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Overview

The General Login System (GLS) controls access to SBA applications. This document provides instructions for
Small Business Administration (SBA) Banking Partners on how to use GLS.

So what's covered in this document?
*  How to access SBA applications by creating a user profile
* Howto get an SBA User ID and Password
*  How to update your profile information

If you are a Small Business or an SBA Employee or SBA Contractor, refer to the instructions for your
relationship.



SBA Account Login

The SBA Account Login screen. The URL is https://eweb.sba.gov/gls

kip Navigatio
General LPrint { Help

Login
System

April 02, 2013

Forgot User ID?
Forgot Password?

GLS Instructions for
Banking Partners

GLS Instructions for
Small Businesses

GLS Instructions for .
SBA Employees and SBA Account Login

SBA Contractors
Click on Request vser[ |
Contact SBA Security SBA User ID. Password l—

Login I Clear |

Text Only

Request SBA User ID .



https://eweb.sba.gov/gls

Request User ID

* Complete the data entry fields in the screen below for the person who will be using the application.
* Define your own User ID. SBA will use the submitted User ID to identify your account.
* Once submitted, SBA will send the Password associated with the User ID to the e-mail address provided.

Kip a
General ‘Gl
System

____________ y

vigation Accessibility Optiaons

‘ User ID must be atleast 8 characters. |

Login Information

* GLS Login User ID: || | (Up to 15 characters. No <, =, ', ", & or accented characters.)

Identity Information

Name: | I ||
(First) (Middle) (Last) (Suffix - Ir, Sr, I, 1I, etc)
| May also be any 4 digits
v Y g PIN: I {Personal Identification Number, Last 4 Digits of SSN)

L the user can remember.

" DT prrration Fill out all fields with
o Country: [UNITED STATES j| blue borders.
| address. Zip+a: | _LookupZip | {click on Lookup Zip to ‘

Street 1: || populate the City and State.

Street 2: |

city: | |
Phone Number: ||1 | || | || | I

(Country) (Area Code) (Phone Number) (Extension)
(Us is 1) (999-9999)

E-Mail Address: || |

Re-enter E-Mail: ||

Federal Agency Information

Are you a Federal | @ NO © Yes

Employee? rz:lick on Submit to
Click on Reset to refresh ? Reset | _Clear | [ Submit save the data.
: Click on Clear to remove all entries. j

Response determines ‘
application availability.

screen with last saved data




GLS Sign In

Use the User ID and Password e-mailed to you from SBA to sign on to the system.

General LPrint X Help J
Login
System

March 25, 2013

Forgot User ID?
Forgot Password?

GLS Instructions for
Banking Partners

GLS Instructions for
Small Businesses

GLS Instructions for ' SBA Account Login
SBA Employees and
SBA Contractors

e Enter GLS User ID and
Contact SBA Security Click on Login Password I Password.

Login I Clear |

Text Only




Update Password

*  You must change your Password to one only you know.
*  The Password must be at least 8 characters, contain at least two letters and one number.
*  Atleast one letter must be upper case.

*  Passwords expire every 90 days. Starting 15 days prior to the expiration date, you will be given the option to
change the password. After 90 days, you will be required to change it.

[ | AT WX IT T

General ‘Gi3
System

||Fir5t Time Login. Please change your password before continuing"

Change Password

Change Password

New Password:
Retype New Password: I
| Click on Change Password Change Password | Enter new password twice.




Welcome Screen

Please read the GLS disclaimer.

To agree to the terms, click ‘OK’.
Otherwise, use the ‘Log Off’ button to exit GLS.

General
System

Welcome

This is a Federal computer system and is the property of the United States Government. It is for authorized use only. Users (authorized or
unauthorized) have no explicit or implicit expectation of privacy in anything viewed, created, downloaded, or stored on this system, including
e-mail, Internet, and Intranet use.

Any or all uses of this system (including all peripheral devices and output media) and all files on this system may be intercepted, monitored,
read, captured, recorded, disclosed, copied, audited, and/or inspected by authorized Small Business Administration (SBA) personnel, the
Office of Inspector General (OIG), and/or other law enforcement personnel, as well as authonized officials of other agencies, both domestic
and foreign.

Access or use of this computer by any person, whether authorized or unauthorized, constitutes consent to such interception, monitoring,
reading, capturing, recording, disclosure, copying, auditing, and/or inspection at the discretion of authorized SBA personnel, law enforcement
personnel (including the OIG), and/or authorized officials of other agencies, both domestic and foreign.

Unauthorized use of, or exceeding authorized access to, this system is prohibited and may constitute a violation of 18 U.S.C. - 1030 or other
Federal laws and regulations and may result in criminal, civil and/or administrative action. By continuing to use this system, you indicate your
awareness of, and consent to, these terms and conditions and acknowledge that there is no reasonable expectation of privacy in the access
or use of this computer system.

LOG OFF IMMEDIATELY if you do not consent to the conditions stated in this notice. Otherwise click OK to accept the terms and proceed.

ok | Log OF

Click on OK.




Update Profile

To edit a profile, click either on the Profile button or on the link ‘Update Profile’ to make any changes to profile
information.

|l 5o Wsyigation tcessibility Options
General @m

Sm Lagin
System

Location Nat Selected Yet Click to update information about your

L_E‘licuuntpmfile.
Used by SBA Banking - —mJ{lSE Functien

=
Currently Available Applications Clicking on Update Profile and the Profile

Welcome Scarlett OHara.

Partners Only.

la SBA's Online Ph button at the top of the page will take you

to the same page.

Do you wish to Update Profile?




Update Profile

Update any information in your profile.

Lip Nayigat

General @m

Sm PPl Srotle X Access X Choose Function § Change Password
System

Welcome Scarlett OHara. Location Not Selected Yet.

Identity Information

Name: ||Scar|ett ‘ I “OHara ‘ |
(First) (Middle) (Last) (Suffix - Ir, Sr, I, 11, etc)
Contact Information
Country: [UNITED STATES |

Zip+4: |22191 I Lookup Zip |

Street 1: ||34[]5 Forest Glen Rd |

Street 2: |

City/State: ||WOODBRIDGE

|
Phone Number: [ NE = |

(Country) (Area Code) (Phone Number) (Extension)
(USis 1) (999-9999)

E-Mail Address: ||deborah|ewis@ero|s_c0m |

H

Re-enter E-Mail: ||deburah|ewi5@er0|5_c0m |

Information Currently Assodiated with Profile

Default Location Id: B

Business Information: |N0 businesses have been associated with this proﬁle.l

Add New Business? ' Yes ™ No

Click on Submit to save the |

Click on Reset to restore screen entrleﬂ Reset | Clear | Submit I information.

to last saved information.

Click on Clear to remove all

entries.
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Update Profile

* Once profile information has been submitted, users will see the screen below.
* All users have access to the SBA Phone Directory.

kip Mayigation
General @ 'IEE’
Sm Login  GZILD
System

Welcome Scarlett OHara. Location Not Selected Yet.

||Cummentary: Your profile information has been successfully updated."

General Login System - Choose Function
Currently Available Applications

m SBEA's Online Phone Directory

Do you wish to Update Profile?
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Request Application Access

To request access to SBA Applications click on the ‘Access’ button at the top of the GLS screen.
Access to applications is subject to the approval of the associated SBA Program Office.

[Choose Function X Switch Office X Change Password

General
SBA( [ s
System

Welcome Scarlett DHara. Location Not Selected Yet.[Click to request initial nsSISTANT ADMINISTRATOR

access or to update
ACCESS. iystem - Choose Function
Available Applications

Do you wish to Update Profile?
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Request Application Access

You will see a list of available applications. Click on the file folder of any application, and request whatever role(s) you
need. Although the example below is for ETRAN — Origination, the process works the same for all applications.

For those requiring SBA Program Office approval, you will see a pop-up message. Click OK to clear the message. If you
select multiple roles, you will see and need to clear the pop-up message for each role.

Ki1p Nayvigatr Accessibility Options
General Gl GLED
SM Login G
System
Welcome Scarlett OHara. Location Not Selected Yet.
System Selection
] 7A Connect - Access only for SBA 7a Lenders and SBA Employees
a Business Cards
@ Code Tables Message from webpage 1'
N Py Youhave requested access to a Federal System which requires prior authorization From the program office and From your supervisor,
o District Office Calendar \{/ 1f vou have not received prior authorization, you must click Cancel,
] Drug Free Workplace L, OK I Cancel |
O fecdCheck the box Jon and Annual Review System (B
for role. Click
=9 Els gination (ETRAN) OK.
¥ Enter/Edit your SBA Loan Applications {Show/Hide)
Location Id
I Lookup I El Lookup I Lookup|
I ] Lookup I = Lookup I Lookup|
["  SFTP Submission of E504 Documents by CDC (Show/Hide)
Location Id
| =] Lookup I El Lookup I Lookup|
I ] Lookup I = Lookup I Lookup|
|f View your SBA Loan Applications (Show/Hide)
Location Id- _ _
| Lookup | Lookup | Lookup|
=] Lookup £ Lookup I Lookup|
& Electronic Lending - Servicing (ETRAN) 13




Entering Location ID

* If requesting access to known Location IDs, type each one in.
* After submitting the request, you will return to the Choose Function page.
* All ETRAN applications require you to select at least one Location ID.

kip Navigation
General @ 'IEE’
SB‘ Login  GiD

Welcome Scarlett Toggle between showing and
hiding the Location ID entry
e Electronicl_ fields. AF

¥ Enter/Edit your SBA Loan Applications {Show/Hide) (Request for this role is pending approval. Show all in new window.)
Locatlon Id

f Click on Show All to generate a list of
= I= I =
11111 Bl Lookup 22222 E Lookup Bl Lookup pending access requests ina new window.

'ﬁ Lookup Lookup ] Lookup| If there are no such requests, this sentence

[T SFTP Submission of E504 Documents by CDC (Show/Hide) e GET
Location Id

I 'ﬁ Lookup I 'ﬁ Lookup I Lookup|
I Lookup I Lookup I Lookup|

¥ View your SBA Loan Applications {Show,/Hide)

Location Id- _ _
Lookup |15903 Lookup Lookup|
Lookup I 'ﬁ Lookup 'ﬁ Lookuy
Click on Submit to send

Click on Reset to restore screen entries request to SBA.
to last saved information. ﬂl Il

—
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Looking Up a Location ID

Use the Look Up function to find an unknown Location ID.

Location Id

— r
Click on Lookup.

* Search on Location ID or FIRS Number to find a unique ID.
* Search on Partner ID to find multiple locations of a unique partner.

* Search on Partner Name, Type, City, or State to find multiple locations and partners.
| E——

General
System

Partner Lookup

Search for a Unique Partner Location Click on Locate by Location 1D or
SBA Location ID | Lookup by Location ID I Locate by FIRS Number to find a
FIRS Number Lookup by FIRS Number unigue location.

Search for Multiple Locations of a Unique Partner

SBA Partner ID Lookup by Partner ID Click on Locate bV Parther D
to find multiple locations of a

Paged Search for Multiple Partners/Locations
(Note: It's possible to enter combinatl_ single partner.
such as NY as the State and 78705 as the=p
Spelling differences can also interfere with the search.)

Partner Name |Starts Withj I
(scope)

Partner Type |(any) j

Location City |Starts With =] |
(scope)

Location State

Location Postal/Zip Code IStarts W|thj |
(scope)

Max rows per page |50 =

Lookup by Mame, Type, City, State and/or Zip |

Click on Lookup by Name, Type,
City, State, or Zip for multiple

partners and locations. 15




Looking Up a Location ID

Select the desired Location ID from the provided List.
Close the screen with the provided list.

General
s

stem

Note, the following is a sortable table. Clicking a column's header for the first time sorts it into ascending order. Subsequent clicks of the sorted column's header
reverses its order.

Click a Location number to copy it back into the calling page's Location ID form element and close this window/tab.

[Partner |Location | Name | Address | City | St |P05talg2ig
|24602 |1014?4 |Alt0naer Spar undVarengold [22701
Click on the 66616 |MPC AG =
TLeremr b e, |225242 |Netbank AG |Max-Bra| ?{/ The webpage you are viewing is trying ko close the window.
12587 |M |N orthern Bauverein FCU |55? Jamu Do you want ko close this window?
1172666 |453460

|Piedmor‘ltWertpapierhandelsbank AG  |Groe Elb:

- . ¥ SN
Click on Yes to populate the Location i -
(No More Rows) I on the Request Access screen, ]

The Location ID will be transferred to the Location ID field of the Application Access screen.
Once finished selecting one or more applicable Location IDs, submit the same way as on page 14.

Location Id

I‘IEEE‘IE Lookup
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Application Access Approval Process

If Program Office approval is required, users will receive an e-mail notification from IT Security (gls@sba.gov)
that the request for approval has been sent to the appropriate SBA Program Office. This approval process may
take 1 to 3 business days.

From: WebAppsSupport@sba gov [mailte: WebAppsSupport@sha gov]
Sent: Tuesday, April 09, 2013 10:25 AM

To: CO'Hara, Scarlett

Subject: TEST = Your GLS profile has been updated

Dear Scarlett O'Hara,
Your profile has been successfully updated.

The following roles you requested were sent to the Program Office for approval.

+ Enter/Edit vour SBA Loan Applications

Thank You,
SBA IT Security GLS Staff

Once Program Office approval is completed, users will receive an e-mail notification from IT Security (gls@sba.gov)
that approval was granted and as confirmation that their GLS profile has been updated.

From: WebAppsSupport@sba.gov [mailto:WebAppsSupport@sba. gov]
Sent: Tuesday, April 09, 2013 10:34 AM

To: O'Hara, Scarlett

Subject: TEST - Your GLS Security profile has been Updated

Dear Scarlett O'Hara,

Your SBA IT Security profile has been successfully updated.
A determination on your request to access the following SBA Web Systems with the role permissions vou requested are provided below:

* Web System LoanOrig with the permission role of OrigPrt Updt access has been granted.
The system vou have request access to is a Federal computer system and is the property of the United States Government. It is for authorized use only. Unauthorized use of
SBA Web systems or use that exceeds the users authorized access privileges is prohibited and may constitute a violation of 18 U.5.C. - 1030 or other Federal laws and

regulations and may result in criminal_ civil, and/or administrative action.

This determination DOES NOT constitute "Participation In" or "Approval Of" any Web Application Forms/Transactions that yvou will submit to SBA via the web
applications that vou have been granted access to.

Thank You,
SBA IT Security GLS Staff
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Application Access

Once the user is notified by e-mail that access has been granted to the systems, the user will need to login to
the GLS system again.

kip Navigatio
General L Print X Help J
Login
System

March 26, 2013

Forgot User ID?

Forgot Password? Enter User ID  |Account Login
- . . <‘ and Password. [

GLS Instructions for e

Banking Partners User ID |'|

GLS Instructions for

Small Businesses Password I

GLS Instructions for
SBA Employees and Login | Clear |

SBA Contractors = —
R ——— | Click on Login.
Request SBA User ID

Text Only

Contact SBA Security
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Application Access

* After clicking OK on the Welcome screen, you will see the following screen with all applications you can
access.
* Note the Location is now populated.

General @ ‘IEE’
Sm Login D

System

Welcome Scarlett OHara. Location Mot Selected Yet. Office 2441: OFFICE OF THE ASSISTANT ADMINISTRATOR

General Login System - Choose Function
Currently Available Applications

r Electronic 8(a) Review System {E8a) a Hubzone

Click link to select
Application.

Do you wish to Update Profile?
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