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Artifact Rationale 
A User Guide is a technical communication document intended to give assistance 
to people using a particular system. It is usually written by a technical writer, 
although it can also be written by programmers, product or project managers, or 
other technical staff. Most user guides contain both a written guide and the 
associated images. In the case of computer applications, it is usual to include 
screenshots of the human-machine interface(s), and hardware manuals often 
include clear, simplified diagrams. The language used is matched to the intended 
audience, with jargon kept to a minimum or explained thoroughly.  The User 
Guide is a mandatory, increment-level document, and should be updated to reflect 
the contents of the most recently deployed increment. 
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1. 	 Quick Guide to Lender/Servicer Administrative 
User Functions 

1.1. Pin Reset 
1. Open the WebLGY application. 
2. From the top navigation bar, click Admin > Reset Lender/Servicer 

PIN. 
3. Click Reset PIN. 
4. In the pop-up window, click OK to confirm your action. 

1.2. Activate/Reactivate Users 
1. Open the WebLGY application. 
2. From the top navigation bar, click Admin > Activate Users > 

Lender/Servicer Users. 
3. In the list view, select the user account(s) that you want to activate, select 

Approve to activate the user account, or Remove to disallow activation. 
4. Click Submit. 
5. In the pop-up window, click OK to confirm your action. 

1.3. Validate Users 
1. Open the WebLGY application. 
2. From the top navigation bar, click Admin > Validate Users > 

Lender/Servicer Users. 
3. In the list view, select the user account(s) that you want to validate, select 

Approve to validate the user account, or Remove to deactivate the user 
account. 

4. Click Submit. 
5. In the pop-up window, click OK to confirm your action. 

1.4. Manage Admin Users and Remove Users 
1. Open the WebLGY application. 
2. From the top navigation bar, click Admin > Manage Admin Users > 

Lender/Servicer Users to open the Manage Lender Admin(s) page. 
3. Selecting the Add New Lender/Servicer Admin User(s) link (top right) 

opens the Add Lender/Servicer Admin page.  Selecting the Remove 
Admin link from the Action column opens a dialog box asking, “Are 
you sure you want to remove Admin privileges for <User Name>?” 
Select OK to remove Admin privileges or Cancel to keep. 

4. When selecting the Add New Lender/Servicer Admin User(s) link and 
the Add Lender/Servicer Admin page opens, place a checkmark in the 
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box under the Admin column in the same row as the person who should 
obtain Admin privileges, and click Submit. On the Add Lender/Servicer 
Admin Page, there is an Excel icon that, when selected, will export the 
list to an Excel spreadsheet. 

Selecting the Remove User link from the Remove User column in the 
same row as the person who should be removed opens a dialog box 
asking, “Are you sure you want to remove <User Name> as a user?” 
Select OK to remove the user or Cancel to keep. 
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2. LLender//Serviceer Admministrattive Usser Functions 
Each Leender and/oor Servicerr must desiignate at leeast one reegistered usser to 
adminisster their emmployees wwho have tthe associaation of Leender and/oor Servicerr. 
This designated usser will be  considere d an Admiinistrative user and wwill have 
access tto the folloowing addittional funcctions: 

 PIN Reset 
 Activvate New EEmployee LGY (Loaan Guarantty Service)) System 

Userrs/Reactivaate Inactivee Employeee LGY Syystem Userrs 
 Validate Activve Employeee LGY Syystem Userrs 

2.1. Lender And/Or Serviceer Only AAssociaation 
Each Leender and/oor Servicerr employeee who registers for ann account iin the 
Veteranns Informattion Portal (VIP) to uuse LGY appplicationss for work, selects a 
Departmment of Veeterans Afffairs (VA) Affiliationn. A user sselecting LLender and//or 
Servicerr affiliationn is requireed to enter  the emplooying Lendder and/or SServicer IDD 
and thee active 8-ccharacter PPIN associaated with thhat ID. 

The admministrative functionss of activatting newlyy registerinng employeees, 
reactivaating inactiivated empployees andd validatingg all activee employeees apply onnly 
to userss that have selected LLender andd/or Servicer as theiir affiliatioon. 

2.2. PIN Resset 
PIN Resset is used to manuallly reset thee PIN you will proviide to an emmployee 
registering as a usser of LGYY applicatioons. This iis also the screen useed to view thet 
currentlly active PIIN. 

2.2.1. Resettiing PIN 

When yyou reset yoour PIN, thhe system wwill generaate a new 88-characterr PIN whicch 
includess a combinnation of uppper and loower case lletters andd numbers. The new PIN 
will be displayed on the screeen and sennt to you vvia e-mail.  You are nno longer 
allowedd to create yyour own PPIN. All PPINs are syystem-geneerated. 
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Take the following steps to rreset the PIN: 

Step 1. Select Addmin from the main hhorizontal menu, thenn click the last item iin 
the dropp-down meenu Reset LLender/Seervicer PINN. 

A page will displaay that showws the Lennder and/orr Servicer Name, thee current PIIN, 
the datee the PIN wwas last chaanged, andd a button ffor resettinng the PIN..  There is also 
an area where an ooptional noote may bee entered. 

Step 2. Enter an ooptional noote for the rreason of tthe PIN resset (maximmum 1700 
characteers), or just select thee Reset PINN button. 

The sysstem will ddisplay a mmessage reqquesting veerification oof the PINN change. 
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Step 3. Select OKK to reset tthe PIN. TThe system will generrate and display a neww 8-
characteer PIN andd the date thhe PIN waas changed. 

The sysstem will allso displayy a messag e that the PPIN was suuccessfullyy changed.
 

This neww PIN shoould be proovided to eaach registeering and reeactivatingg user withh the 

affiliatioon of only Lender annd/or Servicer. 


Cancel will returnn you to the PIN Reseet page witth no actioon taken. 


2.3. Activatee/Reactiivate Ussers 

Activatiing and reaactivating eemployee uusers are ddone on a ssingle pagee. Please nnote 
that afteer employeee users reggister or reeactivate thheir accounnt on VIP, they cannoot 
access LLGY applications unntil an Admmin user acctivates theem. 

2.3.1. Activatte User 

Employyee users thhat registerr on VIP foor a new acccount musst be activaated by an 
Admin user. 

2.3.2. Reactivvate Userr 

If an emmployee user becomees inactive,  the emplooyee must rrequest reaactivation oon 
VIP for  an Adminn user to reactivate thhem. 

Take the following steps to AActivate/RReactivate EEmployeess: 
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 Step 1. Select Addmin from the main hhorizontal menu, thenn click Acttivate Useers 
in the drrop-down menu. Addmin users that are booth Lenderr’s and Serrvicer’s muust 
select wwhich userss they are aactivating ((Lender orr Servicer).. 

Employyee users thhat have booth the Lennder and Seervicer afffiliation wiill only be 
activateed/reactivatted one timme and willl appear onn the Lendder Admin UUser’s list. 
This meeans that thhe Servicerr Admin taakes no acttion. The LLender Addmin appro ves 
the userr for both rroles. 

A page will displaay that showws the useers needingg activationn/reactivatiion. It 
displayss User Namme, User EE-mail Adddress, the laast four diggits of the uuser’s SSNN, 
and a drrop-down bbox where  the Adminn may seleect to approove the useer for 
activatioon/reactivaation, or reemove the uuser from tthe list witthout 
activatioon/reactivaation. 

Step 2. For each uuser listed,, the Admiin should select to eitther approvve or remoove 
the userr. When yoou have coompleted thhe activatioon of the uusers, selecct Submit. 

Approvved users haave access to VIP anndLGYappllications. Users that are removved 
will nott have acceess to VIP oor LGY appplications. 

The sysstem will ddisplay a mmessage reqquesting veerification oof the apprrove/removve 
user forr activationn. 
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Step 3. Select OKK to activatte and remm as indicateed. The syystem will aove users also 
display a messagee that the u sers were aapproved/rremoved suuccessfullyy. 

Cancel will returnn you to the Activatioon page wiith no actioon taken. HHowever, tthe 
data preeviously enntered remaains. 

2.4. Validatee Active Users 

Every 990 days, each active eemployee mmust be vaalidated by the Adminn user in orrder 
to continue to havve access too LGY appplications. This functtion may aalso be used to 
remove users whoo are no lonnger emplooyees or noo longer neeed access to VIP andd 
LGY appplications. 

2.4.1. Validatting Activve Employyees 

The validate userss screen lissts all activve Lender aand/or Servvicer userss currently 
affiliateed with the Admin usser’s emplooyer. Eachh employeee user mus t be validaated 
as still aactive (appprove) or deactivated (removed)). 

If nno action iss taken on an active eemployee bby the expiiration datee, the user’’s 
accountt will autommatically bbe deactivaated. 

Take the following steps to vvalidate acctive emplooyees: 

Step 1. Select Addmin from the main hhorizontal menu, thenn click on the Validaate 
Users inn the drop--down mennu. Adminn users thatt are both LLender’s annd Serviceer’s 
must se lect whichh users theyy are activaating (Lendder or Servvicer). 
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A page will displaay that showws the actiive users nneeding vallidation. Itt displays UUser 
Name, UUser E-maail Addresss, the last fofour digits oof the userr’s SSN, annd a drop-
down boox where tthe Admin selects appprove to vaalidate thee user for continued 
access tto VIP andd LGY appllications, oor remove tto take awway the userrs access too 
VIP andd LGY appplications. 

Step 2. For each uuser listed,, the Admiin should select to eitther approvve or remoove 
the userr. When yoou have coompleted thhe validatioon of the uusers, selecct Submit. 

Users thhat are appproved willl continue tto have acccess to VIPP and LGYY applicatioons. 
Users thhat are remmoved will no longer have accesss to VIP oor LGY applications.. 

The sysstem will ddisplay a mmessage reqquesting veerification oof the apprrove/removve 
user forr validationn. 

Step 4. Select OKK to validaate and remmove users as indicateed. The syystem will also 
display a messagee that the u sers were aapproved/rremoved suuccessfullyy. 

Lender/Serrvicer Adminisstration User GGuide 8 055/2013 



 

 

 

 

 

 

 
 

 

 

Cancel will returnn you to the Validatioon page wiith no actioon taken. HHowever, tthe 
data preeviously enntered remaains. 

2.5. Managee Adminn Users aand Remmove Ussers 
Admin users are aallowed to manage eaach other (AAdd or Reemove Admmin privile ges) 
within LLGY applications.  TThis functioon may als o be used tto remove users whoo are 
no longer employeees or no longer needd access too VIP and LLGY appliications. 

2.5.1. Add Addmin Privvileges/Exxport Useer List 

The Maanage Lendder/Serviceer Admin(ss) screens llist all activve Lender and/or 
Servicerr Admins ccurrently aaffiliated wwith the Addmin user’ss employerr. If you arre 
logged iinto the syystem as a LLender, yoou will see the Managge Lender AAdmin(s) 
screen; if you are logged into the systeem as a Serrvicer, youu will see thhe Managee 
Servicerr Admin(s)) screen. 

Take the following steps to aadd adminn privilegess: 

Step 1. Select Addmin from the top naavigation mmenu, then click Mannage Admiin 
Users inn the drop--down mennu. In the fly-out meenu, select Lender UUsers or 
Serviceer Users, ddepending oon availablle options.   Admin u users that arre both 
Lender’’s and Servvicer’s willl have bothh options aavailable annd must seelect whichh 
users thhey are prommoting to AAdmin (Leender or Seervicer). 
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A page will displaay that showws the actiive Adminn users. It ddisplays a table that llists 
User Naame, the laast four diggits of the uuser’s SSNN, Portal IDD, Contact Informatioon, 
and a RRemove Addmin link thhat the Admmin select s to removve Admin pprivileges ffrom 
an Admmin user. TThe page allso has an AAdd New LLender/Servicer Admmin User(ss) 
link. 

Step 2. Select thee Add Neww Lender/SServicer AAdmin Useer(s) link. 

The Add Lender AAdmin(s) ppage openss and showws the list oof current nnon-Adminn 
registered users inn a table that lists eacch user’s naame, last fofour of SSNN, Portal IDD, 
Contactt Informati on, an Admmin colummn, and a RRemove Us er column . The Admmin 
column contains aa checkboxx for each uuser listed;; the Remoove User coolumn 

containss a Removve User linkk for each user listedd. There is also an Exxcel icon 
for expoorting the llist to an EExcel spreaadsheet. 

Step 3. Select thee Excel iconn to exportt the list too a spreadsheet or plaace a 
checkmmark in the checkbox under the AAdmin collumn and iin the samee row as thhe 
user(s) yyou wish tto promote  to Admin privilegess. When coompleted, select Subbmit. 

The sysstem displaays a messaage, “Lendder/Serviccer Adminn privileges successfufully 
added ffor <User Name>.” 

2.5.2. Removve Admin Privilegees 

Take the following steps to rremove addmin privileeges: 

Step 1. Select Addmin from the top naavigation mmenu, then click Mannage Admiin 
Users inn the drop--down mennu. In the fly-out meenu, select Lender UUsers or 
Serviceer Users, ddepending oon availablle options.   Admin u users that arre both 
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Lender’’s and Servvicer’s willl have bothh options aavailable annd must seelect whichh 
users shhould have their Admmin privilegges removeed (Lenderr or Serviceer). 

A page will displaay that showws the actiive Adminn users. It ddisplays a table that llists 
User Naame, the laast four diggits of the uuser’s SSNN, Portal IDD, Contact Informatioon, 
and a RRemove Addmin link thhat the Admmin select s to removve Admin pprivileges ffrom 
an Admmin user. TThe page allso has an AAdd New LLender/Servicer Admmin User(ss) 
link. 

Step 2. Select thee Remove AAdmin linnk on the saame row as the user wwho should 
have theeir Admin privileges removed. 

The sysstem will ddisplay a mmessage reqquesting veerification oof the Admmin privileges 
remova l. 

Step 3. Select OKK to removve the Admmin privilegges for thatt user. 

The sysstem displaays a messaage, “Lendder/Serviccer Adminn privileges successfufully 
removeed for <Usser Name>>.” 

2.5.3. Removve User 

Take the following steps to rremove a uuser: 

Step 1. Selecct Admin ffrom the toop navigatiion menu, tthen click Manage 
Admin Users in tthe drop-doown menu..  In the flyy-out menuu, select Leender Useers 
or Servicer Userss, dependinng on availlable optionns.  Adminn users thaat are both 
Lender’’s and Servvicer’s willl have bothh options aavailable annd must seelect whichh 
users thhey are prommoting to AAdmin (Leender or Seervicer). 
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A page will displaay that showws the actiive Adminn users. It ddisplays a table that llists 
User Naame, the laast four diggits of the uuser’s SSNN, Portal IDD, Contact Informatioon, 
and a RRemove Addmin link thhat the Admmin select s to removve Admin pprivileges ffrom 
an Admmin user. TThe page allso has an AAdd New LLender/Servicer Admmin User(ss) 
link. 

Step 2. Select thee Add Neww Lender/SServicer AAdmin Useer(s) link. 

The Add Lender AAdmin(s) ppage openss and showws the list oof current nnon-Adminn 
registered users inn a table that lists eacch user’s naame, last fofour of SSNN, Portal IDD, 
Contactt Informati on, an Admmin colummn, and a RRemove Us er column . The Admmin 
column contains aa checkboxx for each uuser listed;; the Remoove User coolumn 
containss a Removve User linkk for each user listedd. 

Step 3. Select thee Remove UUser link oon the samme row as thhe user whho should bbe 
remove d. 

The sysstem will ddisplay a mmessage reqquesting veerification oof the removal. 

Step 4. Select OKK to removve the user.. 

The sysstem displaays a messaage, “<Useer Name> has been successfullly removeed.” 
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