click on the desired quote to begin managing the quote. The selected quote is displayed in the Quick Quote 

screen. 

Converting a Quote 
This procedure explains how to convert a quote to a loan. 

1. Within the Quick Quotes section of the main menu, select MANAGE EXISTING QUOTE. The Quick Quotes 
screen is displayed. 
 

 
 

2. Either: 
• Enter criteria in any of the search fields and click Search to limit the number of transactions 

displayed, or 
• Browse through the list of all transactions by using the page navigation buttons. 

 
 

 
3. Click on the desired quote. The selected quote is displayed in the Quick Quote screen. 
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4. Click CONVERT. 

 
 

5. Enter the information you need to convert the quick quote into a new transaction and click CREATE. 
 

 
 

Working With Financial  Analysis Spreadsheets 
This section is provided to help you while working with the financial spreadsheets for the Financial Analysis and 
Authorization Screen. 

Note 
Use Copy and Paste commands rather than Cut and Paste commands when moving data in the 
Financial Analysis spreadsheets. If you cut information from a cell, you may remove validation 
information as well as data. 
  

  Opening the Financial Analysis Spreadsheet 
1. After creating a new loan or opening an existing loan, select FINANCIAL ANALYSIS from the submenu. The 

Financial Analysis and Authorization screen appears. 
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2. Click OPEN. The File download dialog appears prompting you to open or save the spreadsheet. 

 
 
 

3. If you wish to view the file, click Open. If you wish to save the document to your local machine for editing, 
click Save. 

For this example, we have selected Open. The spreadsheet opens in Microsoft Excel and displays the 
Spread Setup tab. 

 
If you need assistance opening the Financial Analysis Spreadsheet, refer to: 

• Cannot Open the Financial Analysis Spreadsheet 
• Enabling Macros in Excel 2010 

Importing a Financial Analysis Spreadsheet 

Important 
The Financial Analysis workbook cannot be locked while in use with TSoftPlus. If you lock it and 
try to import into the workbook into TSoftPlus, the following error message is displayed upon 
leaving the Financial Analysis page or clicking Save in TSoftPlus: 

An error occurred while importing the spreadsheet. The 
data was not imported. Please ensure the workbook is not 
encrypted or write protected.  

Once you unprotect the workbook, you can import into TSoftPlus normally. 
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1. Locate and select your desired loan. 

2. Click the FINANCIAL ANALYSIS link in the submenu. 

 
 The Financial Analysis screen is displayed. 

3. Click the IMPORT button. 
 

 
 The Windows Open dialog box is displayed. 

4. Locate and select the Excel spreadsheet you wish to import and click OPEN. 

The spreadsheet is associated with the loan and you are returned to the Financial Analysis screen. 

Spread Setup 
 
The Spread Setup spreadsheet allows you to enter information for each period that you plan to enter financial 
information. 
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The following table describes the features of the Spread Setup tab. 

Feature Description 

Statement Type The statement type for the historical and interim periods. Options are: 

•  Audited 

•  Reviewed 

•  Compiled 

•  Income Tax Records 

•  Generated by Borrower 

•  Generated by Lender 

•  Generated by Loan Packager 

•  Generated by Third Party 

Statement Date The date for which the financial statements are prepared. The date format is MM/DD/ YYYY. 
 

Note: 
You can type out the date as Month Day, Year (for example: August 8, 2010) 
and TSoftPlus will automatically convert it to MM/DD/YYYY. 

Number of Months The number of months these statements cover. Enter a number from 0 to 12 

Percentage Increase Indicates the Proforma periods, the estimated percentage increase from the previous year. 
Enter a number from 0.00-100.00 

Copy Down Once the Historical Year 3 Statement Type is selected, clicking this button copies the 
same Statement Type down for the rest of the years. 

Fill-In Years Once the Historical Year 3 Statement Date is entered, clicking this button copies the same 
date, plus one year, for the rest of the years. It also populates "12" for all of the Number of 
Months. 
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Feature Description 

Unlock/Lock button Removes the protection for all cells and worksheets of the current spreadsheet, allowing 
them to be edited. 

After removing protection, a message appears on the screen confirming the file has 
been unlocked. 

 

 
 
 Note: 

•  When finished editing the spreadsheet, click the Lock button to 
protect all new and existing spreadsheets. 

•  TSoftPlus imports exact row/column locations of data to print on 
documents. As a result, if you add or remove a specific row/ 
column combination that TSoftPlus is looking for, it will result in 
errors or problems in bringing information back into TSoftPlus and 
printing of information on documents. 
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Feature Description 

Show/Hide Affiliates After entering the number of desired affiliates for the current record, you must click 
the Show/Hide Affiliates button to alter the number of Affiliate tabs within the 
spreadsheet that are configured for the record. 

 
Note: 

•  If you reduce the number of affiliates shown in the 
spreadsheet, the information within the hidden tabs is not 
deleted; the tab is merely hidden. 

•  If you delete a sheet from within the spreadsheet manually, 
the sheet is deleted permanently and you cannot retrieve the 
information. 

Show/Hide Principals This feature allows you to create a Personal Cash Flow spreadsheet for the desired 
number of principals. After entering the number of desired principals for the current 
record, you must click the Show/Hide Principals button to alter the number of 
Principal tabs within the spreadsheet that are configured for the record. 

 Note: 
•  If you reduce the number of principals shown in the 

spreadsheet, the information within the hidden tabs is not 
deleted; the tab is merely hidden. 

•  If you delete a sheet from within the spreadsheet manually, 
the sheet is deleted permanently, and you cannot retrieve 
the information. 

 

The information entered on this tab will flow over as headers on the following spreadsheet tabs: 
• Balance Sheet - Historical 
• Balance Sheet - Pro Forma 
• Profit and Loss - Historical 
• Balance Sheet - Pro Forma 
• Sales Schedule 
• COGS Schedule 
• Other Schedule - Historical 
• Other Schedule - Pro Forma 
• Executive Summary 
• Financial Ratios 
• Net Worth Reconciliation 
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Balance Sheet –  Historical 
Use the Balance Sheet spreadsheet to enter the applicant's historical balance sheet information including up to 
three years of historical balance sheet information and one interim period. 

 
 
If only two years of historical data is available, enter the oldest data in the column headed (Year 2). Similarly, if only 
one year's data is available, begin with the column headed (Year 1). Always move from left to right, oldest to most 
recent. 

• RMA% (column J) - Displays RMA data if an applicable RMA code was chosen in TSoftPlus. 
• Interim (Column H) - transfers to Column B, Interim, on the Balance Sheet-ProForma worksheet. 
• If the transaction is a 504 loan, then 4 new rows are created: 

‒ Current Maturities - SBA L/T/D 
‒ Current Maturities - Priv Lndr L/T/D 
‒ LongTermDebt-SBA 
‒ LongTermDebt-PrivLndr 
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Balance Sheet -  Pro Forma 
The Balance Sheet - Pro Forma tab is provided to compile the information from the Lender's Guaranty page. 

 

 
 
Note the following: 

• Data entered on the Interim data on the Balance Sheet- Historical tab, will transfer over to column B. 
• Items in the Footnotes (Ftnote) columns next to the Interim Period, Debit, and Credit adjustments are available 

for you to enter a footnote reference you wish to make to SBA or to the credit file. 
• RMA% (column J) - Displays RMA data if an applicable RMA code was chosen in TSoftPlus 

Note 
 If 0 (zero) is entered as a value, it will simply annualize the previous periods numbers. 

 

• Credit/Current Maturities - L/T/D: Populates from the TSoftPlus field "Current Obligation" found on the Loan 
Payments screen in the Loan Information tab. This field cannot be edited. 

• Credit/Long Term Debt SBA: Populates from the TSoftPlus Long Term Obligation field located on the Loan 
Payments screen in the Loan Information tab. This field cannot be edited. 
 

• If the transaction is a 504 loan, the following 4 new rows will be created with the corresponding defaults: 
‒ Credit/Current Maturities - SBA L/T/D populates from the TSoftPlus field Current Obligation found on 

the Debenture Pricing screen on the Loan Information tab. This field cannot be edited. 
‒ Credit/Current Maturities-Priv Lndr L/T/D populates from the TSoftPlus field Current Obligation 

found on the Private Lender screen on the Loan Information tab. This field cannot be edited. 
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‒ Credit/Long Term Debt - SBA populates from the TSoftPlus field Long Term Obligation found on the 
Debenture Pricing screen on the Loan Information tab. This field cannot be edited. 

‒ Credit/Long Term Debt - Priv Lndr. populates from the TSoftPlus field Long Term Obligation found on 
the Private Lender screen on the Loan Information tab. This field cannot be edited. 

• The YE Pro Forma 1, YE Pro Forma 2 and YE Pro Forma 3 columns allow you to calculate the end of year Pro 
Forma Balance Sheets for 3 years, based off the P&L at Closing numbers. Text to the right describes how the 
items are calculated. These columns are hidden by default and can be shown or hidden again using the 
Show/Hide YE ProForma 1-3 button located at the upper right of the spreadsheet. 

Note 
Note the following about defaulted fields: 

• Defaulted fields are disabled (non-editable) with their values rounded up to 
a whole dollar. 

• All fields defaulted from TSoftPlus have a blue background. 
• The Footnotes text box at the bottom of the page allows for text detailing 

the footnotes denoted in the above sections. (Note: a carriage return in an 
Excel text box is ALT+ENTER.) 

 

Prof it and Loss –  Historical 
The Profit and Loss - Historical spreadsheet, like the Historical Balance Sheet, is provided to enter the three-year 
Historical P&L information and the interim information. 

 
This form is broken down into three years with the oldest information in the left-side column marked Income 
Statement Hist Yr 3. If only two years of historical data is available, enter the oldest data in the Hist Yr 2 column. 
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Similarly, if only one year's data is available, begin with the Hist Yr 1 column. Always move from left to right, oldest 
to most recent. 

If your applicant's business is a corporation, partnership or sole proprietorship, you may have some dividends or 
withdrawals. On the final line of the spreadsheet, enter the dividends or withdrawals. These amounts are reflected 
in the Net Worth Reconciliation. 

• Cash Sales - If there are values present in the Total Cash Sales rows on the Sales Schedule, these values 
automatically default. If these values are not wanted, you can edit them. Once they have been either typed over 
or deleted, they will not default again from the Sales Schedule. 

• Credit Sales - If there are values present in the Total Credit Sales rows on the Sales Schedule, these values 
automatically default. If these values are not wanted, you can edit them. Once they have been either typed over 
or deleted, they will not default again from the Sales Schedule. 

• Total Sales - If there are values present in the Total Sales rows on the Sales Schedule, these values automatically 
default. If these values are not wanted, you cannot edit them. You will need to make sure your Cash Sales and 
Credit Sales values on the Profit and Loss - Historical sum to the Total Cash Sales that originated from the Sales 
Schedule. 

• Cost of Goods Sold - If there are values present in the Total Cost of Goods Sold rows on the COGS Schedule, 
these values automatically default. If these values are not wanted, then you can edit them. Once they have been 
either typed over or deleted, they will not default again from the COGs Schedule. 

• Other: (from Other Expense Schedule): - If there are values present in the Total Other row on the Other Expense 
Schedule - Hist, these values automatically default. 

• Add Other Row - Allows you to add one or more extra rows, which in turn allows you to enter values to each 
column of each row (Hist Yr 3, 2, 1). These values are included in the Total Other Operating Expenses and Total 
Operating Expenses. 

Note 
Additional "Other" rows added will be automatically added tothe Profit & Loss- Pro Forma 
worksheet. 
 

Nothing in columns B through I is carried over from TSoftPlus unless there are values present in the Total Cash Sales, 
Total Credit Sales and Total Sales rows on the Sales Schedule. These values are automatically carried over to the 
Profit and Loss - Historical sheet. If these values are not wanted, type over them or delete them. Once they have 
been either typed over or deleted, they will not default again from the Sales Schedule. 
 
Information entered into Column H, Interim, will transfer over to Column B, Interim, on the Profit & Loss - Pro Forma 
worksheet. 
If the transaction is a 504 loan, then 2 new rows are created: 

• Interest Expense: Priv Lender 
• Interest Expense: SBA Loan 

Prof it and Loss -  Pro Forma 
The Balance Sheet - Pro Forma tab is provided to compile the information from the Lender's Guaranty page. 



©2023 Wolters Kluwer N.V. and/or its subsidiaries.  All rights reserved. 101 

 
• Income Statement Type (column B): The value of this drop-down box defaults to Interim but allows you to select 

Historical Year. This functionality allows you to be able to decide on a case by case basis if the starting year is the 
"Interim" or last full "Historical Year". 

‒ Interim defaults all the values from the Interim column on the Profit and Loss - Historical tab. 
‒ Historical Year defaults all the values from the Historical Year 1 column on the Profit and Loss - 

Historical tab. 
• Recalc Pro Forma 1, Recalc Pro Forma 2, ReCalc Pro Forma 3 buttons provide the ability to gross up the Interim 

period and do projections for Proforma Year 1, Proforma Year 2 and Proforma Year 3 periods. This is completed 
by entering a number (i.e. for 10%, type in 10) in the Percentage Increase column on the Spread Setup tab, then 
click Recalc Pro Forma one through three. The application annualizes your interim year based on the number of 
months in the previous year and multiplies that by the percentage changed. The application performs the same 
function for Year Two and Year Three. 

• RMA% (column J) - Displays RMA data if an applicable RMA code was chosen in TSoftPlus. 
• Proforma 1/ Interest Expense SBA Loan: Populates from the TSoftPlus field First Year Interest found on the Loan 

Payments screen in the Loan Information tab. 
• Proforma 2/ Interest Expense SBA Loan: Populates from the TSoftPlus field Second Year Interest found on the 

Loan Payments screen in the Loan Information tab. 
• Proforma 3/ Interest Expense SBA Loan: Populates from the TSoftPlus Amortization Schedule. It is the total of all 

interest paid from periods 25 through 36. 
• Other: (from Other Expense Schedule): - If there are values present in the Total Other row on the Other Expense 

Schedule - Project, these values automatically default. 
• Add Other Row - Allows you to add one or more extra rows, which in turn allows you to enter values to each 

column of each row (ProForma Yr 1, 2, 3). These values are summed into the Total Other Operating Expenses and 
Total Operating Expenses. 

Note 
Additional "Other" rows added will be automatically added to the Profit& Loss- Historical 
worksheet. 
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• Proj % - When a value is entered in the Proj % column and the Recalc button is pressed, the system uses that 
value instead of the value entered in the Percentage Increase column on the Spread Setup tab. The values 
entered can be positive, negative or 0. If a zero is entered, then the projection amount remains unchanged (i.e., it 
will not be changed based on the Percentage Increase value on the Spread Setup tab). If no value is entered in 
the Proj % column, then the system uses the value entered in the Percentage Increase column on the Spread 
Setup tab. 

‒ Proforma 1/Interest Expense: Priv Lender: Populates from the TSoftPlus field First Year Interest found 
on the Private Lender screen in the Loan Information tab. This cannot be edited. 

‒ Proforma 2/Interest Expense: Priv Lender: Populates from the TSoftPlus field Second Year Interest 
found on the Private Lender screen in the Loan Information tab. This cannot be edited. 
‒ Proforma 3/Interest Expense: Priv Lender: Populates from the TSoftPlus Amortization Schedule in 

the Private Lender screen. It is the total of all interest paid from periods 25 through 36. This cannot be edited 
‒ Proforma 1/Interest Expense: SBA Loan: Populates from the TSoftPlus field First Year Interest found on 

the Debenture Pricing screen in the Loan Information tab. This cannot be edited. 
‒ Proforma 2/Interest Expense: SBA Loan: Populates from the TSoftPlus field Second Year Interest found 

on the Debenture Pricing screen in the Loan Information tab. This cannot be edited. 
‒ Proforma 3/Interest Expense: SBA Loan: Populates from the TSoftPlus Amortization Schedule in the 

Debenture Pricing screen. It is the total of all interest paid from periods 25 through 36. This cannot be 
edited. 

Sales Schedule 
If there is more than one revenue source within the borrower's business, the Sales Schedule spreadsheet can be 
used to enter the cash and credit sales from each of the separate profit centers. 

 
Note the following: 

• The Statement Type, Statement Date and Months headers are automatically populated by information in the 
Spread Setup tab and cannot be edited. 

• You are able to enter information in: 
‒ Historical Year 3 (column B) 
‒ Historical Year 2 (column C) 
‒ Historical Year 1 (column D) 
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‒ Interim (Column E) 
• All Total Sales values are calculated by TSoftPlus. 

Note 
If there are values present in the Total Cash Sales, Total Credit Sales and Total Sales rows, 
these values will automatically default to the Profit and Loss - Historical sheet. 
 

COGS Schedule 
If there is more than one revenue source within the borrower's business, the Cost of Goods Sold (COGS) Schedule 
spreadsheet can be used to enter the additional COGS from each of the separate profit centers. 

 
Note the following: 

• The Statement Type, Statement Date and Months headers are automatically populated by information in the 
Spread Setup tab and cannot be edited. 

• You are able to enter information in: 
‒ Historical Year 3 (column B) 
‒ Historical Year 2 (column C) 
‒ Historical Year 1 (column D) 
‒ Interim (Column E) 

• All Subtotal, Cost of Goods Sold and Total Cost of Goods Sold values are calculated by TSoftPlus. 

Note 
If there are values present in Total Cost of Goods Sold, these values are automatically 
carried over to the Profit and Loss - Historical sheet. 

Other Expense Schedule –  Historical 
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If there is a need for additional fields for other historical expenses, the Other Schedule - Historical spreadsheet can 
be used to enter those additional expenses. 

 
Note the following: 

• The Statement Type, Statement Date and Months headers are automatically populated by information in the 
Spread Setup tab and cannot be edited. 

• You are able to enter information in: 
‒ Historical Year 3 (column B) 
‒ Historical Year 2 (column C) 
‒ Historical Year 1 (column D) 
‒ Interim (Column E) 
‒ Other descriptions (column A) 

• The Total Other values are calculated by TSoftPlus. 

Note                                                                                                                                                
If there are values present in Total Other, these values are automatically carried over to 
the Profit and Loss - Historical sheet. 
 

Other Expense Schedule –  Projections 
If there is a need for additional fields for other pro-forma expenses, the Other Schedule - Projections spreadsheet 
can be used to enter those additional expenses. 
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Note the following: 

• The Statement Type, Statement Date and Months headers are automatically populated by information in the 
Spread Setup tab and cannot be edited. 

• You are able to enter information in: 
‒ Interim (column B) 
‒ Proforma Year 1 (column C) 
‒ Proforma Year 2 (column D) 
‒ Proforma Year 3 (Column E) 
‒ Other descriptions (column A) 

• The Total Other values are calculated by TSoftPlus. 

Note 
If there are values present in the Total Other, these values are automatically carried over to 
the Profit and Loss - Pro Forma sheet. 
 

Executive Summary 
The Executive Summary spreadsheet is a central collection point for the balance sheet, financial ratios, cash flow 
coverage calculations and debt summary. 
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Note the following: 

• The Use of Proceeds/Lender is automatically populated by TSoftPlus and cannot be edited. It is a combination of 
the following different Use of Proceeds found on the Loan Information tab. 

‒ Land Acquisition 
- Purchase Land only 
- Land and Improvements 
- Purchase Improvements 

‒  Construction 
- Construct a Building 
- Add to Existing Building 
- Renovate Existing Building 
- Pay Off Interim Construction Loan 
- Pay Off Lender's Interim Loan 
- Leasehold Improvements 

‒ Machinery & Equipment 
- Purchase Equipment 
- Purchase Furniture and Fixtures 
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‒ Inventory Purchase 
- Purchase Inventory 
- Pay Trade or Accounts Payable 

‒ Working Capital 
- Working Capital 
- SBA Guaranty Fee 

‒ Acquisition of Business 
- Purchase Business Asset 
- Purchase Business Stock 

‒ Payoff SBA Loan 
- Refinance SBA Loan (Not Same Institution Debt) 
- Refinance SBA Loan (Same Institution Debt) 

‒ Payoff Bank Loan 
- Pay Notes Payable (not same Institution Debt) 

‒ Other Debt Repayment 
- Pay Notes Payable (Same Institution Debt) 

‒ Other 
- Other 

• You are able to enter information in: 
‒ Use of Proceeds/Applicant 
‒ Use of Proceeds/Other 
‒ Cash Flow/Coverage/Other 
‒ Cash Flow/Coverage/Other 
‒ Cash Flow/Coverage/New SBA Loan (P&I) 
‒ Cash Flow/Coverage/Existing Debt (P&I) 
‒ Cash Flow/Coverage/Other 
‒ Cash Flow/Coverage/Other 
‒ Debt Summary 

• The following are calculated by TSoftPlus: 
‒ Use of Proceeds/Total 
‒ Use of Proceeds/Total (Column E) 
‒ Total Cash Available 
‒ Total Cash Required 
‒ Cash Flow 
‒ Coverage Ratio 
‒ Total Debt 

 
If the transaction is a 504 loan, the following rows will be created with the corresponding defaults: 

• Use of Proceeds/Lender: populates from the TSoftPlus. The Total Project Cost will populate the "Other" cell. 
• Private Lender Interest Expense: defaults from Profit & Loss Pro Forma "Interest Expense: Priv Lender" 
• SBA Interest Expense: defaults from Profit & Loss Pro Forma "Interest Expense: SBA Loan" 
• Prfma Yr 1/New SBA Loan (P + I): Populates from the TSoftPlus Amortization Schedule found on the Debenture 

Pricing screen in the Loan Information tab. It is the Total Payment for Period 12 (or sum of Payments from 
periods 1 through 12). 

• Prfma Yr 2/New SBA Loan (P + I): Populates from the TSoftPlus Amortization Schedule found on the Debenture 
Pricing screen in the Loan Information tab. It is the sum of Payments from periods 13 through 24. 

• Prfma Yr 1/Private Lender (P + I): Populates from the TSoftPlus Amortization Schedule found on the Private 
Lender screen in the Loan Information tab. It is the Total Payment for Period 12 (or sum of Payments from 
periods 1 through 12). 

• Prfma Yr 2/Private Lender (P + I): Populates from the TSoftPlus Amortization Schedule found on the Private 
Lender screen in the Loan Information tab. It is the sum of Payments from periods 13 through 24. 
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Financial Ratios 
The financial ratios calculated on this spreadsheet are the same financial ratio tracked by the Risk Management 
Association (RMA) Statement Studies. 

 
 

The following table provides a brief definition for each ratio. 

Ratio Deftnition 

Liquidity Ratios 

Current ratio Total Current Assets / Total Current Liabilities 

Quick Ratio (Cash & Equivalents + Trade Receivables) / Total Current 
Liabilities 

Sales/Receivables Net Sales / Trade Receivables 

Days/Receivables 365 / (Sales/Receivables) 

Cost of Sales/Inventory Cost of Sales / Inventory 

Days Inventory 365 / (Cost of Sales/Inventory) 

Cost of Sales/Payables Cost of Sales / Payables 

1 Days Payable 365 / (Cost of Sales/Payables) 

Sales/Working Capital Net Sales / Net Working Capita 

Coverage Ratios 

Earnings before Interest and Taxes (EBIT)/Interest Earnings Before Interest & Taxes / Annual Interest 
Expense 

Net Profit + Depreciation, Depletion, Amortization/ 
Current Maturities Long-Term Debt 

(Net Profit + Depreciation + Amortization Expenses) / 
Current Portion of Long-Term Debt 

Leverage Ratios 

Fixed Assets / Tangible Net Worth Net Fixed Assets / Tangible Net Worth 
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Ratio Deftnition 

Debt / Tangible Net Worth Total Liabilities / Tangible Net Worth 

Operating Ratios 

% Profits Before Taxes/Tangible Net Worth (Profit Before Taxes / Tangible Net Worth) x 100 

% Profit Before Taxes/Total Assets (Profit Before Taxes / Total Assets) x 100 

Sales/Net Fixed Assets Net Sales / Net Fixed Assets 

Sales / Total Assets Net Sales / Total Assets 

Expense to Sales Ratios 

% Depreciation, Depletion, Amortization/Sales ((Depreciation + Amortization + Depletion Expenses) / 
Net Sales) x 100 

% Officers, Directors, Owners' Compensation/Sales ((Officers' + Directors + Owners' Compensation) / Net 
Sales) x 100 

 
Note the following: 

• The Statement Type, Statement Date and Months headers are automatically populated by information in the 
• Spread Setup tab and cannot be edited. 
• If an applicable RMA code was chosen in TSoftPlus, you are able to enter information in High RMA, Medium RMA, 

Low RMA (columns G, H, I): RMA data. 
• RMA Code - populates from RMA Code chosen in TSoftPlus on the NAICS screen on the Eligibility tab 
• NAICS Code - populates from NAICS Code chosen in TSoftPlus on the NAICS screen on the Eligibility tab 
• Description - populates from NAICS Code Description chosen in TSoftPlus on the NAICS screen on the Eligibility 

tab 

Note 
If all zeros (0) appear in the RMA columns, an RMA did not receive enough information for 
the SIC Code and Sizes Standard. To resolve, try one of the following: 
• Use Sales as the base method versus Assets and vice-versa 
• Try changing the base year 

 

Net Worth Reconciliation 
The Reconciliation of Net Worth spreadsheet measures the difference in the Balance Sheet Net Worth Amounts 
between the current year and the previous year. 
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Note the following: 

• Year 2 (column B) populates from data entered in the Balance Sheet - Historical and Profit and Loss - Historical 
tabs. 

• Year 1 (column C) populates from data entered in the Balance Sheet - Historical and Profit and Loss - Historical 
tabs. 

• Interim (column D) populates from data entered in the Balance Sheet - Historical and Profit and Loss - Historical 
tabs. 

• You are able to enter information in the blank descriptions and values under Other N/W Changes. 
 

UCA Cash Flow 
UCA Cash Flow is highly structured and reveals the actual cash inflow or outflow of each item on the income 
statement. Its calculation of cash net income begins with cash receipts from sales and then makes deductions for 
payments to suppliers, employees, creditors, stockholders, and to the government for taxes. With its focus on actual 
cash flows and its specific identification of such items as cash flow from sales activity, cost of goods sold, and 
mandatory debt retirement, it yields additional information on the structure of cash flow that cannot be found in an 
indirect approach. Also, its standardized format facilitates comparisons across firms. 

 
All other fields default from either the Balance Sheet - Historical or the Profit and Loss - Historical, except the 
following System Calculated fields: 

• Cash Flow From Sales Activity 
• Cash Cost of Goods Sold 
• Cash Gross Profit 
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• Cash Operating Expenses 
• Cash Operating Income 
• Miscellaneous Cash Income (Expense) 
• Cash Income Taxes 
• Net Cash Flow From Operations 
• Total Financing Costs 
• Cash Net Income 
• Mandatory Debt Retirement 
• Cash Flow After Debt Retirement 
• Total Investment Activity Cash Flow 
• Cash Flow Before Financing 
• Total Financing Cash Flow 
• Change in Cash 
• Beginning Cash 
• Ending Cash 
 

Debt Ref inancing Eligibility  
 

 
Note the following: 

• NAICS Code - populates from the NAICS Code chosen in the NAICS screen on the Eligibility tab. 
• Description - populates from NAICS Code Description chosen in the NAICS screen on the Eligibility tab. 
• Total Loan - populates from Total Proceeds on the Loan Information screen. 
• Monthly Payment on Loan - populates from Payment amount on the Loan Information screen. 
 

The following items are editable: 

• Debt With Maturity in Next Year 
‒ Description 
‒ Balance 
‒ Monthly Payment 
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• Fully Amortized Debt With Maturity Beyond Next Year 
‒ Description 
‒ Balance 
‒ Monthly Payment 

The following items are system generated: 

• Debt With Maturity in Next Year 
‒ Annual Payment 
‒ Percent of Loan 

• Fully Amortized Debt With Maturity Beyond Next Year 
‒ Annual Payment 
‒ Percent of Loan 
‒ Refinance Payment 
‒ Percent Change 

• New Money 
• Eligibility Status: If Total Refinance Percent Change > 20, the loan is eligible for refinancing. Otherwise, the loan 

is ineligible. 
• Refi Percent of Loan 
• Monthly Payment, Refinance 
• Annual Payment 
 

Business Valuation Tab 1 
 

 
 
Note the following: 

• Book Method 
‒ Liabilities Not Assumed - populates from Balance Sheet - Pro Forma. 

 



©2023 Wolters Kluwer N.V. and/or its subsidiaries.  All rights reserved. 113 

• Cash Flow Analysis 
‒ SBA Loan Amount - populates from Total Proceeds on the Loan Information screen. 
‒ Yearly Rate - populates from Loan Term (Years) on the Loan Information screen. 
‒ Term in Years - populates from Number of Periods on the Loan Information screen. 
‒ Payments per Year - populates from Payment Frequency on the Loan Information screen. 

 
The following items are editable: 

• Book Method 
‒ Adjust 

• Cash Flow Analysis 
‒ Seller Loan 
‒ Equity 
‒ Other Financing 
‒ Net Income 
‒ Depreciation 
‒ Interest 

The following items are system generated: 

• Book Method 
‒ Value 

• Cash Flow Analysis 
‒ Percent 
‒ Required Cash Flow 
‒ Factor 
‒ Total 
‒ Calculation of Value Based on Cash Flow 
‒ Value Based on Required 
‒ Value Based on Expected 
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Business Valuation Tab 2 
 

 
 
Note the following: 

• The Adjusted Historical year values populate from the Spread Setup tab. 
• Net Worth - populates from the Balance Sheet - Pro Forma tab 
 
The following items are editable: 

• Adjusted Historical Earnings 
‒ Net Income 
‒ Add: Seller Salaries, Draws, Prerequisites 
‒ Deduct: Seller Salaries, Draws, Prerequisites 
‒ Weight 
‒ Fair Return on Net Worth 
‒ Capitalization of Excess 
‒ Adjust for Seller Loan to Business 

• Discounted Future Earnings 
‒ Growth Rate 
‒ Discount Rate 

• Purchase of Years Excess Earnings 
‒ Number of Years 
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The following items are system generated: 

• Adjusted Historical Earnings 
‒ Total 
‒ Adjusted Earnings 
‒ Weighted Value 
‒ Weighted Average 
‒ Adjusted Net Worth 
‒ Expected Return on Net Worth 
‒ Weighted Average Earnings 
‒ Less Expected Return on Net Worth 
‒ Excess Earnings 
‒ Value of Excess Earnings 
‒ Plus: Net Worth 
‒ Value of Business 

• Discounted Future Earnings 
‒ Earnings 
‒ Percent Growth 
‒ Adjusted Earnings 
‒ Discount 
‒ Present Value 
‒ Value of Discounted Future Earnings 

• Capitalization of Latest Year Adjusted Earnings 
Latest Year Adjusted Earnings 

‒ Capitalized at Risk Rate 
‒ Capitalized Latest Year Adjusted Earnings 

• Purchase of Years Excess Earnings 
‒ Excess Earnings 
‒ Value of Earnings 
‒ Net Worth 
‒ Total 

Monthly Prof it and Loss 
 
This spreadsheet allows you to spread the Proforma Year 1 annual profit and loss over a monthly basis. 
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• The Interest Expense: SBA Loan value is populated from the Amortization Schedule. It is the interest paid for 
each period of periods 1 through 12. 

• Date - defaults with today's date shown in "Month-Year" format. 

Note 
If the dates do not come over properly, then you need to install the Analysis ToolPak. This 
can be installed in Excel by selecting Tools # Add-Ins and selecting Analysis ToolPak. Click 
OK to confirm and install. 
 

• If the transaction is a 504 loan, the following 2 new rows will be created with the corresponding defaults: 
‒ Interest Expense: Priv Lender: populates from the TSoftPlus Amortization Schedule in the Private 

Lender screen. It is the interest paid for each period of periods 1 through 12. This cannot be edited. 
‒ Interest Expense: SBA Loan: populates from the TSoftPlus Amortization Schedule in the Debenture 

Pricing screen. It is the interest paid for each period of periods 1 through 12. This cannot be edited. 
The following items are editable: 

• Date 
• Cash Sales 
• Credit Sales 
• Less: Returns & Allowances 
• Cost of Goods Sold 
• Compensation: Officer Salaries 
• Salaries and Compensation 
• Payroll Taxes 
• Repairs & Maintenance 
• Bad Debts 
• Rent Taxes & Licenses 
• Depreciation & Amortization 
• Advertising & Selling Expenses 
• Pension, Profit Sharing, Etc. Plans 
• Employee Benefit Programs 
• Other (7 rows) 
• Interest & Dividends 
• Other Income 
• Interest Expense (2 rows) 
• Income Taxes 
• Withdrawals/Dividends 
 
The following items are system generated: 

• Total Sales 
• Net Sales 
• Gross Profit 
• Total Salaries & Comp. 
• Total Other Operating Exp. 
• Total Operating Exp. 
• Total Operating Profit (Loss) 
• Total Other Income 
• Total Interest Expense 
• Net Other Income (Expense) 
• Earnings (Loss) Before Taxes 
• Profit (Loss) After Taxes 
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• Click here for AutoSpread button 
‒ Provides the ability to spread the Pro Forma Year 1 profit and loss amounts. This does not spread the 

Interest Expense, as this is already spread when the Payment was computed. 
‒ Data may be edited at any time after the AutoSpread button is pressed. 

 

Monthly Cash Flow 
 

 
 

 
 
Note the following: 

• Cash Sales - populates from Cash Sales on the Monthly Profit and Loss tab and cannot be edited (must be edited 
on the Monthly Profit and Loss tab). 

• Cost of Goods Sold - populates from Cost of Goods Sold on the Monthly Profit and Loss tab and cannot be 
edited (must be edited on the Monthly Profit and Loss tab). 

• Total Expense - populates from Total Operating Expense plus Total Interest Expense on the Monthly Profit and 
Loss tab and cannot be edited (must be edited on the Monthly Profit and Loss tab) 

• Depreciation - populates from Depreciation on the Monthly Profit and Loss tab and cannot be edited (must be 
edited on the Monthly Profit and Loss tab). 
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• Beginning Cash - populates from Cash& Equivalents/Interim on the Balance Sheet- Historical tab and cannot be 
edited (must be edited on the Balance Sheet - Historical tab). 

• SBA Loan: Principal - populates from the Amortization Schedule. It is the principal paid for each period of periods 
1 through 12. This cannot be edited. 

• If the transaction is a 504 loan, the following 2 new rows will be created with the corresponding defaults: 
‒ Private Lender: Principal: populates from the TSoftPlus Amortization Schedule in the Private Lender 

screen. It is the principal paid for each period of periods 1 through 12. This cannot be edited. 
‒ SBA: Principal: populates from the TSoftPlus Amortization Schedule in the Debenture Pricing screen. It 

is the principal paid for each period of periods 1 through 12. This cannot be edited. 
The following items are editable: 

• Month 
• A/R Collected (# Days) 
• Loan Proceeds 
• Cash Injection 
• Beginning Cash 
• Other (5 rows) 
• Fixed Assets Purchase 
• Other (6 rows) 
• Other Debt: Principal (3 rows) 
• Beginning Cash - Year 2 
 
The following items are system-calculated: 

• A/R Collected 
• Cash Inflows 
• Total Disbursements 
• Cash From Operations 
• Cash on Hand 
• Total Principal Reduction 
• Cash Ending Balance 
• Total (column P) 
• Click here for Accounts Receivable Spread - Year 1 button - To the right of the AR Collected (# Days) row heading 

is a field (in white) which you can enter your applicant's projected number of days to collect. After entering the 
projected number of days to collect, click the Click here for Accounts Receivable Auto spread button and the 
Credit Sales numbers will spread across. These numbers are derived from the Proforma accounts receivable 
amount on the Balance Sheet - Pro Forma and any Credit Sales amounts from the Monthly Profit and Loss. 

• Click here for Accounts Receivable Spread - Year 2 button - Spreads the Credit Sales amount from the Profit & 
Loss Pro Forma - Year 2 evenly across 12 months. Also spreads Cash Sales, Cost of Goods Sold, Total Expenses, 
Depreciation and SBA Principal evenly across 12 months. 

Accts Receivable/ Pay Aging 
The purpose of the Accts Receivable/ Pay Aging form is to provide an exhibit to detail the age of the borrower's 
accounts receivable and accounts payable. 
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All fields except Applicant Signature and Totals are generated by TSoftPlus. 

Statement of  Financial Need 
This spreadsheet provides lenders in SBA Region 4 with the required SBA form for detailing the sources and uses of 
funds for startup businesses that are applying for a SBA loan. 
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The following values are system-calculated: 

• Total Funds Required (column D) 
• Total Fixed Asset Acquisition 
• Total Debt Payment 
• Total Working Capital 
• Total Funds 
All other fields are editable. 

Schedule of Fixed Obligations 
 

 
 
Note the following: 

• Year 1/New SBA Loan - populates from the Amortization Schedule. It is Total Payment for Period 12 (or sum of 
Payments from periods 1 through 12). 

• Year 2/New SBA Loan - populates from the Amortization Schedule. It is the sum of Payments from periods 13 
through 24. 

• Year 3/New SBA Loan - populates from the Amortization Schedule. It is the sum of Payments from periods 25 
through 36. 

• 4/New SBA Loan - populates from the Amortization Schedule. It is the sum of Payments from periods 37 through 
48. 

The following items are editable: 

• Existing SBA Loan 
• Notes 
• Rent/Lease 
• Blank descriptions and values (multiple rows)  

 
The following items are system-calculated: 

• Total Fixed Obligations 

BalSheet-Hist-Af f iliate1-20 
 
The purpose of this form is to enter an Affiliate's historical balance sheet information. This form provides the 
capability to enter three years of historical balance sheet information and one interim period. 

Note 
No RMA Information is available for Affiliates, and header information will have to be 
manually input. Nothing defaults in from TSoftPlus. 
 

P&L-Hist-Af f iliate1-20 
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The purpose of this form, like the Historical Balance Sheet, is to enter an Affiliate's three-year Historical P&L 
information and the interim information. 

Note 
No RMA Information is available for Affiliates and header information will have to be 
manually input. Nothing defaults in from TSoftPlus. 
 

Executive Summary -  Af f iliate 1-20 
 
The Executive Summary is a central collection point for the balance sheet, financial ratios, cash flow coverage 
calculations and debt summary for an Affiliate. 

Note the following: 

• The Use of Proceeds/Lender is automatically populated by TSoftPlus and cannot be edited. It is a combination of 
the following different Use of Proceeds found on the Loan Information tab. 

‒ Land Acquisition 
- Purchase Land only 
- Land and Improvements 
- Purchase Improvements 

‒ Construction 
- Construct a Building 
- Add to Existing Building 
- Renovate Existing Building 
- Pay Off Interim Construction Loan 
- Pay Off Lender's Interim Loan 
- Leasehold Improvements 

‒ Machinery & Equipment 
- Purchase Equipment 
- Purchase Furniture and Fixtures 

‒ Inventory Purchase 
- Purchase Inventory 
- Pay Trade or Accounts Payable 

‒ Working Capital 
- Working Capital 
- SBA Guaranty Fee 

‒ Acquisition of Business 
- Purchase Business Asset 
- Purchase Business Stock 

‒ Payoff SBA Loan 
- Refinance SBA Loan (Not Same Institution Debt) 
- Refinance SBA Loan (Same Institution Debt) 

‒ Payoff Bank Loan 
- Pay Notes Payable (not same Institution Debt) 

‒ Other Debt Repayment 
- Pay Notes Payable (Same Institution Debt) 

‒ Other 
- Other 

• Prfma Yr 1/New SBA Loan (P + I) - Populates from the SBA Lending Amortization Schedule. It is the Total 
Payment for Period 12 (or sum of Payments from periods 1 through 12). 

• Prfma Yr 2/New SBA Loan (P + I) - Populates from the SBA Lending Amortization Schedule. It is the sum of 
Payments from periods 13 through 24. 

• Balance Sheet - populates from data entered in the "Bal Sheet - Hist- Affiliate 1-20" 
• Cash Flow/Coverage - populates from data entered in the "P & Loss- Hist - Affiliate 1-20" 
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Personal Cash Flow -  Principal 1-10 
The Personal Cash Flow - Principals 1-10 is a collection point for up to ten different principal's personal cash flow 
information based on Historical tax returns and current estimated year. These numbers flow over to the Global Cash 
flow. 

 
 

Global Cash Flow 
The Global Cash Flow includes the sum of the Borrower and any Affiliate Cash Flows as found on their respective 
Executive Summaries. It also includes the Personal Cash Flow Cash and Debt from all principals entered. 
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The following is defaulted from the Affiliate and Borrower Executive Summaries: 

• Net Profit After Tax Total 
• Depreciation/Amortization Total 
• Interest Expense Total 
• SBA Interest Expense Total 
• Other Total (2) 
• New SBA Loan (P&I) 
• Existing Debt (P&I) 
• Other (5) 
The following is defaulted from the Personal Cash Flows: 

• Net Cash Available 
• Personal Debt Service 
 

Debt Summary 
The Debt Summary is used to provide one location to input all of the borrower's debts. 

 
 
All information defaults from other spreadsheets and cannot be edited. 

Collateral Summary 
The Collateral Summary is used to provide one location to input all of the borrower's collateral. 

Note 
No values from the Loan Info screen in the application default down into Financial Analysis 
and no values from Financial Analysis default back up to the application (either the Loan 
Info screen or any documents). 
 

The following are input by the user: 
• Category: Options are: Machinery & Equipment, Furniture & Fixtures, Vehicles, Inventory, Accounts Receivable 

and Other 
• Valuation Method: Options are: 

‒ Cost 
‒ Appraised Value 
‒ Book Value 
‒ Liquidation Value 
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• Year Acquired 
• Original Cost 
• Book Value 
• Market Value 
• Valuation Factor 
• Prior Liens 
• Description of Collateral OR Address for Real Estate 
• Name of Lienholder 
• Comments 

Income Statement 
Information entered into the Income Statement tab is used in the Credit Memo. 

 
Information that can be entered here or edited includes: 
• Sales 
• Cost of Goods Sold 
• Gross Profit 
• Net Before Taxes 
• Net After Taxes including Owner's Draw 

Credit Memo 
The Credit Memo tab contains the SBA Loan Report, allowing you to print the report when required. 
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All Data is editable on the Credit Memo, regardless of if it defaults or user entered status. 

The Create Credit Memo in Word button allows you to send all the information from the Credit Memo spreadsheet 
to a Word document. Exporting the information to this multi-page document allows you greater freedom over 
document features, formatting and utilities, such as spell check. This is because the Word document must be saved 
to your local system; it is not saved to the TSoftPlus system. Each time you click Create Credit Memo in Word, a new 
instance of the document is created. 
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Note 
• If desired, additional edits can be made to the Word version of the Credit Memo. 

However, those changes are not transferred back to the Excel version of the Credit 
Memo. 

• Once any changes are complete, you must save the Word Loan Report locally using 
File -->Save as (F12). It is not saved to TSoftPlus. 

• Any time changes are made to the Credit Memo in Excel, the Credit Memo in Word 
must be recreated by clicking Create Credit Memo in Word. Consequently, any 
changes that had been made directly in the Word document will have been lost. 

 

Disbursement Schedule 
The purpose of this form is to help keep track of disbursements. 

 
 
Note the following: 

• The Use of Proceeds/Lender is automatically populated by TSoftPlus and cannot be edited. It is a combination of 
the following different Use of Proceeds found on the Loan Information tab. 

‒ Land Acquisition 
- Purchase Land only 
- Land and Improvements 
- Purchase Improvements 

‒ Construction 
- Construct a Building 
- Add to Existing Building 
- Renovate Existing Building 
- Pay Off Interim Construction Loan 
- Pay Off Lender's Interim Loan 
- Leasehold Improvements 

‒ Machinery & Equipment 
- Purchase Equipment 
- Purchase Furniture and Fixtures 

‒ Inventory Purchase 
- Purchase Inventory 
- Pay Trade or Accounts Payable 

‒ Working Capital 
- Working Capital 
-  SBA Guaranty Fee 
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‒ Acquisition of Business 
- Purchase Business Asset 
- Purchase Business Stock 

‒ Payoff SBA Loan 
- Refinance SBA Loan (Not Same Institution Debt) 
- Refinance SBA Loan (Same Institution Debt) 

‒ Payoff Bank Loan 
- Pay Notes Payable (not same Institution Debt) 

‒ Other Debt Repayment 
- Pay Notes Payable (Same Institution Debt) 

‒ Other 
- Other 

Importing Loans 
Data must first be in an XML format that conforms to our Import schema, which can be found on our Software 
support web site. 

Importing Loans 

Important 
When importing transaction data, you can only import similar types (Organization, 
Jurisdiction, and Program). You cannot import combined types simultaneously. The 
XML files you will be importing should be organized by type before beginning the 
import process. 
 

To import party and transaction data into TSoftPlus: 

1. From the TSoftPlus submenu, select Import Loans under the System heading. The Import Loans screen is 
displayed. 

 

 
Make sure you are on the Import Loans screen. 
 

2. From the Organization list, select an Organization. 

Note 
The Organization list is populated only with those organizations to which you are 
provided access within your user configuration. Imported data will be associated with 
this organization. 
 

3. From the Jurisdiction list, select the state of jurisdiction that applies to the transaction being imported. This 
defaults to the address state for the selected Organization. 

4. From the Program list, select the program type to assign to the transaction. The available policy options are 
dictated by the selected Organization. 
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5. Click BROWSE to locate the XML file to import. 
The Selected Files list is populated with your selection. 
 

 
 

6. Click IMPORT to import the selected files into TSoftPlus. 

Note: 
• If the applicant Business Structure for a given transaction in TSoft FM+ is either 

Sole Proprietorship or not specified, then: 
- If no principals are specified, the transaction will not import. 
- If only one principal is specified, the principal is created as an Individual 

Party and added as the borrower to the transaction. 
- If more than one principal exists, each principal is created as an Individual 

Party and all are added as borrowers to the transactions. 
• If the applicant Business Structure for a given applicant is an Entity, then: 

- An Entity party is created using the applicant information. 
- Individual parties are created for each principal. 
- Each principal is assigned to the new Entity party as a Related Party. 

 

Importing Transaction Data 

Note 
• To import transaction data into TSoftPlus, you must have one of the following: 
- an existing transaction, or 
-   a new transaction where the Organization, Jurisdiction and Product type have been   

     selected 
• You cannot import a TSoftPlus transaction file that originated with a newer version of 

TSoftPlus. 
To import transaction data: 

1. Open an existing transaction in Document Summary. 
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2. Click the IMPORT XML button to browse to XML you wish to import. 

 
3. Locate and select the file you wish to import and click UPLOAD. A confirmation message indicates the file 

has been successfully imported. 

 

Note 
The Organization information comes from the imported file, not the Organization 
used to create the transaction. Best Practice Tip: both Lending Institutions and 
Service Providers should create their Organizations with the exact same information 
to avoid confusion. 
New parties are always created for imported transactions. 
 

Exporting Transaction Data 
To export transaction data: 

1. Locate the loan you wish to export and display the Summary Documents page. 
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2. Click the EXPORT XML button. For Internet Explorer you will be asked if you want to save or open the file. If 
you want to examine the file, choose open, otherwise save the file to the local or network drive of your 
choice. For Google Chrome, you will see a small minimized window in the lower left bottom of your 
browser. 

 
 

3. You can right-click on the minimized Chrome window for more choices. A copy of the XML file has already 
been saved to your local drive and you can find the file by choosing Show in folder from the right-click 
menu. You can open the file in a separate Chrome tab to examine it as well. 

 
 

Updating TSoftPlus 
To update TSoftPlus content: 

1. From the Dashboard page, hover over the menu button and click System Setup from the System group. 
The System Settings page is displayed. 

Note 
The proceeding steps are only accessible to a user with Administrator access. You will 
not see System Settings as a menu choice if you are running TSoftPlus in a hosted 
environment. 
 

2. Click UPDATE CONTENT. The standard Windows open dialog is displayed. 
3. Browse your local computer and select the unzipped content file. 

Note 
Content update files have the extension .WKFS. 
 

4. Click Open. The content is imported into TSoftPlus. During installation of the content, a progress bar is 
displayed. When complete, the following message is displayed. 

 
5. Click Close to return to the System Settings page. 

 
6. Verify that the content has been updated by selecting Help, About from the Main Menu and viewing the 

Content Version. 
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Appendices 

Document Specific Tips 
 

Document Tips 

Sole Proprietorship •  General rule for printing EIN/SSN for Sole Proprietorships is to print the EIN if 
one exists, otherwise, print the SSN. 

•  General rule for printing Name of Business for Sole Proprietorships is to print the 
DBA name if one exists, otherwise, prints nothing. 

4506C & 4506 Tax 
Return Requests 

The Lender's Name, Address, and Phone that is defined in Administration will default 
in field 5 but you can override the defaulted information if the tax needs to be mailed 
to a different address than what is defined in Administration. 

504 Loans The Amount Applied For field on Form 912-Statement of Personal History populates 
with the Total Debenture Amount. 

Responsible Officer and 
Certifying/Authorizing 
Officer 

The Contact Name entered in Administration defaults to both the Responsible and 
Certifying/Authorizing Officer name fields; these default names may be overridden 
on the forms that require an officer name. The PLP Loan Authorization Transmittal 
document uses Certifying/Authorizing Officer. 

All other forms that requiring a contact name or contact signature use Responsible 
Officer. 

 

E-Tran-Specific Tips 
 

Topic Tip 

Construction Loans If the transaction is a construction loan, the maximum number of periods is 312; 
whereas, a standard 7a loan is 300 periods. In order for E-Tran to accept construction 
loans with periods between 300-312, select the New Construction option on Form 
1920 - Lender's Application for Guaranty to indicate the transaction is a construction 
loan. 

Responsible Officer E-Tran processing sends Responsible Officer name for the transaction Contact Name. 
Responsible Officer name is found on several forms. 

Renounce Delegated 
Authority 

Renouncing direct authority causes the application to be sent to the Loan Guaranty 
Processing Center for underwriting. 

Ownership Percentage Per the SBA's instruction; when ownership percentage is sent to E-Tran, the decimals 
will be truncated (not rounded). For example, if 33.33% is entered, 33% is sent to E- 
Tran. 
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Topic Tip 

Owners/Principals and 
Foreign Addresses 

SBA's E-Tran interface does not support submission of owners/principals with foreign 
addresses. The SBA provided the following guidelines for loans with foreign address 
owners: 

•  If the person is a principal owner with 20% or more ownership, the lender should 
use the SBA E-Tran web application and document the information in the lender 
comments section along with the loan file. 

•  If the person is an owner with less than 20% ownership, the lender should 
remove this person from the file and submit the loan and make sure they 
document the issue within the loan jacket. 

CAPLine Loans TSoftPlus supports submitting CAPLine loans using E-Tran processing when processing 
under delegated authority. The document E-Tran-Additional Required Data will auto- 
select for CAPLine transactions if processing under delegated authority. E-Tran- 
Additional Required Data includes additional questions that are required data fields for 
E-Tran processing but may not be available on any application document. 

  

Topic Tip 

Small Loan Credit 
Scoring 

TSoftPlus supports submitting small loans ($350,000 or less) using E-Tran processing 
for credit scoring and loan approval. If the street address includes a suite number, 
apartment number, or unit number, that information must be entered into the second 
address field when entering party information. 

Credit scoring is done as part of the E-Tran submission to the SBA within TSoftPlus. You 
do not have to go to the SBA E-Tran site to do the scoring outside of TSoftPlus. 

Status codes returned from the web site: 
•  Application Number - If the credit score is above 140 and it is a delegated lender, 

the application will be funded and you'll receive an application number. 

•  PR - Pending Request. Returned for Liquid Credit and should clear after 15 
minutes. TSoftPlus will not automatically update the status in our program. Using 
your browser you will need to go to the SBA web site to get the updated status. 

•  PS - Poor Score. The credit score is less than 140. The application will be 
terminated. 

•  R1 - Review status. If the credit score is above 140 and it is a non-delegated 
lender, the application will be given LGPC review and you'll receive an application 
number. 

•  SO - Screen Out status is only returned if Liquid Credit is unable to score the loan 
due to insufficient information possibly due to: 

- Missing D-U-N-S number. 

- Address contains both the street address as well as a unit number such as 
a suite number. Unit numbers should be entered into the second address 
field. 

Pre-scoring 

You do not need to pre-score, but the option is available. Pre-scoring can be done via 
the SBA's E-Tran site but not through TSoftPlus due to SBA limitations. Any completed 
pre-score work can not be linked to the E-Tran submission and credit scoring that is 
done later through TSoftPlus. Any score submitted using TSoftPlus will be the score 
used by the SBA for approving the loan, not the score obtained by pre-score. 
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Topic Tip 

Export Working Capital 
Program 

As of the current release (2015.3), TSoftPlus supports the Export Working Capital 
Program (EWCP) in E-Tran. 

 

Forms List 
The Forms List contains a listing of the documents available in TSoftPlus. The list outlines each document and which 
loan programs they are applicable for, as well as the document phase it is associated with. In addition, there is a 
brief description of the rules that determine when the document is auto-selected or how to request the document 
to auto-select when creating a loan transaction. 

The Forms List can be found from the main application menu under RESOURCES & IMPORTANT LINKS. 
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Troubleshooting 

This section provides information to help you with known issues that may occur when using TSoftPlus. 

Loan Authorization Wizard 
You may experience trouble opening the Loan Authorization Wizard. This is due to inadequate browser security 
settings. The following procedure explains how to set your browser's security settings to allow for the operation of 
the Loan Authorization Wizard. 

Note 
If the Loan Authorization page is displayed within Word, but the Update link does not 
appear at the top of the first page, you must enable editing within Excel and Word. For 
more information, refer to Enabling Editing in Excel and Word 2010. 
 

1. Log in to TSoftPlus. 

2. From the Internet Explorer Tools menu, select Internet Options. 

3. Within the Security tab, click Local Internet. 

4. Click the Sites button. The Local Intranet dialog is displayed. 

5. Click Advanced. A second Local Intranet dialog is displayed. 

 
 
The URL of the TSoftPlus application is already entered in the dialog, as shown above. 

Note 
The URL for your installation of TSoftPlus will be different from the example above. 
 

6. Click Add. the URL is added to the Websites list. 

7. Click Close. 

8. Click OK to close the first Local Intranet dialog. 

9. Click OK in the Internet Options dialog to accept the changes and return to TSoftPlus. 



 

136 ©2023 Wolters Kluwer N.V. and/or its subsidiaries.  All rights reserved. 

Cannot Open the Financial  Analysis Spreadsheet 
If you are experiencing difficulty opening the Financial Analysis spreadsheet (if the File Download box blinks by or 
doesn't open at all), then you need to add the computer IP address to your Internet Explorer Security using the 
following procedure. 

1. Within Internet Explorer, select Internet Options from the Tools menu. 

2. In the Security tab, click Local Intranet. 

3. Click Sites, and then Advanced. 

4. Add the IP address (or website) to the zone: (for example: https://10.2.16.54) 

Enabl ing Macro Choices in Office 2010 and 2013 
Microsoft Office 2010 and 2013 macros must be enabled for portions (mostly Credit Memo and Financial Analysis) of 
TSoftPlus to run correctly. All Office macros from all sources can be enabled to run (not recommended) or you can 
enable only macros that are digitally signed 

Note 
If you have upgraded from Office 2010 to Office 2013 and you enabled digitally signed macros 
in 2010 and accepted Wolters Kluwer Financial Services as a trusted publisher, you do not 
need to repeat the steps below. 
 

Enabling Digitally  Signed Macros in Off ice 2010 and 2013 
To enable only macros that are digitally signed you must configure your Trust Center settings first, then tell 
Microsoft Office to trust the digitally signed macros published by Wolters Kluwer Financial Services as part of 
TSoftPlus. 

1. Click the File tab, and then click Options. 

 
2. Click Trust Center, click Trust Center Settings, and then click Macro Settings. 

https://10.2.16.54/
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3. Under Macro Settings, click Disable all macros except digitally signed macros. 

 
 

4. Open the Financial Analysis spreadsheet. 
 

5. Enable Editing. 

 
6. Choose File, Enable Content. 

 
 

7. Choose Advanced Options under Enable Content. 

8. Select Trust all documents from this publisher and click OK. 
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9. After returning to Financial Analysis, choose File from the Excel menu. The detailed list of permissions 
allowed by the digitally signed macro is displayed. 

 
 

Enabl ing Editing in Excel  and Word 2010 
To avoid the Enable Editing message from appearing in Excel and Word 2010, the Protected View settings must be 
modified. This ensures that when you open the Loan Authorization Wizard, it will appear correctly within Word 
2010. 

Note 
• You can recognize if editing needs to be enabled if the Loan Authorization page is 

displayed within Word, but the Update link does not appear at the top of the first 
page. 

• Important: This procedure must be completed in both Word and Excel for the Loan 
Authorization and Macro features to work correctly. This procedure shows the Word 
Options dialog. 

 

1. From the File menu, click Options. The options dialog appears. 
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2. Click Trust Center, and then Trust Center Settings. 

 
 

3. Click Protected View. 

4. Clear the check boxes for Enable Protected View for files originating from the Internet and Enable 
Protected View for files located in potentially unsafe locations. 

5. Click OK to accept the changes. 
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Contact Information 

How and When to Contact Us 

Important 
There may be situations where you provide or are asked to provide data to Wolters Kluwer for 
assistance in troubleshooting, implementation, or the delivery of professional services. When 
doing so, do not provide actual live data of your customers. Provide sample, fake data that is 
representative of the issue you are experiencing. 
 

Visit our Software Support web site for documentation, downloads, frequently asked questions, training, or support 
information: https://wolterskluwer.my.site.com/ComplianceSolutionsSupport/s/.  

You can telephone our SupportLine technicians at 800-274-2711, ext. 1124028. 

Our support staff is available Monday through Friday, 7 A.M. to 7 P.M. CST. Voice mail operates continually, allowing 
you to leave us a message after hours and on weekends. To help us handle your question as quickly as possible, have 
these items available before you call: 

• product name 
• customer number and customer name 
• operating system and version number; service pack numbers, if installed 
 

To contact us through email, submit all requests to: tsoftsup@wolterskluwer.com. 
Send us a fax at (320) 240-4252.. 

 

https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwolterskluwer.my.site.com%2FComplianceSolutionsSupport%2Fs%2F&data=05%7C01%7CLeeann.Scavone%40wolterskluwer.com%7C045c4ddcb4d04ed39f6008db87a83a01%7C8ac76c91e7f141ffa89c3553b2da2c17%7C0%7C0%7C638252928853850358%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=i2paiSO7oFyH5kimSvg26htZSzJScyBxrlMVeB19wJY%3D&reserved=0
mailto:tsoftsup@wolterskluwer.com
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