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Description and purpose of the Capital Access Financial
System (CAFS) Account

The Capital Access Login System (CLS)supports account creation for CAFS. A CAFS account and a CLS
account are the same; the terms can be used interchangeably.

This presentation provides step-by-step instructions for creating and authenticating a new CAFS/CLS
account, including requesting access to appropriate systems and applications.




Step 1:
Creating a CAFS
Account




I Authenticate> Access > I

SBA Partner Account Creation

| nstuctions e 2 %

Info: Welcome to the refreshed Capital Access Financial System.

1. Goto the Capital Access Financial
System (CAFS) home page: Capital

Access Financial System (sba.gov) SBA Account Login
2. Click the “Not Enrolled?” link in the (2] o
top left corner of the login box Forgol Password?

Forgot Username?

ShowHide Terms and Conditions

Disclaimer
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I Authenticate> Access > I

SBA Partner Account Creation

3 Login Information

—

* Reeenter Pasawend Phese

3. On this screen, you will need to
complete all mandatory fields \dentity Information
Mandatory fields are indicated by bold Rk - ]

textand a *red asterisk |

* P

* Rate of Birth

Contact Information

* SorewtAsdress List 3 |

ey |

" Langiing PFWI'HIJI'FWl 1 | I | |

* Country ®drea Code) | Landlne Mumber] (Exienuc

- Mol nnunmumwl f | | | |

* Country " dres Code (" Hoblle Phane Number

" E-Mall Address

© Re-enaer E-Mall Address |
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SBA
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I Authenticate> Access > I

SBA Partner Account Creation

4. Choose and enter your User ID a Loyininpswtion

.u“rm:t SRAIEE

and Password Phrase which you m"'"|:| o
will use to login to the system i T

Your User ID must be 8 to 15 characters
long, and cannot include, ‘, “, &, or
accented characters.

identity Information

B Ll ot Yot Selected

Your Password Phrase must be a T

minimum of 16 characters, and must T ey e o
contain at least three of the following

properties:
Upper Case Letters (A, B, C, ... Z)

Lower Case Letters (a, b, c, ... z)
Numerals (0, 1, 2, ... 9)

A W N

Special Characters ({}[]<>:?| '~
!@$%N&*_-+=)

To keep your account active, you must log

inatleastonce every 90days

. The red dots correspond to the numbered instructional step on the left side of the screen




I Authenticate> Access > I

SBA Partner Account Creation

m fpsa 2 LS Conating o Marwr SBA CL Abiwamt

5.From the User Type drop down Login Information

menu, select the “Partner” — z
Fillin your name + Pussword Phaase —

First and last names are required, middle R
name is optional :

onn o . Identity Information
7. Fillin your Date of Birth om
Your DOB must be filled out in the format
of mm/dd/yyyy(e.g., November 1, 1980 = o i |
11/01/1980) * Firsg Hpsdhe * Last Sailfin

e I Date of Birth =

‘ The red dots correspond to the numbered instructional step on the left side of the screen




I Authenticate> Access > I

SBA Partner Account Creation

8. Enter the Headquarters
Location Id in this field.

If you do not know what your location ID is,
please ask your Authorizing Official (AO),
contact CAFS Support, or utilize the 'Lookup’
function.

9. Use the ‘Lookup Lender’s
Authorizing Official’ button to
look for your AO. The system will
automatically fill in the
information above.

Note: Please do not manually input

information-inthe fields-above.
If your Location ID has many AOs, they will
appear in the dropdown, please select one.

If you are the first CAFS account for a

Location

ID, you will be automatically assigned as the
AO. In this case, you will not be able to

select
an AO from the dropdown.

Partner Information

e * Headquarters Locatlon ID

Lookup

Lender's Authorizing Official (Lookup)
Also known as Lender's Authorizing Official, or "LAO™. Your LAO will have

the same "Headquarters Location ID” as you, so please enter that first (above

Note: In t?‘-:“fﬁllﬂ'.'.-i-"g. "Partial® means “starts with’

Lender's Authorizing Official’s E-Mail

Lender's Authorizing Official's First Name

Lender's Authorizing Official’s Last Name

e | Lookup Lender’s Authorizing Official |

Lender’s Authorizing Official's Appear Here After Lookup +

* Lender's Authorlzing Officlal = = " - -
ID) (First) (Middle) (Last) (Email
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I Authenticate> Access > I

SBA Partner Account Creation

10.Enter your Phone
Numbers (landlineand mobile)

The country code for the selected
country will pre-populate./nclude a
hyphen in the 7-digitphone number. If
you are only usingyour cell phone, put
your mobilenumber under both landline
andmobile

11.Enter your email address
* Your email address must be user
specific
* The email domain must be private
and resolve to your institution

e Public email domains will not be
accepted

Your mobile number, landline number

oremail will be used for your two-
factorauthentication upon login, so
you will need tobe able to access your
phone or email toreceive yourPIN

. The red dots correspond to the numbered instructional step on the left side of the screen

Contact Information

Bt  UNITED KINGDOM v

Postal Code

* State/Province

* Street Address Line 1

Street Address Line 2

C:[:.
* Landline Phone Numbe @
44
* Country City Code, * Landline Number) (Extension
* Moblle Phone Numbe
44
* Country Area Code * Moblle Phone Number
Fax Numbe| a4
Fax Country Area Code Fax Number)
L e
* E-Mall Addres @
* Re-enter E-Mall Addres

10




I Authenticate> Access> I

SBA Partner Account Creation

$8)

Capital Access
. o Financial

12.Select three security questions System

from the dropdown and enter et coteme 5515 g o A3 eunt

your answers in the appropriate _— Security Questions

poxes il O o P

L = Answer:

13.Verify the Captcha by entering S [ ]

the text in the bOX 2.What |3 the name of your childhood heraidol?

- )

LR Ll 4 45 a child, what did you want to be when grew-up?

= Answer: [ |

Please note thatthe text is

case sensitive

14.Click “Submit” at the bottom of

the page ® Verify Captcha
15.1f there are any errors in the
previous fields, you must correct
the errors and re-enter the below S
information: :|
* your password @
C q . @ Submit | Resst Cancel
security questions and answers
Captcha text

‘ The red dots correspond to the numbered instructional step on the left side of the screen 11




Step 2:
Authenticate Your
Account




I Authenticate m I

Partner : Authenticate Your Account

v x i = @ ¢ &

B BE Contal Ao Foanc
2 @I — o o @ (e ®
| —|
SBA WS Small Budineis
Admiinistratson Il -
— s SBA Account Authentication

16.Go to the Capital Access o ¢ & e T ————
FinancialSystem (CAFS) home *Please select a PIN authentication method:
page e = I SMS ta Mobile Phone (=] = . 4121 I
17.Enter the credentials | e Cep e 0 |
. SBA Account Login
createdduring account set-up e | Ermat Address [

Click here to authenticate by using a backup code instead

18.Check the box next to “l agree
tothese terms” and

click “Login” I l

You must complete two- .
factorauthentication to beconsidered | ] SBA Account Authentication

fully active Show/Hide Terms. and Comdit Skip PIN and take me to home pages

19.You can receive your PIN by text,
call, or email(select your preferred

option). e e @ D—

Didn't receive a PIN? Click here to resend
— -

20.When received, enter your PIN
and C“Ck “verify PIN” g g X & . e g Click here to authenticate by using a backup code instead.

‘ The red dots correspond to the numbered instructional step on the left side of the screen 13




Step 3:

Request Access to
CAFS Systems




I | Create > Authenticatem I

Partner : Request Access

T 1 apital Areess
m SB“ c r."“l:u GO SR S Il e b
—J Systemn

21.0nce logged in, you will see @ [ |
yourAccountat a s ppumenss e
Glanceinformationon the left

‘e P Tares
Griry Thams
Wernlagls):  vour Landlne Numder i o venfed joptonall X e S

22.To request specific (A et s e
systemaccesswithin = -
CAFS,hoveryour mouse overthe _—

personicon(Settings Menu) i foday
onthe topright side of the screen Welcome: i R ke
andclick“Request Access to Wednesaay, November 3, 2021

CAFS Systems”

Financial Instnaments Funded FY 2011

Aceount at a Glance

‘ The red dots correspond to the numbered instructional step on the left side of the screen 15




| Create > Authenticatem

Partner : Request Access

m = partner Information Management System (PIM5) Clear Content
. Update your partner information (Regulated Lenders)

23.Whichever accesses are needed, @ ,
Location Id

open the folder, check the

appropriate role, and enter your 188356 | B pet: O Lookup B oe: O Lookun B 0e: O Lookuo

ion ID if prom .
locatio ) pted E Del: (] Lookup E‘ Del: O] Lookup E Del: [J Lookup
24 .Press submit at the bottom
. W P Inf (|

25.After the access is approved by SR L i

Location Id

your AO and the SBA Program
Office, you will be notified via Bloe: O rookup Bioe: O Lookun B e O Lookuo
email with their decision.

E Del: (] Lookup E Del: ] Lookup EI Del: [0 Lookup

pZ
Reset

@
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CAFS Support

Contact the Capital Access Financial System
Email: cls@SBA.gov

NEED HELP?



mailto:cls@SBA.gov
mailto:cls@SBA.gov

