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Instructions

March 2015

All documentation containing confidential and private data, must be sent to
Minnesota Housing using the Secure File Exchange tool.
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SECTION I: SEND DOCUMENTS TO MINNESOTA HOUSING
A. One document at a time:

Step 1:
Go to www.mnhousing.gov
Click on Partner Login on the top of the page
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Step 2: .
Multifamily Secure Upload Portal
Click on Multifamily Secure Upload Tool Portal
MUItlfamlly Upload Tool Instructions
Secure Upload
Tool Portal. « arch.mhfa@state.mn.us - Architects Team: For contractors and developers to securely submit large sized construction documents

to the Minnesota Housing staff architects.

Note: You must

have the email

address for your

submittal type + mhfa.app@state.mn.us - Request For Proposal (RF) Team. Submit RFP and Pipeline Application materials. Qualification Forms

mhfa.am@state.mn.us - Asset Management Team: For management companies and owners to submit the monthly financial

operating reports.

available. and all supporting qualification form due diligence.
Copy the email
address for the
corresponding
team if

+ mhfa.rental-assistance@state.mn.us - Rental Assistance Team: For rental assistance grant administrators to submit a draw

request form for reimbursement for the HTF, HTF-ELHIF, Bridges, Bridges-ELHIF and Bridges RTC Programs.

mhfa.RRDL@state.mn.us - Rental Rehabilitation Deferred Loan Team: For owners to submit applications for RROL Specific Project

neccessary. RFP Applications (when funds are available) and administrators to upload borrower RRDL Program Application Packages, loan closing
Use caution to

submit to the
correct team.

submissions and final close out documents.

mhfa.TRACS@state.mn.us - TRACS team: For Management Companies and owners to submit Special Claims and Voucher detail.

Step 3:

Click Secure

U p|Oad Welcome to the Minnesota Housing Finance Agency Secure File Exchange. You can use this service to send us files or to receive files from us. All transfers are
confidential and SSL encrypted.

Send files to Minnesota Housing Finance Agency.

Download files sent to you by Minnesota Housing Finance Agency. Please have your download tracking code ready.
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http://www.mnhousing.gov/

Step 4:

Enter your email address.

Click the Start button

Multifamily Team Options: ’—{ Enter the email of the recipient for this transfer | ———————————————

e Architect Team:
arch.mhfa@state.mn.us
e Asset Management Team:
mhfa.AM@state.mn.us
e Multifamily RFP Application Team:
mhfa.app@state.mn.us
e Rental Assistance Team:
mhfa.rental-assistance@state.mn.us
e TRACS Team
mhfa. TRACS@state.mn.us _ - Brivacy Policy - Security Statemant - Copyright ©2014 LeapFILE. Al rights reserved.
e RRDL Team: #2522 Powered by LeapFILE™
mhfa.RRDL@state.mn.us

Step 5:

Minnesota
Housing

Finance Agenc

Enter Information

Deliver To:

Subject

Examples:

[Administrator Name — November]
[Project Name-RFP Application]
[RRDL Application]

[ABC Property Construction Specs]
[January _ Property Name]

[ABC Management Company-Tenant Concern] | Please create a message for the recipient |
[Vouchers-March]

{ Please enter your contact information

Message/description/Instructions file
Include any instructions regarding your documentation
to be submitted.

To send one document at a time, continue to step 6 below (page 4)

To send a folder with many files, go to Step 6 in Section I, B on page 5.




Step 6:
Click Select files to send (Regular Upload)

Click Notify me when files have been downloaded if you want to receive the notification.

Select delivery options }7

Select files to send {Regular Upload)
Select files and folders to send (Enhanced upload)

Browser Requirement: Enhanced upload requires Java support in the browser. If the enhanced upload page does not load or work, please
Java from www.java.com.

_ TEis

8
c .—.'f: Powered by LeapFILE™

cy = Security Statemeant - Copyright ©2014 LeapFILE. All rights reserved.

Step 7:
Click Browse

Select the file

(Repeat if needed)
Select files to upload }7
File #1
File #2
File #3
File #4
File #5
File #6
File #7
File #8
File #9
File #10
** More files selectors will automatically appear if you run out **
Click the Upload & Send button. Lipinai &idani
_ = Privacy v - Security Statement - Copyright ©2014 LeapFILE. All rights reserved.
a‘:—';: Powered by LeapFILE
Step 8:

Success! Your File(s) have
been received! Succe our file(s) have been received! Than

You will receive a
confirmation email. If you
haven’t received one, check
your junk mail.




B. A folder with many documents:

Repeat steps 1 through 5 in Section |, A.

Step 6:
Click Notify me when files have been downloaded if you want to receive the notification.

Click Select files and folders to send (Enhanced Upload)
Note: The Enhanced upload requires Java support to utilize. Contact your technical team for further assistance

Select delivery options }—

Select files to send (Regular Upload)
Select files and folders to send (Enhanced upload)

Browser Reguirement: Enhanced upload requires Java support in the browser. If the enhanced upload page does not load or work, please
Java from www._java.com.

cy - Security Statement - Copyright ©2014 LeapFILE. All rights reserved.
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Step 7:

Click Add

| [ Removea

Select the folder

Directary Size

Note: Use the Remove or
Remove All options as
necessary.

Click Upload [ |

This page requires Java 1.5. If you do not see Java starting, please enable Java in your browser. If encounter any problems using enhanced upload, please
. Java is a standard technology supported by all major companies. It is free, secure, and only takes a few

minutes to install.
Tips:

= Click "Add" to select the files you want to transfer or simply drag and drop the files onto the file list.
= Add a folder to send everything inside.

Step 8:
Success! Your File(s) have been received!

You will receive a confirmation email. If you
haven’t received one, check your junk mail.




SECTION Il: RECEIVE DOCUMENTS MINNESOTA HOUSING SENT YOU
A. Email received from Minnesota Housing:

Step 1:

When Minnesota Housing sends you secure documents, you will receive an email from a Minnesota Housing email address, in

your inbox.

Open the email.

Click on the link in the email.

Note: If the link is not active, copy and paste the
URL it into a web browser.

—>

_ = — ; =
@y 1gnare x = \kJ ¢ 2 &Meetmg (23 Move to: 7 iz To Manager
. ,j_] Team E-mail g/ Done

%Junkv Delete | Reply Reply Forward ﬁ"e More =
All

L; Reply & Delete Z Create New
Delete Respond Quick Steps

@ Click here to download pictures, To help protect your privacy, Outlook prevented automatic download o

(| From: mhfa.rental-assistance @state.mn.us

| To: Your email address will be here
£

| subject:

**= You hawve a secure file transfer awaiting download. Details enclosed. ===

FROM: mhfa.rental-assistance @state.mn.us
TO:  Youremail address will be listed here

SUBJECT:

FILE TRANSFER WAITING:

Ihttp:Hrnnhousmg.Ieapﬁ\e.netjget.jsp?t:83706b34442d860d0145f05bdd090927 |

LTRANSFER EAFIRES May 159, JULS U015 AN

Secure file delivery by LeapFILE

Step 2:

Enter your email address

Click Authenticate

Y

Minnesota

Housing

Finance Agency

Please enter your email address to validate access }—

¥our email address should match the email registered for this transfer.

Authenticate

Please Read:
= Privacy - IP address and download activity are automatically recorded for ;

= Confidentiality - This download contains confidential information intended
copying, or distribution of this download, or the taking of any action based

Email Address - The email address must exactly match the email address
used by the notification message. It's possible you did not receive the mes:

Expiration - Files automatically expire after download.

Session Error - Cookie support must be enabled to avoid session expiratio

_ - Privacy Policy - Security Statement - Copyright ©2014 LeapFILE. Al rigl

[
" Powered by LeapFILE




S 3. Date 5/12/14 7:15:23 AM GMT-05:00
tep . From mhfa.rental-assistance {(mhfa.rental-assistance@state.mn.us)

To Your email address will be listed here

Subject

testing what a client see's.

ClICk DOWNLOAD Funding Request Form and Monthly Log_Portrait03012014.xls 925.5 KB DOWNLOAD

Enhanced Download , support resume download (Required Java 1.5+) DOWNLOAD

IMPORTANT: Save the files first. Once downloaded, they will be automatically deleted.

Helpful Hints

« If you have the option of saving the file or opening it in an application, choose save the file.
= Download each file individually or get everything at once in a single ZIP file. Use "ZIP ALL" for b4

Box may appear at the bottom of your web browser. (depending on your web browser settings)

Do you want to open or save Funding Request Form and Monthly Log_Portrait03012014.xls (925 KB) from mnhousing.leapfile.net?

Open Save |¥ Cancel

Click Save.

Note: clicking Cancel will NOT download your document.

B. Minnesota Housing’s Partner Login Web Page

Step 1: IMPORTANT

You will need a Tracking Code from Minnesota Housing. The tracking code will be supplied by request. Please email the
appropriate Multifamily team with your request for a tracking code and your phone number, and a team member will contact
you with your tracking code.

e  Multifamily RFP Application Team: e Rental Assistance Team:
mhfa.app@state.mn.us mhfa.rental-assistance@state.mn.us

e Architects Team: e Rental Rehab Deferred Loan (RRDL)
arch.mhfa@state.mn.us mhfa.RRDL@state.mn.us

e Asset Management Team: e TRACS Team
mhfa.am@state.mn.us mhfa. TRACS@state.mn.us

Step 2:

Go to www.mnhousing.gov
Click on Partner Login on the top of the page

Joas



mailto:mhfa.app@state.mn.us
mailto:arch.mhfa@state.mn.us
mailto:mhfa.am@state.mn.us
mailto:mhfa.rental-assistance@state.mn.us
mailto:mhfa.RRDL@state.mn.us
mailto:mhfa.TRACS@state.mn.us
http://www.mnhousing.gov/

Step 3:

Multifamily Secure Upload Portal

Click on Multifamily
Secure Upload Tool
Portal

Multifamily Secure Upload Tool Portal

Upload Tool Instructions

arch.mhfa@state.mn.us - Architects Team: For contractors and developers to securely submit large sized construction documents

to the Minnesota Housing staff architects.

mhfa.am@state.mn.us - Asset Management Team: For management companies and owners to submit the monthly financial

operating reports.

mhfa.app@state.mn.us - Request For Proposal (RF) Team. Submit RFP and Pipeline Application materials. Qualification Forms

and all supporting qualification form due diligence.

mhfa.rental-assistance@state.mn.us - Rental Assistance Team: For rental assistance grant administrators to submit a draw

request form for reimbursement for the HTF, HTF-ELHIF, Bridges, Bridges-ELHIF and Bridges RTC Programs.

mhfa.RRDL@state.mn.us - Rental Rehabilitation Deferred Loan Team: For owners to submit applications for RRDL Specific Project
RFP Applications {(when funds are available) and administrators to upload borrower RRDL Program Application Packages, loan closing

submissions and final close out documents.

mhfa.TRACS@state.mn.us - TRACS team: For Management Companies and owners to submit Special Claims and Voucher detail.

Step 4

Note: Have your
tracking code
accessible.

Click Secure
Download

Minnesota
Housing

Finance Agency

g Fina

vou by Minnesota Housing Finan

Step 5:

Enter your Email Address

Enter Tracking Code

Click Locate Transfer

ormation to

Locate Transfer

Pl d:

+ Privacy-our IP ac

« Confidentiality - Th
r t, any d




Date 5/12/14 7:15:23 AM GMT-05:00
Step 6: From mhfa.rental-assistance {(mhfa.rental-assistance@state.mn.us)

To Your email address will be listed here

Subject

testing what a client see's.

Files

Funding Request Form and Monthly Log_Portrait03012014.xls 925.5 KB DOWNLOAD

Click DOWNLOAD

Enhanced Download , support resume download (Required Java 1.54) DOWNLOAD

IMPORTANT: Save the files first. Once downloaded, they will be automatically deleted.

Helpful Hints

= If you have the option of saving the file or opening it in an application, choose save the file.
= Download each file individually or get everything at once in a single ZIP file. Use "ZIP ALL" for by

Box may appear at the bottom of your web browser. (depending on your web browser settings)

Do you want to open or save Funding Request Form and Monthly Log_Portrait03012014.xls (925 KE) from mnhousing.leapfile.net?

Open Save |¥ Cancel

Click Save. G

Note: Clicking Cancel will NOT download your document.

MULTIFAMILY TEAM CONTACTS

Submit all questions, comments or concerns to the appropriate Minnesota Housing Team:

o Multifamily RFP Application Team: mhfa.app@state.mn.us
e Rental Assistance Team: mhfa.rental-assistance@state.mn.us

e Architects Team: arch.mhfa@state.mn.us

e RRDL Team: mhfa.RRDL@state.mn.us

e TRACS Team: mhfa.TRACS@state.mn.us

e Asset Management Team: mhfa.am@state.mn.us
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