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Loan Application 
(Short-Form) 
Using the CU*BASE Standard  
Short-Form Loan Application 

INTRODUCTION 
The CU*BASE Short-Form Loan application is an alternative to the standard 
five-page CU*BASE laser loan application form.  Many of our clients 
discovered that although the long application has its uses for certain 
situations, most of the time a simpler form will do, saving the CU both time 
and paper.  Not only is the short-form application simpler and faster to print, 
it can also be customized to include up to three lines of optional instructions 
at the top of the form, and a large paragraph of “fine print” at the bottom. 

This booklet describes how to configure your short-form application and 
what data from the loan application/household database will print on the 
form. 
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SAMPLE PRINTED APPLICATION 

 

 

The Liabilities section will 
include debt and credit card 

information for codes RENT or 
MORT1, MORT2, LN-01, LN-

02, CC-01 and CC-02 only. 

See below for instructions on 
completing the CU*BASE loan 

application screens properly.

There are three lines at the top 
that can be configured by the 

credit union, if desired, for fee 
amounts, special instructions or 

other information.

Up to 12 lines of 
optional text can be 

configured by the credit 
union to appear above 

the signature lines.



If comments have been entered for either the applicant or co-applicant, they 
will be printed on a second page (on the back side for printers capable of 
duplexing): 

 

Of course, a smaller application means fewer lines of financial information, 
and restrictions as to how and where the information can be entered in the 
CU*BASE loan application screens.  This booklet describes, screen by 
screen, which CU*BASE data will be printed on the new form.  Remember, 
too, that the standard long application is still available for those 
situations where more information needs to be printed.  As always, this 
is a laser-only product.  Contact CU*Answers if you are interested in getting 
started with laser printing at your credit union. 

 

Loan Application (Short-Form) 3 
 



 

4 Loan Application (Short-Form) 
 

CONFIGURING OPTIONAL TEXT 
At the top and bottom of the short-form loan application are spaces for 
optional CU-defined text, including special instructions for completing the 
form and any other “fine print” needed above the signature lines.   

This optional text is configured using the “Loan Application Text Config.” 
option on menu MNCNFB.   

 

At the top of the screen, enter up to 3 separate lines of instructions or other 
information to be printed at the top of the form.  A maximum of 75 
characters are available for each line. 

At the bottom of the screen, up to 12 lines of text can be entered and will 

print near the bottom of the form.  Use the down arrows  to display 
additional lines when ready.   

NOTE:  The font used for printing these lines is proportional.  
Capital letters and wide letters like “W” take more room 
than do lowercase and narrow letters like “j” on the printed 
line.  Therefore, it may be necessary to adjust where you 
stop typing at the end of a line in order for the printed 
output to be satisfactory.   

When all changes have been made, use Enter to save, then F7-Cancel to 
return to the menu. 

CU*TIP:  Let Client Services set up your text for you!  Contact a CU*BASE 
Client Service Representative for a price quote. 



COMPLETING THE CU*BASE 

APPLICATION SCREENS 
Because only a limited amount of information can be printed on the short-
form application, only a select group of fields from the CU*BASE application 
screens will be included on the form.  If you wish to use the short-form 
application, complete the appropriate fields on the screens in order to make 
sure they will be printed on the form.   

Other fields can be still completed, of course, but will only 
print using the standard 5-page application. 

Application Screen 1:  Address 
Information 
This screen should be completed as 
usual.  Only basic address and loan 
information will be included on the 
final form (see the sample on Page 2). 

 
 

Application Screen 2:  Employment 
Information  
On this screen, only the current 
Employer, Address, Start date, 
Phone and Ext will appear on the 
printed form. 

 
 

Application Screen 3: Income 
Information 
On this screen, only the Total 
Income information will appear on 
the printed form. 
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Application Screen 4: Reference 
Information 
On this screen, only Reference #2 
information for both the applicant 
and co-applicant will appear on the 
printed form. 

 
 

Application Screen 5: Asset 
Information 
No asset information will be printed 
on the short-form loan application. 

 
 

Application Screen 6: Real Estate 
Loans 
Items from this screen that will 
appear on the printed form include 
the Creditor Institution Name, 
Account #, Present Balance and 
Payment for the following debt 
codes: 

 RENT (if present)    
OR    
MORT1 (if no RENT is present) 
for the primary borrower only 

 MORT2 (labeled “Home Equity” 
on the form) for the primary 
borrower only 

 

 



Application Screen 7: Loans/LOCs  
Items from this screen that will 
appear on the printed form include 
the Creditor Institution Name, 
Account #, Present Balance and 
Payment for the following debt 
codes: 

 LN-01 (labeled “Vehicle Loan” on 
the form) for the primary 
borrower only 

 LN-02 (labeled “Vehicle Loan” on 
the form) for the primary 
borrower only 

 

 

Application Screen 8: Credit 
Cards/Other Debts Information 
Items from this screen that will 
appear on the printed form include 
the Institution, Account (use F11-
Toggle to enter the data), Current 
Balance and Pmt for the following 
debt codes: 

 CC-01 (labeled “Credit Card” on 
the form) for the primary 
borrower only 

 CC-02 (labeled “Credit Card” on 
the form) for the primary 
borrower only 

None of the “OT” Other Unsecured 
Debts codes are included in the 
printed form. 

 

 

Application Screen 9: Misc. / 
Comments 
If comments are added for either the 
applicant or the co-applicant using 
the tabs on this screen, they can be 
optionally printed on the back side 
(or Page 2) of the printed form.   

In addition, if a checkmark is placed 
in either the Judgment or 
Bankruptcy questions for the 
applicant or co-applicant, the 
appropriate boxes will be checked on 
the printed form. 
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Application Screen 10: Financial 
Summary 
This data will print on the separate 
Loan Officer Worksheet, if requested 
when printing. 

 



PRINTING THE LOAN APPLICATION 

FORMS 
From any application screen, click the Print tab to display the following 
screen: 

 

You may choose either the Standard Application (5 pages), or the Short-Form 
Application, not both.  If your credit union uses a custom loan application, 
leave both blank and enter the custom form name instead. 

If you do not wish to print the comments you entered for either the applicant 
or the co-applicant, remove the checkmark(s) as appropriate. 

CU*TIP: A blank copy of the short-form loan application can 
also be printed using the “Print Loan Forms” command on 
menu MNLOAN, Option #20.  For details, refer to CU*BASE 
GOLD On-Line Help, Index keyword “Print Loan Forms.” 
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