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The Office of the Budget Business Partner Portal is a new application presented by the Office
of the Budget to allow Business Partners to quickly and easily find important information
regarding such services as Borrower Loans reports, Vendor reports, Contract information,
Customer information and much more. Currently, only Borrower Loan report services are
available, but check back in the future for more services that will be added periodically to
the Business Partner Portal.

The Business Partner Portal also contains a Contact Us section if you need assistance.
Contact Us provides contact information for Office of the Budget personnel who specialize in
the services offered through the Business Partner Portal.

The following is a list of important terms and abbreviations that are used throughout this
document. This section can be used as a reference if you do not understand the
abbreviations used.

OB — Office of the Budget

BPP — Business Partner Portal

KID — Keystone ID

CV — Compatibility View

Browser — The software used to open websites
IE — Microsoft Internet Explorer
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The Business Partner Portal (BPP) is optimized to be used with the most recent versions of
the major Windows-compatible browsers (Chrome, Firefox and IE). If you are using IE, you
must first make sure that IE has not been told to act as though it is a previous version. For
example, you may have IE 11 installed on your workstation. However, there is an option in
IE that tells it to run as though it were IE 8 or IE 9. That option is called Compatibility View
(CV). In order to get the most out of the BPP, you must first make sure that your IE has its
CV turned off and will therefore act as an installation of IE 11. Follow the instructions below
to turn your CV off.

a. Open your IE browser
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b. Open the Tools menu by either clicking Tools in the menu bar or clicking the
Settings button in the top right of the browser window, as shown below in the
orange rectangles.

e =2 E:)http:,-',-'u:ue:s.u:-a.pa.gu:uv,-'SiteF'ages;—'HDmE.a:px

B> 0SS - Home
File Edit View Favorites

c. Choose Compatibility View settings. The image below shows where this is if
you click the Settings button. The same option is in the Tools menu.
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Print b
File b
Zoom (95%) v ]
Safety 3

Add site to Start menu

View downloads Ctrl+)
Manage add-ons

F12 Developer Tools

Go to pinned sites

Compatikility View settings

Report website problems
Internet options

About Internet Explorer
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d. In the Compatibility View Settings window, make sure both of the checkboxes
are cleared. There should be no check mark in either of them. Also, make

sure that the Website “pa,gov” has not been added. If it has been, highlight
“pa.gov” and click the Remove button.

e

[Zh Change Compatibility View Settings

A

Add this wehsite:

Add

Websites you've added to Compatibility View:

00V, COMm Rermowe

youtube.com

[ | isplay intranet sites in Compatibility View

[ Uze Microsoft compatibility lists

earn mare by reading the [nternet Explorer privacy statement

Close

e. Your browser should automatically convert to the new setting. If it doesn’t,
you can close and reopen your browser. The new browser window will no

longer be using CV, and will act as though it is the installed version of IE
rather than a previous version.
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4. KEYSTONE ID REGISTRATION

The Keystone ID (KID) is a Commonwealth-wide initiative to allow citizens to be able to sign
in to any Commonwealth application using the same username and password combination.
Not all Commonwealth applications use the KID yet, but the intention is to, over time,
replace existing login processes so that all applications use KID. The BPP is one of the early
adopters of KID. This may be your first time using an application that is integrated with
KID. Ifitis, you will need to register. Registration is a one-time only activity, going
forward when you use the BPP you will only need to login, you will not need to register
again. Follow the instructions below to register in KID.

a. Open your browser and navigate to https://www.bpp.ob.pa.gov, then click on
the Borrower box or choose Borrower from the Services drop down in the top
navigation bar as shown below in the orange rectangles.

HOME SERVICES N CONTACT

Borrower

Customer

Wendar

Services

Welcome to the OB Business Partner Portal

BORROWER CUSTOMER VENDOR

Page | 4


https://www.bpp.ob.pa.gov/

b. You will be redirected to Commonwealth of Pennsylvania ldentity Exchange
page. Click on the Pennsylvania Keystone ID image as shown below.

Welcome to the Commonwealth of Pennsylvania Identity Exchange

Please select one of the following accounts in order to login:

More account options will be available soon...

New User? If you do not have an existing account, click one of the account options above to navigate on to the next
page. You will have the opportunity to enroll by clicking “New User” on the next page.

c. On the Keystone ID page, click the New User box as shown

pennsylvania

KEYStD ne Key Self-service for Citizens

ﬁ Forgot Password

ﬂ. MNew User
Password
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d. On the Keystone ID General Information page, click Next

W pennsylvania

Create Keystone ID NSTIC: General Information

1 Gy 2 B

General Information Profile Information

Welcome!

The Commonwealth of Pennsylvania is improving how it provides onine senvices to citizens. Several state agencies are working together bo
askablish 3 single Keystone ID to accass multiple state agency sites as a way of simplifying your experience.

What is a Keystone |07 A Keystone 1D is a sigla usermame you can use for multiple Commonwealth of Pennsylvania state agency sites.
Wy should | go through this process? The Keystone ID @ a single online identity for multipde Commonwealth of Pennsylvania state agency sites.
This means that you have the opportunity to access multiple state agency sites with a single ID in order to accass state apphcations and conduct

vanous onling transactions.

Already have a Keystone ID? If you have aiready created a Keystona 1D with one of the Commonwealth of Pennsylvania state agencies, you do no
meed to create another one. Simply use the Keystane ID and Password you have already created dunng login,
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e. Follow the instructions on the Keystone ID Profile Information screen to
create your Keystone ID and click the finish button when you’re done.

Create Keystone ID NSTIC: Profile Information

1 B 2 9

General Information Profile Information
. = Required

To create a new Keystone |0, please provide the following information:

o | ] {must be & to 10 characters)

Security Question

To ensure onling secunty, please select and provide answers for secunty questions, Thase guestions will be used if you forgat your password,

. iy O son Tips:
Choose questions for which you will easily recall the answers; do not wnte down the questions and answers, as this underminas their
usafulnass as a security tool, Answars must be typed exactly the same way, avery tima. So, if you capitalize "Philadalphia® or if you wnba
*Phiadalphia PA" here, you must do so avery time you usa the question. Avoed using special characters (§£%8) and punctuation " , - .1 n
YOUr answars. You cannat use tha sama Quashion morg than onca. Answar cannot contam ;Y pl'd'asn:l of tha quastion.

« Sarurity Question 1 Please salact a secunty quastion b
irity Ouestion Plaase salect 3 secunty quastion )

W
ty O 3 Please select a secunty quastion R

For seturiﬁr reasons, please answer the following question.

Ouestion Which of the following 15 NOT a day of the week: Tuesday, Saturday, tran, Sunday?

To review the Privacy Policy, please click here

m
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f. A Congratulations message will appear if your Keystone ID was successfully
created. You should receive an email at the address that you entered on the
previous page. You can click the Close Window button on this screen.

w pennsylvania

Congratulations!

Wikai happens sesd? i

musd socoimt's “Sosm® 8 i* foldary By sewwre Hhe mewesgs was Go fitered, For sy questiony o

Note: Ploats make e 1o 10E Set yom permssent passwond by cioking on the “Set Prnmaneat Pesssed Bk i (e small that you will receive shanhy,

g. When you receive the email, click on the link in the email called Set
Permanent Password

it chmnn s i phsmed yoo S Song sdwartiga of the Kepibons D o scoedn mulgls atate sgeescy uben i @ sy of SRR YOI EXpenerce

Wivalona 1D ke u‘

8 PR Pareng Coam M pevaaalrh of Peraniusna iEabe 3g8s0y 16es, the changss will 300% £0 1o RayRione B far ol pans gunng stes
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h. Enter the KID you created in step “e”, and the temporary password from the
email in the previous step and click the Login button

pennsylvania

i. When the Set Permanent Password screen opens up, follow the guidelines at
the bottom of the screen to set your permanent password, and then click the
Submit button.

w pennsylvania

Set Permanent Password

& abert: Please change your current password before continuing.

- = Required

onfirm Password
To ensura online sacunty, the Commonwaalth of Pennsylvania requres passwords that :
are al least EESH Characiers lang
contain at least one number
CONain 31 l2ast cne upper case heer.
CONEAIN AT FBAST ONE Iower Case letter
contain at least one special character. such a5 @a*WE"
do ot ncluce any of YOur uSes Name, your first Name, oF your |35t namse
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j- If you have successfully set your permanent password, a Congratulations
message will appear. Click Close Window, and close your browser by clicking
the Red X in the upper right hand corner of the browser window.

Congratulations!

You have successfully sat a personal password for yvour Keystoneg 1D

Please click the Close Window button and login to your application with your personal password.

Close Window

This concludes the one-time Keystone ID registration process. From this point on, when
you want to go to the BPP, you’ll only need to log in to the KID, you won’t need to register
again.

5. USING THE PORTAL AS A BORROWER

As mentioned in the Introduction, OB intends on using the BPP to extend many different
services to different business partner groups. For this first installment of the BPP, the only
service available is the Borrower service, which allows Borrowers to run loan reports.

As services are added to the BPP, additional sections will be added to this User Guide to
instruct you how to use those services. To use the BPP for Borrower services, please follow
the steps below.
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a. Open your browser and navigate to https://www.bpp.ob.pa.gov, then click on

the Borrower box or choose Borrower from the Services drop down in the top
navigation bar as shown below in the orange rectangles.

HOME SERVICES n CONTACT

Borrower

Customer

Wendor

Services

Welcome to the OB Business Partner Portal

BORROWER CUSTOMER VENDOR

a. You will be redirected to Commonwealth of Pennsylvania Identity Exchange
page. Click on the Pennsylvania Keystone ID image as shown below.

Welcome to the Commonwealth of Pennsylvania Identity Exchange

Please select one of the following accounts in order to login:

More account options will be available soon...

New User? If vou do not have an existing account, click one of the account options above to navigate on to the next
page. You will have the opportunity to enroll by clicking “New User” on the next page.
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https://www.bpp.ob.pa.gov/

b. Enter your Keystone ID and password on this screen, and then click Login

w pennsylvania

Ke YStO ne KEV Self-service for Citizens

ﬁ Forgot Password

‘ ﬂ Mew User
Password
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c. The first time you log into the BPP, you will need to enter some additional
information so that the BPP knows what information to show to you. Enter
the required information (all fields with a red notice to the right are required).
You don’t need to enter First Name, Last Name and Email. They will be
preloaded with information sent over by the Keystone ID. After you enter
your information, click Save.

HOME SERVICES - DONTACT

Create User Profile

Please update your profile and save changes by clicking the "Save’ icon below.

First Nams  Bilie Jo
Middhe Indial

Last Name Srmyder

Suffix
Job Title The Job Tk Beld 5 requined
Address Line 1 Thie Address Line 1 el 15 reguined
Agdress Line 2
city The City N i pequined
State The Slate feld & required
Zip Code The Sip Code feid & requined

Emal | bismydeniipa gov
Wark Phong Th Work Phons field i requined

Cell Phons

I
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When you’ve successfully entered your profile data, the Business Partners
section will appear below the Profile section. This is where you identify, using
TIN numbers and LOAN numbers in proper combinations, the Business
Partner(s) that you are associated with. Enter TIN number and LOAN
number, and click the Authenticate button.

Business Partners

To validate and add a business partner, please provide a loan number and the corresponding business partner
taxpayer identification number (TIN). Enter this information below and click the 'Authenticate’ icon. Upon
authentication, you may view all loans associated with the business partner; however, you must repeat the
authentication process if you wish to add multiple business partners to your list.

Enter TIN number :

Enter loan number associated with TIN number :

Authenticate

If you successfully entered a TIN/LOAN combination, the exterior of the
Business Partners box will turn green, a message will appear confirming you
successfully added a valid Business Partner, and the name of the partner will
show to the left of the screen, as shown below. If the combination you
entered is not valid, the exterior of the Business Partners box will turn red, a
message will appear confirming that the combination was not valid and no
new Business Partner will be added to the left side of the screen, as shown
below. Click the Save button to save your profile changes.

Business Partners

UNITY TWP VEC #6 OF MARGUERITE ® To validate and add a business partner, please provide a loan number and the corresponding business partner

taxpayer identification number (TIN). Enter this information below and click the "Authenticate’ icon. Upon
authentication, you may view all loans associated with the business partner; however, you must repeat the
authentication process if you wish to add multiple business partners to your list.

Enter TIN number :

Enter loan number associated with TIN number :

Authenticate

Wy Valid Business Parter,
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Business Partners

To validate and add a business partner, please provide a loan number and the corresponding business partner
taxpayer identification number (TIN). Enter this information below and click the "Authenticate’ icon. Upon
authentication, you may view all loans associated with the business partner; however, you must repeat the
authentication process if you wish to add multiple business partners to your list.

UNITY TWP VFC #6 OF MARGUERITE x

Enter TIN number :

Enter loan number associated with TIN number :

Authenticate

Io Tin and Loan 231719837 P78000085-302 is not a valid combination (1] I

f. Steps c, d and e are only necessary the first time you login to the BPP. After
your first login, steps ¢, d and e are skipped and you will immediately go to
the next screen shot in this step. However, if you need to make changes to
your user profile or to the Business Partners you are validated to be
associated with, you can click the Edit Profile button on this screen.

HOME SERVICES ~ CONTACT

BORROWER SERVICES
Hello BAMS TestAccount

Business Partner Catalog

Choose a business partner from the dropdown menu to view available loans and reports.
To add a new business partner to the dropdown menu, click the 'Edit Profile’ icon above.

=S

<

Select Business Partner :

Privacy Palicy | Security Policy | Download Adobe Acrobat Reader

Copyright © 2016 Commonwealth of Pennsylvania. All Rights Reserved
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g. It's a 2 step process to run a reports for a Business Partner in the BPP. First,
you have to select which Business Partner, since some users can be
associated with more than one Business Partner. Choose the Business
Partner from the drop down box, and click Select

HOME SERVICES CONTACT

BORROWER SERVICES
Hello BAMS TestAccount

Business Partner Catalog

Choose a business partner from the dropdown menu to view available loans and reporis.
To add a new business partner to the dropdown menu, click the 'Edit Profile’ icon above.

Select Business Partner : UNITY TWP VFC #6 OF MARGUERITE
A

Privacy Paolicy | Security Policy | Download Adcbe Acrobat Reader

Copyright © 2016 Commonwealth of Pennsylvania. All Rights Reserved
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h. Second, you need to choose the Report Type (left side) and Loan (right side).
You can only choose one Report Type at a time, but you can choose multiple
Loans if the Business Partner has more than one loan. Choose your Report
Type and Loan and click the Run Reports button.

Business Partner Loan Report Selection

Choose the loans and types of reports you wish to view. You may select multiple loans to view.

O Payment History & Open Item Report D 0a be Role Type Da

I @ Amortization Schedule

® P31000106-201 Main Loan Partner Active

O Both Payment History & Open Items Report, And Amortization Schedule

[
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i. You can now view the loan report on screen. Scroll up and down to view
more information. If you chose more than one loan, there will be Next
previous buttons to allow you to navigate between loans. Click on Print
Options to print. If you chose more than one loan, you can choose to print
one loan or print all.

Print Single Loan Report

Print All Loan Reporiz
Fi s

Amortization Schedule

Commoi

BORROWER DETAILS

Agency Name: PA& Emergency Management Agency  Loan Number: P31000106-201

Project Number: Legacy Loan Number: 0010155

Borrower Business Pariner # / Name: 0000801785 § UNITY TWP VFC #5 OF MARGUERITE

Certified Provider # / Name:

LOAN DETAILS

Loan Close Date: 042772005 Amortization Date: 00/00/0000

Maturity Date: 05/01/2020 Amortization Status:

Payment Interval: Monthly ACH Repayment Status:

Loan Term: 180 Number of Remaining Payments: 45

Current Interest Rate: 20 Calculation Base: 360380

Current Annuity Amount: $1,02861 Next Scheduled Annuity Payment Due: 07/01/2016

DISBURSMENT DETAILS

Loan Amount: $160,000.00 Total Loan Disbursements To-Date: $160,000.00

Grant Amount: 50.00 Total Grant Disbursements To-Date: 50.00

Principle Forgiveness Amount: 30.00 Total Principal Forgiveness Disbursements To-Date: 30.00

Total Capitalization of Overdue ltems: 50.00

PAYMENT DETAILS

Date Last Payment Received: 10/22/2015 Amount of Last Payment Received: $11,791.59

Paid To Date: 11/01/2013 Total Open ltems: $28,727.35

Current Qutstanding Principal Balance: 574,738.98
Date Due Total Payment Interest Principal Projected Balance

07012016 $1,029.61 $124.56 $905.05 $46,588.89 A
08/01/2016 §1,029.61 $123.06 $006.55 $45,682.34
09/01/2016 §1,029.61 $121.55 $008.06 $44,774.28
10/01/2016 §1,029.61 $120.03 $009.58 $43,864.70
11/01/2016 §1,029.61 $118.52 $911.09 $42,953.61
12/01/2016 §1,029.61 $117.00 §912.61 $42,041.00
2016 Totals $6,177.66 §724.72 $5,452.94
01/03/2017 §1,029.61 $115.48 §014.13 $41,126.87
02/01/2017 §1,029.61 $113.95 $915.66 $40,211.21 A
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