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I.                      Quick Start Fact Sheet 

Supports the following Loan Types: 

• 7(a) standard  

• 7(a) small  

• PLP  

• SBA Express 

• Community Advantage 

Offers the following features for 

SBA One Originated Loans: 

• Loan packaging  

• Automated form building 

• Documents – system generated or 

manually uploaded 

• Document storage  

• E-signature (for system generated 

documents only) 

Offers the following features for 

Non-SBA One Originated Loans: 

• Ability to create & submit Form 

159 

• Document Management (storage) 

Lender Requirements: 

• Obtain CLS user ID and password 

• Receive access for SBA One in CLS 

• Have one of the supported browsers:  

• Internet Explorer - version 11 

• Chrome - versions 45 and 46 

• Firefox - versions 31, 32, 33 

• Follow Level 3 assurance standards 

for Initial Establishment/ Verification 

according to NIST SP 800-63-2 

Technology Support Information: 

• SBA.One@BNYMellon.com 

•  1-877-245-6159, Option 5   

• Or visit our office web site at 

https://www.sba.gov/content/sba-one 

mailto:SBA.One@BNYMellon.com
https://www.sba.gov/content/sba-one
https://www.sba.gov/content/sba-one
https://www.sba.gov/content/sba-one
https://www.sba.gov/content/sba-one
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II. Recent Updates 

• To read about the most recent updates on SBA 

One please click on the carousel image or go to 

https://www.sba.gov/content/sba-one  

 

 
Click on the 

carousel 

image to 

open the 

information 

in a new 

tab. 

https://www.sba.gov/content/sba-one
https://www.sba.gov/content/sba-one
https://www.sba.gov/content/sba-one
https://www.sba.gov/content/sba-one
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II. Recent Updates (continued) 

• Debt Refinancing  

• Users may now submit delegated loans via the Expert path that 

include debt refinancing use of proceeds.  

• Exception: If the loan proceeds are being used to refinance debt in 

the personal name of the owners, such as a Home Equity Line of 

Credit (HELOC) or credit card debt that was used for business 

purposes, then SBA One will currently allow the user to select a 

delegated Program Type.  

• Loans that include debt refinancing may be submitted under SBA 

Express only if there is also a change of ownership.  
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II. Recent Updates (continued) 

• Loans Repayment Information  

• The repayment amount is not recomputed if there are no changes 

in the loan terms.  

• Interest Only section is displayed if there is an Interest Only period 

for both Term and Revolving loans. 

 

• Non-SBA One Loans Import 

• Non-SBA One originated loans with special characters in the 

borrower name can now be imported in to SBA One for Form 159 

submission or document retention. 

 

• Business Acquisition 

• The users will be able to select ‘Stock Purchase’ as the business 

acquisition type where the acquired business legal entity is a LLC 

(in addition to existing Corp or S-Corp legal entity types of the 

acquired business). 

 



www.sba.gov 9 

II. Recent Updates (continued) 

• Secured Guarantors 

• Secured guarantors are required to be linked to the collateral 

which is being held as security for the guaranty. There has to be at 

least one collateral associated with the secured guarantor else 

system would display a validation error on the collateral summary 

page "There are secured guarantor(s) but no collateral is 

associated with those guarantor(s). Please update." 

 

• Collateral 

• Multiple items of personal property collateral (vehicle, aircraft, 

mobile home) can be captured in the collateral details. 
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II. Recent Updates (continued) 

• EPC/OC 

• Applicant’s legal entity type can now be selected as ‘Individual’ for 

a borrower type of EPC. The legal entity type of Individual will be 

reflected as Sole Proprietorship in E-Tran and form 1920. 

• Operating Company’s legal entity type can be selected as 

‘Individual’ if the Use of Proceeds includes Change of Ownership.  

 

• Interest Rate Adjustment Frequency (Terms & Conditions) 

• The rate adjustment frequency drop down list now includes 

additional values: 

• Every Calendar Quarter 

• Every_Years 
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II. Recent Updates (continued) 

• Change of Ownership Details 

• If the Use of Proceeds includes Business Acquisition, Change of 

Ownership details information will need to be entered. Data 

integrity checks are applied to ensure that Total Amount Paid to the 

Seller equals: 

• Sources (7a Loan plus Seller Financing plus Buyer’s Equity 

Contribution); and  

• Assets Purchased.  

• The sum of breakdown of Intangibles Assets should equal the 

summary value of Intangible Assets.  

• If the Intangible Assets exceed $500K, buyer’s equity contribution is 

required to be 25% or greater in order for the loan to be processed 

under the delegated authority. 
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II. Recent Updates (continued) 

• SBA On-Going Guaranty Fee 

• The annual service fee, which the lenders are required to pay to SBA on 

the outstanding principal balance of the guaranteed portion of each 7(a) 

loan, is being revised to 0.546% for all loans approved from October 1, 

2016 through September 30, 2017 (refer SBA Information Notice 5000-

1389).  

 

• Location Ids Sort Order 

• All financial institutions associated with a User ID will be sorted 

alphabetically in the location Id drop down list for easy selection.  
 

• Document Management 

• Form 1624 -This form has been discontinued and therefore will not 

be system generated and cannot be manually uploaded. 
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II. Recent Updates (continued) 

• Document Management for Non-Delegated Loans  

• Streamlined minimum SBA One document requirements for non-delegated 7(a) 

Small and Community Advantage loan submissions to include:  

• Form 1919  

• Form 1920 

• Form 912 (where an applicant has answered affirmatively to Questions 2 or 3 

on the 1919) 

• Credit memo 

• Franchise Documents (where an applicant has answered affirmatively to 

Question 9 on the 1919) 

• Business Valuation (where the Use of Loan Proceeds on the 1920 includes 

Purchase Business [Change of Ownership]) 

• Refinance Transcripts (where the Use of Loan Proceeds on the 1920 includes 

Pay Notes Payable - Same Institution Debt or Refinance SBA Loan – Same 

Institution Debt) 

• Form 1971 Religious Eligibility Worksheet (where applicable) 

• A CAIVRS report is no longer required to be uploaded to SBA One for non-

delegated loans where a lender confirms checking the Credit Alert Verification 

Reporting System 
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II. Recent Updates (continued) 

• Consolidated Document for LGPC 

• The system generated consolidated document size limit has been 

increased from 125 MB to 256 MB effective 10/17/2016. If the 

consolidated document size is beyond this limit, the document will 

need to be manually generated and downloaded from the 

documents tab.  

 

 

 



LOAN ORIGINATION 
TIPS AND TRICKS 
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III. Tips & Tricks – Loan Origination 

Guided Path 
• Any loan type offered on SBA 

One may be submitted via the 

Guided Path 

• Non-Delegated lenders are 

required to use the Guided Path 

• Delegated lenders may use the 

Guided Path 

• All loans going to LGPC must 

use the Guided Path 

 

Expert Path 
• PLP & SBA Express Loans 

• Delegated Lenders only 

 

 

Please note: 

 Users may copy loans as long 

as they are intended for the path 

of the original loan.  Loans 

cannot be copied from Guided to 

Expert or vice versa.  



III. Tips & Tricks – Loan Origination 

Keep in Mind… 
 The application is built so that Users must enter loans in a methodical way so 

that Primary Eligibility must be completed first, then Eligibility, etc.  

 You will not select what type of loan you are submitting up front; SBA One will 

provide a list of available options based on your answers in the Eligibility 

section 

 The credit score function for 7(a) small loans will not appear until later in the 

Eligibility section 

 Each user must be set up with the correct roles to see the different features of 

SBA One, including the ability to see the ‘Create New Loan’ button; if you are 

unable to see this and you believe this is an error please contact CAFS 

https://caweb.sba.gov/cls/dsp_contactus.cfm 

 The ‘Copy’ loan function is located under the ‘Documents’  tab and is the first 

icon under the action column for each loan 
 

 

https://caweb.sba.gov/cls/dsp_contactus.cfm
https://caweb.sba.gov/cls/dsp_contactus.cfm


III. Tips & Tricks – Hard stop questions 



III. Tips & Tricks - Help Features (Tool Tip) 



III. Tips & Tricks - Help Text 



• Each question is part of a larger decisioning process so that the 
answer dictates the next part of the form.  For example: 
• There are questions that will determine what type of programs in which 

the loan is eligible. 
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III. Tips & Tricks – Loan Origination 



• Each question is part of a larger decisioning process so that the 
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III. Tips & Tricks – Loan Origination 



• Each question is part of a larger decisioning process so that the 
answer dictates the next part of the form.  For example: 
• There are questions that will indicate to the system whether additional 

forms are needed.   

• If SBA One can generate the form, it will do so automatically; otherwise, 
the system will indicate to the User that the form will be needed before  
the application may be submitted.  
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III. Tips & Tricks – Loan Origination 



• Each question is part of a larger decisioning process so that the 
answer dictates the next part of the form.  For example: 
• There are questions that will indicate to the system whether additional 

forms are needed.   

• If SBA One can generate the form, it will do so automatically; otherwise, 
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III. Tips & Tricks – Loan Origination 



III. Tips & Tricks – Loan Origination 

• The application will automatically adjust based on the answers 
provided  
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III. Tips & Tricks – Loan Origination 



III. Tips & Tricks – Loan Origination 

RAPID 
• An optional feature that allows Lenders to send a request to borrowers for their 1919 

information 

• Borrower’s would be able to enter their information in a separate database that will feed 

into SBA One 

• Lender’s retain the right to modify information once in SBA One 

• All RAPID requests will lock down the loan for a minimum of 24 hours; if the borrower 

clicks on the link within the 24 hour window, the window will extend to 5 days 

 



DOCUMENT MANAGEMENT 
TIPS AND TRICKS 
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III. Tips & Tricks – Document Management 

System Generated Documents 
• SBA One will automatically create 

certain forms; when you are finished 

completing the loan application you 

will be able to generate them. 

• You may re-generate forms to update 

any information that is modified in the 

application as many times as needed 

(prior to submission to E-Tran). 

• System generated forms may be sent 

for E-Signature. 

 

Manually Uploaded Documents 
• May be uploaded for the loan 

application and/or for storage 

• If a user wishes to use their own 

document versus an SBA One 

generated document, they will need to 

use the manual upload icon for that 

form in the ten tab 

• Cannot be sent for electronic signature 

• Must be in a PDF format 

• Easy ‘drag & drop’ feature 

 

 Did you know? 

 Document search & version tracking for all documents 

 Non-SBA One originated loans are able to link to SBA 

One to create and submit a Form 159  

 Non-SBA One originated loans may be linked to a Ten 

Tab in SBA One to be used for Document Storage 



III. Tips & Tricks – Document Management 

Ability to search for any 

document on the Location ID. 

Click here to link 

Non-SBA One 

Originated Loans 

to features in 

SBA One. 

Click here to copy 

a loan. 

Click here to 

move a loan to 

a different 

Location ID.  

Search 

easily for 

loans. 



Document Management – Ten Tab 

Click this link to go back and 

view /modify the application. 

Users are able to modify until 

the loan is submitted to E-

Tran. 

Validate if your 

application has 

any obvious 

errors before 

you submit. 

Submit your 

loan application 

to E-Tran. 
View any 

responses from 

E-Tran here. 

Once a document is 

generated, three icons 

appear: View Document, 

E-Signature & Manual 

Upload. 

Click this icon to 

system 

generate a 

document. 

Click this icon to refresh 

the ten tab to display 

newly generated 

documents, received 

signatures, etc. 

Use this button to 

add documents to 

the ten tab for 

storage.  

The ten tab folders will display 

how many documents are 

currently in each folder. 



Document Management – Manual Upload 

When uploading a 

document to replace a 

system generated 

one, you will need to 

do the following 

steps: 

Step 1: Generate the 

document 

Step 2. Select the 

Manual Upload icon for 

the document you 

would like to replace. 

Step 3: Label the 

documents as 

appropriate 

Step 4: Drag & drop 

document  



Document Management – Manual Upload 

When uploading a 

document to replace a 

system generated 

one, you will need to 

do the following 

steps: 

Step 1: Generate the 

document 

Step 2. Select the 

Manual Upload icon for 

the document you 

would like to replace 

Step 3: Label the 

documents as 

appropriate 

Step 4: Drag & drop 

document  



Document Management – Manual Upload 

When uploading a 

document to replace a 

system generated 

one, you will need to 

do the following 

steps: 

Step 1: Generate the 

document 

Step 2. Select the 

Manual Upload icon 

for the document you 

would like to replace 

Step 3: Label the 

documents as 

appropriate 

Step 4: Drag & drop 

document  



Document Management – Manual Upload 

When uploading a 

document to replace a 

system generated 

one, you will need to 

do the following 

steps: 

Step 1: Generate the 

document 

Step 2. Select the 

Manual Upload icon for 

the document you 

would like to replace 

Step 3: Label the 

documents as 

appropriate 

Step 4: Drag & drop 

document  



Document Management – Manual Upload 

When uploading a 

document to replace a 

system generated 

one, you will need to 

do the following 

steps: 

Step 1: Generate the 

document 

Step 2. Select the 

Manual Upload icon for 

the document you 

would like to replace 

Step 3: Label the 

documents as 

appropriate 

Step 4: Drag & drop 

document  



Document Management – Manual Upload 

When uploading a 

document to replace a 

system generated 

one, you will need to 

do the following 

steps: 

Step 1: Generate the 

document 

Step 2. Select the 

Manual Upload icon for 

the document you 

would like to replace 

Step 3: Label the 

documents as 

appropriate 

Step 4: Drag & drop 

document  



Document Management – Manual Upload 
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document to replace a 

system generated 

one, you will need to 

do the following 

steps: 

Step 1: Generate the 
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Manual Upload icon for 

the document you 
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Document Management – Non-SBA One 
Originated Loans 



Document Upload 

• SBA One will then validate with ETRAN that the given 

Loan Number and Loan Status conditions are met. Once 

the conditions have been validated,  

• SBAOne will retrieve the loan details populating the 

Business Legal Name, Program Type and Application 

Status in the Documents tab.   

• An SBA One Reference Number will be assigned to the 

Loan, and a 10-tab folder structure will be created.   

• The Lender will then have the ability to upload, save, view 

and search documents within SBAOne and the respective 

tabs. 

 
 



E-SIGNATURE 
TIPS AND TRICKS 
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E-Signature 

Features 
• Available at no cost to SBA One users 

• E-signature is provided by SBA approved sub-contractor DocuSign 

• SBA One e-signature will incorporate Level 3 authentication and attribution 

through access code, signer identification via Lexis Nexis and Knowledge 

Based Authentication 

• Only documents that are system generated may be sent for e-signature 

 



E-Signature: Access Code Validation 
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E-Signature: Signer Info Verified Via 
Lexis Nexis  



E-Signature: Lexis Nexis Knowledge 
Based Authentication  



E-Signature: Review Options 



E-Signature: Signing the Document 



PARRIS 
TIPS AND TRICKS 
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PARRIS 

Features 

• Current and Historical Risk Information 

• Peer Portfolio analytics 

• Loan level data exports 
 

 

 
 



PARRIS 



PARRIS 
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HELP & TECHNICAL SUPPORT 
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IV. Help & Technical Support 

Option 1: Call SBA One Customer Service 

at 1-877-245-6159, Option 5 (Please have 

the following information when you call): 

• Lender Name: 

• Contact Name: 

• Phone: 

• Email: 

• Where the Issue was Encountered 

(Select One): Production or Test site 

• Date Issue Occurred:    

• Loan Name: 

• Description of Problem/Issue 

  

 

 

 

 

 

Option 2: Email SBA.One@BNYMellon.com 

(Please include the following information): 

• Indicate in the subject line: “Production Loan” 

or “Test Loan” 

• Lender Name: 

• Contact Name: 

• Phone: 

• Email: 

• Where the Issue was Encountered (Select 

One): Production or Test site 

• Date Issue Occurred: 

• Loan Name: 

• Description of Problem/Issue.  

• Please include screenshots 

If you have a question or are experiencing technical issues in SBA One please 

contact Customer Support 

 

For questions around SBA Policy: 

 Non-SBA One originated loans are able to link to SBA One to create and submit a Form 159  

For questions on User ID set up:  

 Contact CAFS at https://caweb.sba.gov/cls/dsp_contactus.cfm 

mailto:SBA.One@BNYMellon.com
https://caweb.sba.gov/cls/dsp_contactus.cfm
https://caweb.sba.gov/cls/dsp_contactus.cfm


APPENDIX 

www.sba.gov 55 



II. Getting Started - System access requirements for SBA 
One functionality 

• Request Access to CAFS 

• Lender’s Location ID is required 



II. Getting Started - PIMS/SBA One Role Description 

E-Tran Origination 

E-Tran Origination 

PIMS 



II. Getting Started: PARTNER INFORMATION 
MANAGEMENT SYSTEM 

• Check “View Partner Information” 

• Enter Lender’s Location ID 

• AO’s Only should check “Update Partner Information” 



II. Getting Started: SBAONE PARTNER ENROLLMENT 

• From Settings Menu – 

Request Access to CAFS 

Systems 

• Select SBA One Access 

level by checking 

appropriate box 

• Location 

ID/PIMS/ETRAN is a 

prerequisite 



Forms / Certificate / Agreement Current Planned 

Form 1050, Settlement Sheet  System Generated   

Form 147, SBA Note  System Generated   

Form 148, Unconditional Guarantee  System Generated   

Form 148L, Unconditional Limited Guarantee  System Generated   

Form 155, Standby Creditor’s Agreement  System Generated   

Form 159 (7a), Compensation Agreement  System Generated  End of April, ability to generate or manually 
upload Form without going through the Loan 
Origination first 

Form 1846, Statement Regarding Lobbying  System Generated   

Form 1919,  Borrower Information Form  System Generated   

Form 1920, Lender Application for Guaranty and Eligibility Checklist  System Generated   

Form 413, Personal Financial Statement Manual Uploaded   

Form 601, Agreement of Compliance  System Generated   

Form 912, Statement of Personal History  System Generated   

Form 1059, Security Agreement  System Generated   

IRS Form 4506-T, Request for Transcript of Tax Return  System Generated   

Borrower’s Certification  Manual Upload   

Loan Agreement  System Generated   

Form 1971, Religious Eligibility  System Generated   

Loan Authorization Can generate a draft 
System generated Final Authorization 

Form 1624     

Form 722, Equal Opportunity Policy Manual Uploaded Will be system generated 

FEMA Form 81-93: Standard Flood Hazard Determination Manual Uploaded   

Form 1502, Guaranty Loan Status & Lender Remittance Form Manual Uploaded   

Credit Memo Manual Uploaded Will be system generated 

Debt Schedule Manual Uploaded   
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LOS –System Generated Forms 



E-Signature: Review E-mail 
Once the request is 

sent, the 

borrower/principal will 

receive an email 

request 

 


