LGPC 10 Tab Submission PDF Tutorial Script
This is the Standard 7a Loan Guaranty Processing Center, 10-Tab Submission PDF Tutorial.

Tools required are the LGPC Submission Template (tabs 1-5), (6-7), and (8-10).

You must have Adobe Acrobat Professional 9.0 or above installed.

This is the full version and it is not the Adobe Reader version.

When you install Adobe Acrobat it will install an Adobe Printer for you.

You must have a PDF-Enabled Scanner.

Although it is not required, two monitors are highly recommended.

The 10-Tab Submission PDFs were created to enable lenders to submit applications as organized PDF files.

Submission packages are created by simply dragging documents into the submission PDF file templates.

Please do not print the templates and insert them between the pages of your application. 
This is not the correct way to submit a loan package.

Some suggestions are to always start off with a new copy of the submission template.

Before starting, close or minimize any other applications that you might have open.

Sort all of your documents to be submitted according to the order of tab sheets in the submission template.

Create PDFs of each of the documents to be submitted.
And always remember to save your work frequently.

After your loan documents have been sorted and source PDFs have been created save it into a location you can easily access.

If you have not already done so, close or minimize any other applications you might have open.

Now, open the LGPC Submission Template (tabs 1-5).

Fill out the cover sheet, page 1 of the template.

Open the PDF file that contains your completed forms that will be inserted into the tabs 1-5.

If you are using only one monitor, with these two documents visible, right-click on the taskbar and select Tile Windows Vertically. 

And that should give you the side-by-side view.

If you are using two monitors, drag the submission template to the left screen and your source document to the right screen.

Now to view the page thumbnails select the page thumbnails icon on the left navigation pane of each PDF or press F4.
So now I am going to show you how to do the side-by-side view.

With the template tabs 1-5 open and your scanned loan package open, you will want to right click in the taskbar area and select Tile Windows Vertically.

And this will give you the side-by-side view.

To view the pages thumbnail you can click on the page icon in navigation panel on the left side.

Or you can go to view, navigation panels, and pages.

The keyboard shortcut to view the thumbnails is F4.

So now you should have the side-by-side view with the pages thumbnail.

And you can start off by highlighting the first page which is the checklist and dragging it over to the submission checklist divider.

So it should go after that divider.

And when you put the page after that divider a little blue, light blue bar will pop up and just let go of your mouse click and drop it there. 

Now for the next form you will click on the first page and hold shift and click on the last page. 

By holding shift you will highlight everything in-between page two to page eight. 

So drag that new set of form over to the business application and drop it after the business application divider and hit save.

So continuing using the same method for the rest of the documents for tabs 1-5 and repeat the process for tabs 6-7 and 8-10, if applicable. 

When you are all done, combine your Submission PDFs into a single zip file. 

It makes it easier to send and receive and helps ensure the entire package is received.

When you are done creating your zip files send the application electronically through sendthisfile with 7aloanprogram@sba.gov as the recipient. 

If you have any questions after reviewing the tutorial, please contact the LGPC Call Center.

