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Get Ready

1. Attend a training and review your knowledge of
Minnesota Housing programs

2. Get user ID and password from your Web
Administrator

e Web Administrator is online access gatekeeper at your
company

3. Check compatibility V-- @@
e e

® Internet Explorer only


http://mnhousing.gov/wcs/Satellite?c=Page&cid=1358906124915&pagename=External/Page/EXTStandardLayout

Get Ready

4. Remember the loan commitment (lock period) and review
the Lock, Fee and SRP Guide for more information

e Loans must be delivered within:
e Start Up - 60 days

e Step Up -45 days


http://www.mnhousing.gov/get/MHFA_1017176

Get Ready

Tips for a successful lock:

 Plan to lock loan in one sitting - The system will time out if the page sits
idle too long.

e Don’tclick “back” or “refresh” - You will lose any information you
entered.

* You cannot create a new loan commitment:
 Monday-Friday from 8-10 a.m.

e Fridays and holidays (next business day) from
5p.m.-10a.m.
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New First Mortgage Loan Commitments




1. Go to www.mnhousing.gov

2. Click “Partner Login” in the top navigation

3. Click “Loan Commitment System”

Home > Partner Login

Secure Login

Single Family Appﬁcatiob

l.nan Commitment System Jcompatible with Internet Explorer only, not Goegle Chrome or Firefox, etc.)

For further assistance, please contact the Partner Solutions Team at 651.296.8215 or 800.710.8871, 7:30 a.m. - 5:00 p.m. business days.



http://www.mnhousing.gov/

Log In

4. Login with User Name

and Password (sent
from your company’s
Web Administrator)

USER NAME

PASSWORD

LOGIN

5. User will be prompted —
to change password Reser Passworo
every 180 days




New Loan Commitment

1. Click “Single Family l_:_d g S ’
Web Ma nagement" Single Family Management Syste +
L% _Single Family Web Management | P
Data Analysis Reporting Module »
Utilities -
a
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New Loan Commitment

MANAGEMENT -

2. Clle ”NeW Loan COmmitment” AVAILABLE PROGRAMS AND FUNDS

NEW LOAN COMMITMENT -

LOAN MANAGEMENT

LOAN FORMS

MY PIPELINE

LOANS WITH DEFICIENCIES

REPORTS -

DEMOGRAPHIC ANALYSIS
LOAN LISTING

LOAN CONFIRMATION
EXCEPTIONS/DEFICIENCIES
PENDING DOCUMENTS

LOAN CERTIFICATION
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Selecting the First Mortgage

HEw LoAN COMMITMENT - TODAT'S OFFERNG

H Fix Up Loan Sescured

LENDER: |TestBank-938900
Start Up Purchase Program
Step Up Purchase Program

seEcEDRME | ATTACH 1003 FILE;
7\ Shep Up Refinance Program Di5C0

o mee (e ) s owmee Cosaman ) s

Fix Up Loan Secured 43750% Other First Lien

K mamwwvenw | = & savepLoan IO @ NEW LOAN COMMITMENT - TODAY'S OFFERING

V‘ FILTER BY PROGRAM: | v

Fix Up Loan Secured 45300 % Other Energy/Accessibility Incentive

Fix Up Loan Secured 5.9500 % Other Fix Up Loan Secured Subordinate Lien _

Federal Home Administration | Rural
Development (RD) | Veteran Affairs (VA

Start Up Purchase Program 4.6250 % Gov 1st Mortg Only 1% Origination Fee

Federal Home Administration | Rural

Start Up Purchase Program 46250 % )
Development (RD) | Veteran Affairs (VA)

Gov w/Deferred Payment Loan 1% Origination Fee

Federal Home Administration | Rural L
Start Up Purchase Program 4.6250% i Gov w/Monthly Payment Loan 1% Origination Fee
Development (RD) | Veteran Affairs (VA)

Federal Home Administration | Rural L
Start Up Purchase Program 4.3750% ) Gov 1st Mortg Only 0% Origination Fee 2.50%
Development (RD) | Veteran Affairs (VA)

Recommendations:

. Select Lender, if applicable

. Filter by program, use scroll bar on right to look for rate, read description to
confirm correct product

. Optional 1003 upload is available
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Selecting the First Mortgage

e Click “New Loan”

I mammenu | @ Newloan & saven LoaninFo | @ NEW LOAN COMMITMENT - TODAY'S OFFERING
LENDER: |Test Bank - 993300 | FILTER BY PROGRAM: | Start Up Purchase Program v
SELECTED RATE: 4.8750 %) ] ATTACH 1003 FILE:
PROGRAM RATE ASSISTANCE LOAN TYPE DESCRIPTION FICO SRP

Federal Home Administration | Rural o

Start Up Purchase Program 4.8750 % ] Gov 1st Mortg Only 0% Origination Fee 2.50 %
Development (RD) | Veteran Affairs (VA)
Federal Home Administration | Rural o

Start Up Purchase Program 4.8750 % ] Gov w/Deferred Payment Loan 0% Origination Fee 2.50 %
Development (RD) | Veteran Affairs (VA)
Federal Home Administration | Rural L

Start Up Purchase Program 4.8750 % ) Gov w/Monthly Payment Loan 0% Origination Fee 2.50%
Development (RD) | Veteran Affairs (VA)
Conventional Insured | Conventional Fannie/Freddie w/Monthly Payment Loan 1%

Start Up Purchase Program 5.0000 % . o
Uninsured QOrigination Fee
Conventional Insured | Conventional . i L

Start Up Purchase Program 5.0000 % - d Fannie/Freddie 1st Mortg Only 1% Origination Fee

ninsure

13



Loan Info Tab

1. Complete all required fields (blue icons)
(|
K mammenw | b susmm | Ga % SavEINFO | B e &

Lender: 999900 - Test Bank  Program: Start Up Purchase Program

LEAN INFO-| ORIGINATION | PROPERTY INFO | BORROWERS | FINANCE | OTHER

LOAN NUMBER: ALLOTMENT/ALLOCATION: |FFY 2017 Start Up ﬁ.llDtmE”Star‘t Up FFY 2017
LENDER LOAN NUMBER: 123456789 | APPROVED/WORKING STAGES: v v
LENDER CASE NUMBER: | | STATUS: v

COMMITMENT DATE: () ESTIMATED CLOSING DATE: |03/31/2018
INITIATI‘JE:‘ V\ 0 LOAN AMOUNT: $200,000.00

INTEREST R&TE:‘ 4.8750 %| |Gc:mr w/Monthly Payment Loan 0% Origination Fee ‘

[DAMORTIZATIEIN:‘ Fixed Rate V‘ (D TERM IN MONTHS: 360

P&I: 51,058.42 () PURCHASE PRICE: 5203,000.00
D LoAN T‘fPE:‘ Federal Home Administration V‘ ADDITIONAL ACQUISITION COST:
ACQUISITION PRICE: $203,000.00
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Origination Tab

1. Complete all required fields (blue icons)

® Select the correct loan officer

LOAN INFO  |-ORIGINATION | PROPERTY INFO | BORROWERS | FINANCE | OTHER

LENDER: LENDER CITY:

- (D LOAN OFFICER: » | OFFICER ASSIGNED DATE:

LOAN PROCESSOR: *  PROCESSOR ASSIGNED DATE:

DATES

| L

EXPIRATION:

Loan Officer List:

CANCEL:I:I | _ _ . )
LOAN INFO |- ORIGINATION | PROPERTY INFO = BORROWERS = FINANCE = OTH

R | - liononanons| L s

LENDER: Test Bank W

@ LoAN OFFICER:

Not Participating
LOAN PROCESSOR: hd

® |f loan officer is not listed, select “Not Participating”
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Property Info Tab

1. Complete all required fields (blue icons)
* |n the “City” dropdown select the correct city/county combo
® Census Tract is required — enter “9999.99” in the first box

e Select Non-Target

LOAN INFO | ORIGINATION |-PROPERTY IMFO.| BORROWERS | FINANCE | OTHER

D ZIP CoDE:f12345-
@ ADDRESS:742 Evergreen Terrace |
@ Cimy:fMinneapolis - Hennepin Vl -
(@ COUNTY:Hannepin V|
O STATEIMN e
‘ CENSUS TRACT| 9999.99 TARGET / NON TARGET:|Non Target W -
LEGAL DESCRIPTION:
VALUE AMOUNT: $210,000.00 VALUATION METHOD: | Appraisal Asis v|
O BUILDING T‘FPE:lSINGLE_FAMIL‘l" b @ YEAR BUILT: {1530
OcuTeconr{Exsting V]
@ NUMBER OF UNITS:|:|
TITLE T BE HELD As:| Fee Simple v

16



Borrowers Tab

1. Single click “Borrower” and then click “Edit”

K mammenu | ] susmir & 3 SAVEINFO @ P 5 @ NEW LOAN COMMI
Lender: 999900 - Test Bank  Program: Start Up Purchase Program
ORIGINATION | PROPERTY INFO [MI FINANCE | OTHER
LAST NAME FIRST NAME MIDDLE NAME DATE OF BIRTH SEX MARITAL STATUS RELATIONSHIP CREDIT SCORE
Borrower i i
J )
D HOUSEHOLD S|2E:| v D DEPENDENTS UNDER IS:EI
@ OTHER DEPENDENTS:IZI
DISABLED HOUsEHOLD: []
O PROGRAM TOTAL HH INCOME: 50.00
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Borrowers Tab

2. Complete all applicable fields, filling out borrower(s)’s
information as completely as possible.

3. HMDA questions? Click here

4. Click “OK”

LOAN INFO | ORIGINATION | PROPERTY INFO | BORROWERS«| FINANCE | OTHER

| TYPE LAST NAME FIRST NAME MIDDLE NAME DATE OF BIRTH SEX MARITAL STATUS |  RELATIONSHIP CREDIT SCORE
Borrower
TYPE:| Borrower hd @ OWNER TYPE:| Individual w )
@ LAST NAME: |Simpson @ FIRST NAME: | Homer
MIDDLE NAME: @ SOCIAL SECURITY: |001-02-0003
(O DATE OF BIRTH:|01/01/1970 AGE: |48
(DSE:»{: O MARITAL STATUS: | Married b
ON TITLE:
FIRST TIME BUYER: [
RACE: M wrime [ Asian [ BLack or AFrican AMERICAN [l AMERICAN INDIAN OR ALASKAN NATIVE [] NATIVE HAWAI OR OTHER PACIFIC ISLANDER
[DETHNICITY:|NDt Hispanic or Latino v
COUNSELING CLASS
COMPLETED:
CREDIT SCORE: 700 CREDIT REPORT AGENCY: | Equifax v
CREDIT REPORT DATE:|03/19/2018 w
m CANCEL 1 8


http://mnhousing.gov/get/mhfa_1043186

Borrowers Tab

4. To add additional borrower, click “Add” button

e Co-borrower screen will automatically pop up

5. Enter co-borrower information

e Do not add co-signers, only co-borrowers

LOAN INFO | ORIGINATION | PROPERTY INFO | BORROWERS| FINANCE | OTHER
| TYPE LAST NAME FIRST NAME MIDDLE NAME DATE OF BIRTH SEX MARITAL STATUS RELATIONSHIP CREDIT SCORE
‘ Borrower Simpson Homer 1/1/1970 Male Married 700

"4

| DELETE 19




Borrowers Tab

6. Complete required fields at bottom of Borrowers tab

e “HH Income” must be annual income amount

I manmenu | B susmim & i SAVEINFO  <H = @ NEW LOAN COMMI
Borrower: Simpsen , Homer  Lender: $85500 - Test Bank  Program: Start Up Purchase Program
LOAN INFO | ORIGINATION | PROPERTY INFO |- BORROWERS.| FINANCE | OTHER

| TYPE LAST NAME FIRST NAME MIDDLE NAME DATE OF BIRTH SEX MARITAL STATUS RELATIONSHIP CREDIT SCORE
<, ‘ Borrower Simpson Homer 1/1/1970 Male Married Foo

[eon | [ Aoo | oeee |

O HOUSEHOLD SIzE:| v| ) DEPENDENTS UNDER IS:D

QOTHER DEPENDENTS:D

DISABLED HOUSEHOLD: [ ’

@ PROGRAM TOTAL HH INCOM 50.00
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Other Tab

1. For Conventional loans
LOAN INFO ORIGINATION PROPERTY INFO BORROWERS FINAMCE OTHER
on |y: 1b_ GRANT AMOUNT' l

HOUSING RATIO 28% OR ABOVE Y,.-‘N|

HOUSING RATID|

a. Indicate Fannie or
' HFA PREFERRED RISK SHARING Y/N |
Fredd Ie PERS. PROPERTY IN THANSACTION?[

b. Enter grant amount or 2. ’

zero if no grant.
OTHER+| ADDITIONAL LOAN

2. Enter “No” for FANNIE / FREDDIE
“Personal Property in Fanie

Transaction”
1a. '

21



Completing First Mortgage Lock

After completing tabs, Click “Submit”

K MAINMENU' H svemim | I & SAVEINFO P & =]

Lender: 999900 - Test Bank  Program: Start Up Purchase Program

LOAN INFO-| ORIGINATION | PROPERTY INFO | BORROWERS | FINANCE | OTHER

LOAN NUMEER: ALLOTMENT/ALLOCATION: |FFY 2017 Start Up AllDtmE”StEr‘t Up FFY 2017
LENDER LOAN NUMBER: (123456789 | APPROVED/WORKING STAGES: v v
LENDER CASE NUMBER: | | STATUS: v

COMMITMENT DATE: () ESTIMATED CLOSING DATE: |03/31/2018
INITIATI‘JE:| V| O LOAN AMOUNT: $200,000.00

INTEREST F'ATE:| 4.8750 'Vu| |G|::mr w/Monthly Payment Loan 0% Origination Fee |

[DAMORTIMTIDN:| Fixed Rate I"«"'| (D TERM IN MONTHS: 360

P&I: 51,058.42 (D PURCHASE PRICE: 5203,000.00
D LoAN TYPE:| Federal Home Administration V| ADDITIONAL ACQUISITION COST:
ACQUISITION PRICE: $203,000.00
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Error Messages

If you receive a Validation Summary, you’ll see
which items are out of program compliance.

e [tems must be adjusted for successful loan
commitment and click “submit” again

e Check loan parameters to make sure the loan is

within program limits
K manmen | H ) 43 SAVEINFO P P =]

Borrower: Simpson , Homer  Lender: $355900 - Test Bank  Program: Start Up Purchase Program

LoAMN INFO | ORIGINATION | PROPERTY INFO | BORROWERS | FIMANCE | OTHER |- ERRORS

falidation Summary
= Loan Infa: Term in Manths is invalid. Allowable Terms in Months are from 180 to 360 in increments of 180,
+ Borrowers: Househaold Size is required.
» Borrowers: Program Total HH Income is required.

23



Completing First Mortgage Lock

Required: First mortgage must be locked before you can
add the second.

I manmveny b ueoate i ADDADDMIONAL 3 $ CONFIRMATION & FORMS = (@)

Borrower: Simpson , Homer  Lender: 335300 - Test Bank  Program: Start Up Purchase Program

Message Summary
+ The loan was added successfully.
+ The current loan's stage is Commitment,
+ You can use the [Confirmation Report] toolbar button any time to create a report to print.

24



Adding Second Mortgage

Click “Add Additional”

K maunmenu b uppate | Ca ApD ApDmional | 43 P CONFIRMATION . FORMS @

Borrower: Simpson , Homer  Lender: 335500 - Test Bank  Program: Start Up Purchase Program

Message Summary
*» The loan was added successfully.
» The current loan's stage is Commitment.
* You can use the [Confirmation Report] toolbar button any time to create a report to print.

25



Adding Second Mortgage

K MAIN MENU ( LoaN DETAIL |__=a NEW ADDITIONAL LOAN (2] NEW LOAN COMMITMENT - TODAY'S OFFERING

First Loan Number: 0012640872 Borrower: Simpson , Homer  Lender: 999900 - Test Bank  Program: Start Up Purchase Program

PROGRAM RATE ASSISTANCE LOAN TYPE DESCRIPTION FICO SRP

Deferred Payment Loan Program 0.0000 % Other Deferred Payment Loan

Gov w/Monthly Payment Loan 15 Year Term 1%
Menthly Payment Loan Program 4.2500 % Other o

Origination Fee

Gov w/Monthly Payment Loan 30 Year Term 1%
Monthly Payment Loan Program 4.6250 % Other o

Origination Fee

Gov w/Monthly Payment Loan 30 Year Term 0%
Monthly Payment Loan Program 4.8750 % Other L

Origination Fee

Fannie/Freddie w/Monthly Payment Loan 1%
Monthly Payment Loan Program 5.0000 % Other L

Origination Fee

Fannie/Freddie w/Monthly Payment Loan 0%
Monthly Payment Loan Program 5.2500 % Other L

Origination Fee

Fannie/Freddie Upfront Paid M1 w/Monthly Payment
Monthly Payment Loan Program 5.3750 % Other o

Loan 1% Origination Fee

Risk Sharing w/Monthly Payment Loan 1% Origination
Monthly Payment Loan Program 5.5000 % Other _—

H L]
[ ]
Recommendations

. Look for the rate and read the description to identify correct program
. Click on intended second mortgage program
. Click New Additional Loan

26



Adding Second Mortgage

@
1 . E nte r |Oa n K main menu & | &P CONFIRMATION & FORMS (@

a m O u nt I n Borrower: Simpson , Homer  Lender: 993300 - Test Bank  Program: Start Up Purchase Program
LOAN INFO | ORIGINATION | PROPERTY INFO | BORROWERS | FINANCE | OTHER |- ADDITIONALLOAN

increments Of ADDITIONAL LOAN

LOAN NUMEER: \

S 1 OO PRDGRAM:‘MDD'EN‘;‘ Payment Loan Program ‘

(O SERVICER:|U. 5. Bank Home Mortgage V|

. GJLDANWPE:M
2- ClICk ”U pdate” O Loan AMoUNT:|  $12,000.00) I - 1.

INTEREST F:ATE:‘ 4,8750 '!-15‘ |Gcw w/Maonthly Payment Loan 30 Year Term 0% Origination Fee
( AMORTIZATION: | Fixed Rate v|
(OTERM IN MONTHS: 120

P&I: 5126.55

27



Error Messages

If you receive a Validation Summary, you’ll see
which items are out of program compliance.

e |ltems must be adjusted for successful loan
commitment and click “submit” again

e Check loan parameters to make sure the loan is
within program limits

M manmenu | B urpate & " | P CONFIRMATION <P FORMS @

Borrower: Simpson , Homer  Lender: 359900 - Test Bank  Program: Start Up Purchase Program

LOAN INFO | ORIGINATION | PROPERTY INFO | BORROWERS | FINANCE | OTHER | ADDITIONAL LOAN | ERRORS |
falidation Summary
» Compliance Problems:
= 303.2-p2: Please adjust the additional loan amount to round up to the nearest S100.

28



Completing Second Mortgage Lock

Success!
You have locked both the first and second mortgage!

———_—__——————
4 H ueoate | G e P CONFIRMATION &P FORMS @

Borrower: Simpson , Homer  Lender: 535500 - Test Bank  Program: Start Up Purchase Program

Message Summary
» The loan was modified successfully.
» Additional Loan

» The loan was added successfully.
» The current loan's stage is Commitment,

29
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Print Commitment Confirmation
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Print Commitment Confirmation

MANAGEMENT -

1. C||Ck ”Loan Conﬁrmation” AVAILABLE PROGRAMS AND FUNDS

MNEW LOAN COMMITMENT
LOAN MANAGEMENT
LoaN FORMS

MY PIPELIMNE

LOAMNS WITH DEFICIENCIES

REPORTS -

DEMOGRAPHIC AMALYSIS

LOAN LISTING

[ LOAN CONFIRMATION ]-

EXCEPTIONS/DEFICIENCIES

PENDING DOCUMENTS

LoAN CERTIFICATION

31



Print Commitment Confirmation

2. Search loan by “Loan Number” or “Last Name”

3. Click “Search Loans”

3.‘

M nain MENU | & Clear | |“4 SEARCH Loans | “f ADVANCED SEARCH @ @
[ LOAN NUMBER: ] 2. [ LasT NAME: ]
LENDER LOAN MUMBER: FIRST MAME:

32



Print Commitment Confirmation

4. Single click on borrower name

e Printericon will appear

5. Click printer icon

—'5.

M Manmenu | @ Quick SEARCH £ ADVANCED SEARCH = [Z] UPDATE COMMITMENT = §# FUNDING APPROVE | P =]
—
&
LoAN NUMBER I LAST NAME FIRST NAME COMMITMENT DATE APPROVED STAGE
0012640872 I Simpson Homer 3/19/2018 Commitment
\

T.

33



Print Commitment Confirmation

6. Print loan confirmation by hovering over the
screen and clicking print icon

)"

ERERY: & e sl -

Loan Confirmation Report

LOAN INFO
LOAN #: 0012640872 STAGE: Commitment
BORROWER: Homer Simpson STATUS: Current
AGENCY:  Minnesota Housing Finance Agency
PROGRAM: Start Up Purchase Program
LOAN AMOUNT: $200,000.00
RATE: 4.8750% TERM: 360
DISCOUNT RATE: DISCOUNT AMOUNT: ASSISTANCE AMT:
MONTHLY P&l: $1,068.42 % ASSISTANCE:
LOAN TYPE: Federal Home Administration AMORTIZATION: Fixed Rate
PRODUCT TYPE: INITIATIVE:
SERVICER: US Bank Home Mortgage- MRBP Division

34



Print Commitment Confirmation

Or go to Forms Generator to print Commitment
Notification

&P GENERATE FORM l = LOAN MANAGEMENT - FORMS
Borrower: Simpson , Homer  Lender: 335900 - Test Bank  Program: Start Up Purchase Program
[E] LOAN NUMBER FORM
(= 0012640872 Appliance Form
(= 0012640872 Borrower Affidavit (Start U
E 0012640872 Commitment Notification (Start Up)
=] 0012640872 Conventional /RD First Mortgage Deed Amendr;ent (Start)
= 0012640872 Deferred Payment Loan Mortgage
(=] 0012640872 Deferred Payment Loan Mortgage - 3 borrowers
(=] 0012640872 Deferred Payment Loan Note

35
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Forms Generator
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Forms Generator

MANAGEMENT -~

1. ClICk ”Loan FO rms” AVAILABLE PROGRAMS AND FUNDS

NEW LOAN COMMITMENT

LOAN MANAGEMENT

[ LOAN FORMS ] -

MY PIPELINE

LOANS WITH DEFICIENCIES

REPORTS -

DEMOGRAPHIC ANALYSIS
LOAN LISTING

LOAN COMFIRMATION
EXCEPTIONS/DEFICIENCIES
PENDING DOCUMENTS

LOAN CERTIFICATION
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Forms Generator

2. Search loan by “Loan Number” or “Last Name”

3. Click “Search Loans”

‘3.

I Main MENU | & CLEAR [ SEARCH LDANS] £ ADVANCED SEARCH @ LOAN FORMS - QUICK SEARCH CRITERIA
LOAN NUMBER: | | 2. LAST NAME: |
LENDER LOAN NUMBER: | | FIRST NAME:|

38



Forms Generator

4. Single click on borrower name

e “Forms” will appear

K Mamnmenu | @ Quick SeARcH 4 ADVANCED SEARCH  [£] UPDATE COMMITMENT = &b FUNDING APPROVE = P @
LOAN NUMBER LAST NAME FIRST NAME COMMITMENT DATE APPROVED STAGE
0012640872 Simpson lomer 3/19/2018 Commitment
J

v

4,

5.
5. Click on “Forms” \

M manmenu | B uerpate @) CanceL Loan & ADD ADDITIONAL | 9, SEARCH <P CONFIRM.E'.TI'DNl “$ FORMS l

Borrower: Simpson , Homer  Lender: 959500 - Test Bank  Program: Start Up Purchase Program

LOANINFO-| ORIGINATION | PROPERTY INFO | BORROWERS = FINANCE | TIMELIMNE | ATTACHMENTS | OTHER
‘ LOoAN NUNMEER: 0012640872 ALLOTMENT/ALLOCATION: |[FFY 2017 Start Up AIIDtme”Start Up
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Forms Generator

7.
6 . C h e C k b OXE S fO r a I | Of J Geve Foru | 19 LOAN MANAGENENT - FORMS

Borrower: Simpson , Homer — Lender: 535300 - Test Bank  Program: Start Up Purchase Program

the forms needed -

LOAN NUMBER FORM
(Sta rt U p’ F H A’ £ {oo1a540872 Appliznce Form
6 . £ [oota540872 Borrower Affidavit (Start Up)
Month |y Pa ymen t’ 0 |gusoen Cammitment Notfiaton (St Up
£ {oo12540872 Conventional/RD First Mortgage Deed Amendment (Start|
e t C . ) £ {ootas408m2 Deferred Payment Loan Mortgage
B |ooea0872 Deferred Payment Loan Mortgage - 3 borrowers
7 . C | i C k o" G e n e ra te B |ooes0en Daferred Payment Loan Note

Form”

40



Forms Generator

8. Forms will auto-populate most loan information
from the system

9. Print the forms

Best practice!
Generate Subsidy Recapture Form separately

41
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Cancel a Loan

MANAGEMENT -

1. Cl iCk Loa N Ma nagement AVAILABLE PROGRAMS AND FUNDS

NEW LOAN COMMITMENT

LOAN MANAGEMENT

LOAN FORMSE

MY PIPELINE

LOANS WITH DEFICIENCIES

REPORTS -
DEMOGRAPHIC AMALYSIS
LOAN LISTING
LOAN CONFIRMATION
EXCEPTIONS,/DEFICIENCIES
PENDING DOCUMENTS

LOAN CERTIFICATION

PROGRAM GUIDELINES -

LENDER GUIDE

GEMERAL -
HELP
HOME

LOG OFF
43



Cancel a Loan

2. Enter the “Loan Number” or “Last Name”

3. Click “Search Loans”

K main MeEnu | & CLEAR [4- SEARCH LEIANE»]

Va

L. ADVANCED SEARCH 2]

[

- [ LOAN NUMBER:

LENDER LOAN NUMBER:

| 2. [ LAST NAME:
FIRST NAME:

E—

44



Cancel a Loan

4. Single click the borrower name

5. Select “Update Commitment”

ls.

K manmew & queksearct ADVANCEDSEARCH[ | UPDATE COMMITMENT ]5‘:‘FUNDINGAPPRO‘JE 9 ) LOAl
| LoAN NUMBER ‘ LAST NAME ‘ FIRST NAME ‘ LENDER NUMBER ‘ COMMITMENT DATE
0012644908 Simpson Homer 12/12/2017
4.
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Cancel a Loan

6. Click “Cancel Loan”

v

M namwmenu | Uepate | @ CanceL Loan @ S SEARCH P CONFIRMATION P Forms (@

Borrower: Simpscen , Homer  Lender: 559900 - Test Bank  Program: Start Up Purchase Program

46



Cancel a Loan

7. Once a loan has been cancelled, “Update” and
“Cancel Loan” will be grayed out and status will
be “Read-only” and “Cancelled”

K manmene | H % 23 @, SearcH | &P B 7]

Borrower: Simpson , Homer  Lender: 999900 - Test Bank  Program: Start Up Purchase Program

LOANINF@-| ORIGINATION | PROPERTY INFO | BORROWERS | FINAMCE | TIMELINE = ATTACHMENTS | OTHER | ADDITIONAL LOAN
LOAN NUMBER: 0012640872 | ALLOTMENT/ALLOCATION: [FFY 2017 Start Up Allotme|[Start Up FFY 2017 |

LEMDER LOAN NUMBER:| | APPROVED/WORKING STAGES: Commitment ™| Purchase Approved ™

LENDER CASE NUMBER:| | STATUS: | Cancelled i -
COMMITMENT DATE:|03/15/2018 (O ESTIMATED CLOSING DATE: 03?3122018
INITIATIVE: hd @ LOAN AMOUNT: $200,000.00

INTEREST RnTE:| 4,8750 %l |Gcw w/Manthly Payment Loan 0% Origination Fee |

@ AMORTIZATION: | Fixed Rate W @ TERM IN MONTHS: 360

P&l 51,058.42 O PURCHASE PRICE: $203,000.00
@ LOAN TYPE: | Federal Home Administration ™| ADDITIONAL ACQUISITION COST:
ACOUISITION PRICE: $203,000.00
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Funding/Compliance Approve
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Funding Approve

Minnesota Housing | ____U.S.Bank ____

Funding Approve Compliance Approval

e Last step to a successful Minnesota Housing loan

e You verify loan information and certify that all information:
e Has been updated with any changes
* Matches the loan file sent or imaged to U.S. Bank
* Meets Minnesota Housing requirements and underlying loan product

* Meets legal requirements

49



Funding Approve

MANAGEMENT =

AVAILABLE PROGRAMS AND FUNDS

1. To access the loan, click )
EW LOAN COMMITMENT
“Loan Management” [commanscevenr | <4

LOAN FORMS

MY PIPELINE

LOANS WITH DEFICIENCIES

REPORTS -

DEMOGRAPHIC ANALYSIS
LOAN LISTING

LoAN CONFIRMATION
EXCEPTIONS/DEFICIENCIES
PENDING DOCUMENTS

LOAN CERTIFICATION
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Funding Approve

2. Search loan by “Loan Number” or “Last Name”

3. Click “Search Loans”

13.

M Main MENU | & CLEAR [ @ SEARCH LOANS ] £ ADVANCED SEARCH = @ LOAN FORMS - QUICK SEARCH CRITERIA

LOAN NUMBER: 1 2. LAST NAME:|
LENDER LOAN NUMBER: FIRST NAME:

51



Funding Approve

4. If you Ca n’t flnd K ManMenu | B ClEAR 4, SEARCH Lon.Ns[ ! AD".-'ANEEDSEAF!CH]- 4.

LOAN NUMBER: LAST NAME:

yOU r IOa n) Cl ICk LENDER LOAN NUMBER: FIRST NAME:
“Advanced ) o )
Search” oo '

LOAN NUMBER:

o RATE:
5 o E nte r SOC | a I INCLUDE ARCHIVED: []

BORROWER INFO

Security = - 5
N u m b e r LENDE:EI:E::R LOAN NUMBER:

COMPLIANCE SPECIALIST:
M {4 LoaN COFFICER:

6 . C I C S e a rC PROPERTY INFO
CITy:

’) FINANCE INFO
Loans

CUSIP NUMBER:

[<J[&]
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Funding Approve

7. Single click on borrower name

8. Click “Funding Approve”

[

M mamnmMENU | 9, QUICK SEARCH f ADVANCED SEARCH = [= UPDATE CDMMITMENT[ E®* FUNDING APPRWE] s =)
| LoAanM NUMBER ( )] LasT NAME FIRST NAME
0012644908 l Simpson I Homer
V

1,
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Loan Info Tab

1. Verify all information and edit fields if necessary
to match closing documents

I manmenu | | UPDATE & @ SEARCH = P CONFIRMATION &$ FORMS EF FUNDING APPROVE | @

Borrower: Simpson , Homer  Lender: 555900 - Test Bank  Program: Start Up Purchase Program

LOANINFG-| ORIGINATION | PROPERTY INFO | BORROWERS | FINANCE | DETAILS | INSURAMCES | TIMELINE & ATTACHMENTS | OTHER | ADDITIOMAL LOAN

LOAN NUMBER: 0012640873 | ALLOTMENT/ALLOCATION: |FFY 2017 Start Up Allotme [ Start Up FFY 2017
LENDER LOAN NUMBER:| | APPROVED/WORKING STAGES: | Commitment “|[Purchase Approved
LENDER CAsE NUMBER: | | STATUS: | Current v

COMMITMENT DATE: |(03,/19/2018 ([ ESTIMATED CLOSING DATE:|03/31/2018
INITIATIUE:| V| @ LOAN AMOUNT: £200,000.00

INTEREST R.ﬁTE:| 4.8750 9,{,| |Gcw wi/Monthly Payment Loan 0% Origination Fee |

m.ﬁ.MORTIZﬂ.TIDN:| Fixed Rate V| D TERM IN MONTHS: 360

D P& $1,058.42 (@ PURCHASE PRICE: $203,000.00
T LoaN T‘r'F'E:| Federal Home Administration V| ADDITIONAL ACQUISITION COST:

ACQUISITION PRICE: §203,000.00
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Origination Tab

1. Verify all information and edit fields if necessary

2. Select “Loan Officer”

* |f loan officer is not listed, select “Not Participating”

3. Enter “Closing” (date), “First Payment” (date), and “Maturity” (date)

LOAN INFO | QRIGINATION | PROPERTY INFO = BORROWERS = FINAMCE | DETAILS | INSURAMNCES | ATTACHMENTS = OTHER | ADDITIONAL LOAN

LENDER: 2. LENDER CITY:
(0 LOAN OFFICER: Jonnie Quinn - OFFICER ASSIGNED DATE:| |

LOAN PROCESSOR: ~  PROCESSOR ASSIGNED DATE:| |
DATES
(0 closine: I \ EXPIRATION:| |
CANCEL:|

(D FIRST PAYMENT:

ReEcTeD: / e~
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Property Info Tab

1. Verify all information and edit fields if necessary

” a{i

2. Enter “Legal Description,” “Value Amount,” “Valuation

Method,” and “Title to Be Held As”

LOAN INFO | ORIGINATION |~PROPERTYINFO.| BORROWERS | FINANCE | TIMELINE | ATTACHMENWTS | OTHER | ADDITIONAL LOAN

(D ZIP CODE: |12345-

(DADDRESS:|?42 Evergreen Terrace |

l])CITY:|MinneapDIi5— Hennepin V|
CDCDL.INTY:| Hennepin V|
osrE[MN V]

59555.95 TARGET / NON TARGET:| Mon Target %

LEGAL DESCRIFTION:

mﬂﬂﬂmiiﬂ SEID,DDD.CHJI WALUATION METHDD:|Ap|:|rai5;a| Asis W
2. _J D BUILDING TYPE: | SINGLE_FAMILY V| D YEAR BUILT:|1980

0 Crreoons [exsting. V]

@ NUMEER OF UNITS:
TITLE TO BE HELD AS: | Fee Simple W
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Borrowers Ta

1. Verify all information and edit fields if necessary

2. Enter “Counseling Class Completed” (date)

Borrower: Simpson , Homer  Lender: 399900 - Test Bank  Program: Start Up Purchase Program

LOAN INFO | ORIGINATION | PROPERTY INFO | BORROWERS.| FINAMCE = DETAILS | INSURANCES | TIMELINE | ATTACHMENTS | OTHER | ADDITIONAL LOAN

TYPE LasT NAME FIRST NAME MIDDLE NAME DATE OF BIRTH SEX MARITAL STATUS |  RELATIONSHIP CREDIT SCORE
Borrower Simpson Homer 1/1/1970 Male Married 700
TYPE:| Borrower v (D OWNER TYPE:| Individual v .
@ LAST NAME: |Simpson @ FIRST NAME: Homer
MIDDLE NAME:
(@ DATE OF BIRTH:|01/01,/1970 AGE: 48
(DSE:(: D MARITAL STATUS:| Married A
ON TITLE:
FIRST TIME BUYER: []
RACE: wrITE L] Asian [ BLack OR AFRICAN AMERICAN [ AMERICAN INDIAN OR ALASKAN NATIVE [ NATIVE HAWAI OR OTHER PACIFIC ISLANDER
@ ETHNICITY: | Not Hispanic or Latino hd
COU“SSS::;E'T“:;? 03/19/2018
CREDIT SCORE: 700 CREDIT REPORT AGENCY:| Equifax v
CREDIT REPORT DATE: | 03/19/2018 L
m CANCEL
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Borrowers Tab

3. Verify all information and edit fields if necessary

i€ = urpate & @ SEARCH = & CONFIRMATION < FORMS @ FUNDING APPROVE | @ LOAN

Borrower: Simpson , Homer  Lender: $55900 - Test Bank  Program: Start Up Purchase Program

LOAN INFO | ORIGINATION | PROPERTY INFO | BORROWERS.| FINANCE | DETAILS | INSURANCES | TIMELINE | ATTACHMENTS = OTHER | ADDITIOMAL LOAN

| TYPE LAST NAME FIRST NAME MIDDLE NAME DATE OF BIRTH SEX IMARITAL STATUS RELATIONSHIP CREDIT SCORE
‘ Borrower Simpson Homer 1/1/1970 Male Married 700

( N

O HOUSEHOLD SIZE:|5-Fi\re persons b4 (D DEPENDENTS UNDER 18:
T OTHER DEPENDENTS:D

DISABLED HOUSEHOLD: [

(D PROGRAM TOTAL HH INCOME: $50,000.00
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Finance Tab

Only use this tab if there is secondary financing
other than Minnesota Housing downpayment loan

€ I urpaTe & Q. SEARCH = P CONFIRMATION < FORMS (5% FUNDING APPROVE (@ LOAN

Borrower: Simpson , Homer  Lender: 359900 - Test Bank  Program: Start Up Purchase Program

LOAN INFO | ORIGINATION | PROPERTY INFO | BORROWERS |oFINAMEE.| DETAILS | INSURAMNCES | TIMELINE | ATTACHMENTS | OTHER | ADDITIONAL LOAN

LOAN-TO-VALUE

LOAN AMOUNT: $200,000.00
PROPERTY WVALUE: 50.00
PURCHASE PRICE $203,000.00

RATIO: 98.52 %

ADDITIONAL FINANCING
FINANCING SOURCE AMOUNT

—| Total =|
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Details Tab

1. Verify all information and edit fields

2. Add “Loan Amount,” “Note Amount,” “Closing Date,” “First Payment
Date,” “Next Payment Date,” and “Maturity Date”

Borrower: Simpson , Homer  Lender: 555900 - Test Bank  Program: Start Up Purchase Program

LOAN INFO | ORIGINATION | PROPERTY INFO | BORROWERS | FINAMNCE |DEI'.M[5 INSURANCES | TIMELINE

BASE LOAN AMOUNT:|  $200,000.00 COMMITMENT DATE: (03/19/2018 |
UPFROMNT MIP AMOUNT: 50.00
O LOAN AMOUNT:|  $200,000.00| 4 (@ CLOSING DATE:|03/31/2018 | A
UNPAID PRINCIPAL BALANCE:|  $200,000.00| @ FIRST PAYMENT DATE: [05/01/2018 |

NOTE AMOUNT: $200,000.00| ' NEXT PAYMENT DATE: |
D P& $1,D58.ﬂ-2| \ @ MATURITY DATE: 04,/01,/2048
MONTHLY TAXES:| 50.00| PURCHASE POST D.ﬁ.TE:|

DISBURSEMENT DATE: [03/22/2018 |

Note: Next Payment Date = First Payment Date
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Insurances Tab

1. Verify all information and edit fields if necessary

2. If Mortgage Insurance is required (including Government Loans):

Click “Add”

Add “Type,” “Policy Number,” “Policy Effective Date,” (always the closing
date) and “Vendor”

Click “OK”

Borrower: Simpson , Homer  Lender: $55900 - Test Bank  Program: Start Up Purchase Program

LOAN INFO | ORIGINATION | PROPERTY INFO | BORROWERS | FINANCE | DETAILS | INSURAMNCES:| TIMELINE &= ATTACHMENTS | OTHER | ADDITIONAL LOAN

| TYPE | VENDOR | POLICY NUMBER | POLICY EFFECTIVE DATE | POLICY EXPIRATION DATE| COVERAGE AMOUNT | COVERAGE PERCENT | DE

TYPE: A
|

Poucy NUMBER:|

PoLiCY EFFECTIVE|:|
DATE:

VENDOR: | v I

- - - - - Total = -




Insurances Tab

“Type” Options “Vendor” Options

VERDOR!

Arch Morgage Insurance Company

loept o Housing and urban Development
Capt of Veterans Admanistratan

Essent Guaranty Inc

Genworth Mortgage insurance Co
|Martgage Guaranty Indurance Corp

Maticnal Mortgage Insurance Corporation
P Mortgage Insurance Co

Ragian Guarnty In

Uinited Guaranty Residential Insurance Corp and Morigage Indemanity Co
USDA Rural Development Housing Service

ecrvel] Mortgage Insurance
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Other Tab

1. Verify all information and edit fields if necessary

2. Apply correct answers to:
e Personal Property = No (capital “N” lowercase “0”)
» Preferred Risk, DPL Plus if applicable

e Must indicate if the loan is Fannie or Freddie

Borrower: Simpson , Homer  Lender: 999900 - Test Bank  Program: Start Up Purchase Program

LOAN INFO | ORIGINATION | PROPERTY INFO | BORROWERS | FINANCE _ DETAILS | INSURANCES | TIMELINE | ATTACHMENTS |-GTHER| ADDITIONAL LOAN

GRANT AMOUNT| | FANNIE / FREDDIE v

HOUSING RATIO 28% OR ABOVE Y/N |N

HOUSING RATIO|26

|
|
HFA PREFERRED RISk SHARING Y/N| |
|

PERS. PROPERTY IN TRANSACTION?|ND !

MNCES | TIMELINE | ATTACHMENTS | U‘I’HEHI ADDITIONAL LOAN

FAMNMNIE / FREDDIE

Fannie
Freddie
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Additional Loan Tab

1. Verify all information and edit fields if necessary

e Double check for correct loan amount (must be in
increments of $100)

I niammenu | | UPDaTE & @ SEARCH = p CONFIRMATION <P FORMS | 5% a8

Borrower: Simpson , Homer  Lender: 955900 - Test Bank  Program: Start Up Purchase Program

LOAN INFO | ORIGINATION | PROPERTY INFO | BORROWERS | FINAMCE | DETAILS | INSURANCES | TIMELINE | ATTACHMENTS | OTHER |-ADDITICH
ADDITIONAL LOAN

LOAN NUMBER:|0012640873-A

PRDGF:AM:|MDntth Payment Loan Program |

(DSERWCER:|U.S. Bank Home Martgage V|

I LOAN TYPE: | Other b
@ LOAN AMOUNT: 512,000.00

INTEREST RATE: 4.8750 %] |Gov w/Monthly Payment Loan 30 Year Term 0% Origination Fee
O AMORTIZATION: | Fixed Rate v
M TERM IN MONTHS: 120

P&I: $126.55

64



Final Steps

1. Click “Update”

e Optional: Click “Confirmation Report”

2. Click “Funding Approve”

11. 'Optional '2.

K manmenu B ueoate G S, SEARCH = &P CONFIRMATION &P FORMS &F FUNDING APPROVE = (@)

Borrower: Simpson, Homer  Lender: 5535900 - Test Bank  Program: Start Up Purchase Program
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Final Steps

3. Check box to certify information

4. Click “I Approve”

K Man Menu & @, SEARCH = . CONFIRMATION P ForMms & @ LOA?
Borrower: Simpson B Homer Lender: 99900 - Test Bank Program: Start Up Purchase Program
LOAN INFO | ORIGINATION | PROPERTY INFO | BORROWERS | FINANCE | DETAILS | INSURANCES | TIMELINE | ATTACHMENTS | OTHER | ADDITIONAL LOAN |-FUNDING
FEES
LOAN NUMBER DESCRIPTION AMOUNT ~
%, | 0012640873 Loan Amount $200,000.00
%, | 0012640873 Net Loan Amount ($200,000.00)
2, | 0012640873 Premium $2,000.00
2, | 0012640873 Net Premium ($2,000.00)
2, | 0012640873-A Loan Amount $12,000.00 v
FEE DETAILS

FUNDING APPROVAL
3 . y clicking on the I Approve the Funding of the Loan button, I certify the following:

All information provided to Minnesota Housing via the Single Family Mortgages Online System [SFMOS) is accurate and complete.

The loan is in compliance with all applicable Minnesota Housing manuals, policies and procedures.

All required loan documents have been executed.

The loan is in compliance with all applicable laws and regulations.

4 . ‘ [ | Approve the Funding of the Loan
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Error Messages

If you receive a Validation Summary, you’ll see
which items are out of program compliance.

e [tems must be adjusted for successful loan
commitment and click “submit” again

e Check loan parameters to make sure the loan is
within program limits
K Main MEnU & Q4 SEARCH = < CONFIRMATION <# FORMS & FUNDING APPROVE (@ LOAN MANAGEN

Borrower: Simpsen , Homer  Lender: 559900 - Test Bank  Program: Start Up Purchase Program

LOAN INFO | ORIGINATION | PROPERTY INFO | BORROWERS = FINANCE | DETAILS | INSURANCES | TIMELINE | ATTACHMEMTS | OTHER | ADDITIOMAL LOAN |~ERRGRS
/alidation Summary
+ Compliance Problems: Loan Number 0012640873-A.
= The Note Amount must be filled in on the Details Tab. Confirm an accurate Amount by verifying the figure on the executed Note.
« Compliance Problems: Loan Number 0012640873,
= 24.1: Census Tract number is required. Contact Minnesota Housing's help desk for the census tract and property targeting information (651-296-3215 or 1-800-710-8871).
= The Note Amount must be filled in on the Details Tab. Confirm an accurate Amount by verifying the figure on the executad Note.
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Final Steps

Success!
You have fund/compliance approved both the first
and second mortgage!

Message Summary

« The loan was modified successfully.
» The current loan’s stage is Purchase Approved.
» Additional Loan
m The loan was modified successfully.
m The current loan’s stage is Purchase Approved.
e« You can use the [Create Repor] toolbar button any time to create a report to print.
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Questions?

all Partner Solutions

1.296.8215 or 800.710.8871 option 4
or email at

MNHousing.Solution@state.mn.us

yetween 8:00 a.m. and 5:00 p.m. on
—_— business days
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