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New Features and Benefits

@ Streamlined reporting makes it fast

We reduced the number of required fields

+—] Automated calculations make it easy
You enter values at the 100% level, and the system does the math

Upfront data validation helps you avoid errors
@®

Find and correct any errors upfront—before submitting—to reduce back-and-forth and
reconciliations

i, ACH payment saves time and money

Enter the banking info once. With ACH, you also avoid any wire transfer fees
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Four-Step Reporting Process

STEP1 STEP 2 STEP3 STEP4

ADD LOANS REVIEW SUBMIT PAY

TO QUEUE QUEUE BATCH BATCH
Complete offline Review the system’s Choose loans to batch Select batch for
template, then upload it calculations and flags. together and move to payment and initiate
to 1502 Queue Make edits directly in-app. the payment step ACH transaction
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Step 1: Add Loans to Queue

Two options:
1502 Reporting

* Eitherupload afile to add loans in bulk...

o Click DOWNLOAD LOAN TEMPLATE to get the most
up-to-date copy of the Excel template.

1502 Reporting Dashboard

Download Loan Template

o Onceyou have an upload file filled-in and ready,
select UPLOAD LOAN FILE

Upload Loan File

e ...orinput details for one loan at a time

o Select CREATE INDIVIDUAL LOAN ENTRY to
manually key-in the data

Create Individual Loan Entry

Reporting Information

B View 1502 Audit History

[4) View Uploaded 1502 Files
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...Step 1: Add Loans to Queue

* The template file has an “Instructions” tab with complete details on how to prepare your file.

K9 = Jr
A B c D E F G H J K L M
1
Instructions
2
3 | How to use this template to upload your loan data into the 1502 Reporting app
e
5 Step 1: Getting Started
6 1.1 When you first open this document, you might need to click to "Enable Editing."
7 3y e B B~ = lender_seporting_template (20) - Protected View » Saved to this PC v
8 Fle  Home Insert Dvaw  Pagelayost Formulas  Data  Review  View  Auiomate  HelD puiiak
g \_!« PROTECTED VIEW e caceful—fies fsom the nternet £a0 Cantin vinuses, Uniess vou need 10 e, s safer t2 st on Protecied Yery Enabie Editing |:|
10 w__- - )
11 ) i i . i .
12
| 1.2 If in addition to normal monthly reporting you also have partial- or full prepayment reporting (applicable to some secondary market loans), create ase
Reporting Type. (When you upload, the system will prompt you to choose a Reporting Type, and this gets applied to all recordsin the file.)
13
14| 1.2 Take care to preserve each column's special formatting. The screenshot below shows an example of one column where Excel's "Number” format is app
15
15_ File Home Insert Draw  Page Layout Formulas Data Re
- ~ = N —

T Instructions | 1502 | (& Kl
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Step 2: Review Queue

* The 1502 Queue is a staging area where you can review system-generated calculations and validations and
edit loans before submitting

1502 Queue

Search by Loan Number or Borrower Mam
|

Filter Options

[ Queue Status A J ] [ Reporting Type v ] [ Loan Payment Status v ] [ Loan Type A J ]

Search

Select loans and click "Create Batch" to move them forward. Note: Only loans with the same Reporting Type can be batched together, and
the loans must have a Queue Status of "Ready” or "Warning."

Review the calculated

Filters @ Amount Dueto FTA

Loan Interest Amouii.

D :ou:her Borrower Name ::::rling Payment _I;::Z ;:T:nce Paid to Due to ;:f:d 3:;::

: : Status Date FTA Review Queue Status:
RQVl?W Or ec;'lt I'Oan :I Regular Over 60 Days ppP C4ES7IE00  OS/0S/2024 00/10/2024  Error ° “Error” — aCtion re uired
details by clicking the Reporing  PastDue TR el e 9

. ° 13 M 2 —
hy p € rl In ked Loa n (] ::i:l:: e E::;ij:ays PPP $465,736.00  05/05/2024 09/10/2024  Error dwalr:;T n ﬁ ks ! ggeSt
: ouplecneckKin
Number Regular Over 60 Days  Tla) ; - g
D Reporting Past Due Sold $465,736.00  05/05/2024 09/10/2024  Error
Or use the checkboxes O :::i!:: e E::trjj:)ays L[:iul 4 S465736.00  05/05/2024 09/10/2024  Error
tO SeleCt multiple loa nS Regular Over 60 Days  7(a) . i
] $123,44500  05/15/2024 08/10/2024  Error

and click EDIT LOANS
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Step 3: Submit Batch

* Group loans into a batch that you can then move forward to the payment step

1502 Queue

Filter Options

|_ ¥ [l we | | | | B v

Select loans aned click “Create Baich® to mows then lorwarnd, Bots: Ondy baans with the same Reporting Type can be babched fogether, and the |loans must hase o Qusee Status of "Resdy®™ or “Maming

Use the
B LossNumber Boaree, Kame Regorting Type Loan Paymant Stabey Loan Typs Lean Balance Intereat Paid fo Date kmgunt Due 1o FTA Addeled Dabe Queus atus
checkboxes to
Select loans for . Pepilar Bpezi e LT [ S5, 735.00)
a batch

Then select _
CREATE BATCH

3 318,208 Enan
18 15 50 100 20 1- 10 of 4 n

Note: You can only batch loans with status “Ready” or “Warning” (or a mix of these two) and they must be the same Reporting Type.
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Step 4: Make a Payment

Last step!

Once you’re ready to send a payment on a batch, On the next page, select the batch or batches you want to pay,
select the “Action Item” link MAKE PAYMENT TO FTA then click PAY BY ACH (or the SEND A WIRE link)

Action Items
Filter Options

o View Loans Missing from Queue [ Status \ 4 ] [ Reporting Type v
[N SEND AWIRE
@ Loans in 1502 Queue Total Amount due: [ —_
5681)126"9 7 Submitted N Number of Amount Due Payment
= Reporting Type Status Payment ID
Date Loans to FTA Made Date
@ Update L oans with Errors [] 09/05/2024 e 12 $304.31 Paymen_t 99551313502697 9/5/2024,
Full Prepayment Processing 1:50:27 PM
[] 09/10/2024 Regular Reportin, 10 $23.26 Payment 19299601063321 5/10/2024,
o Make Payment to FTA - E b ‘ Processing 1:06:33AM
o X Pending
09/10/2024 Regular Reporting 3 $118,954.76 - meﬁt NA NA
@ View Unreported Loans Y
10 25 50 100 200 1-30f3
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How to Prepare for the Change

Perhaps the biggest change is that you will now need to address errors before you can
submit reporting on a loan. It may be risky to leave your reporting to the last minute!

Start as early as possible each month*

Give yourself enough time to address any errors so that you can report on time. Also, note that our
customer service team gets busier as the final due date approaches.

If you delegate reporting to a Lender Service Provider (LSP)...

Coordinate with your LSP on who will do what in the new process. (Who uploads the data, who resolves
errors, who submits, etc.) ACH payments may only be initiated by the lender, LSPs should not initiate
ACH payments.

*Reporting Window Opens on the 15t of each month 9
SBA



Next Steps Resources

* 1502 Reporting User Guide
(and FAQ)

* 1502 Reporting Template
(and Instructions tab)

Prepare the new 1502 template (at the 100%-level)

and get ready to report in the new app.
* FTA Wiki

e Questions? Email
Add your ACH info in the app now, since this takes a 1502@sba.gov and include

few business days to process. yourlocation ID in the
subject line

]

w
o
>

[


mailto:1502@sba.gov

Q&A



	1502 Reporting Module within MySBA Loan Portal
	New Features and Benefits
	Four-Step Reporting Process
	Step 1: Add Loans to Queue
	…Step 1: Add Loans to Queue
	Step 2: Review Queue
	Step 3: Submit Batch
	Step 4: Make a Payment
	How to Prepare for the Change
	Next Steps
	Q&A

