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Get Ready

e What’s new with HDS 12?

— Always single left click
* The system does not allow double-click selection

— “Program Choice” eliminated
e Lenders are directed to program selection menu

— “Origination Tab” is required at commitment

e Previously required after initial commitment

— Arrows replace plus signs

e Expanded program choices now opened using arrows
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Get Ready

e Attend program training

— Lender online commitment success relies on Minnesota
Housing program knowledge

e Get User ID and Password from Web Administrator

— The Web Administrator is the online access gatekeeper at
your company

® Check compatibility (e e @ @

— Internet Explorer only
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Get Ready

® Go to www.mnhousing.gov
—Click “Partner Login” in the top navigation
—Click on “Loan Commitment System”

Home > Partner Login

Secure Login

Single Family Application
Loan Commitment System b

The system is compatible with Internet Explorer versions 7, 8 or 9. Users may experience functional issues (such as the inability to add a

borrower or open a loan) within the Loan Commitment System if users have modified their default Internet Explorer 9 {IE9Q) settings.

These issues will be resolved by restoring the IES default settings.

For further assistance, please contact the Partner Solutions Team at 651.296.8215 or 800.710.8871, mnhousing.solutionf@state.mn.us

7:30 a.m. - 5:00 pm. business days.
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Loan Commitment (Lock) Period

e Loans must be delivered within:
— Start Up - 60 days*™
— Step Up/MCC - 45 days*

e No new loan commitments
— Monday-Friday from 8-10 a.m.

— Fridays and holidays (next business day) from
5pm-10 am

* Lending partners can extend commitments on Forms Generator. Fees may apply.
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1003 Upload

e Login with User Name

and Password (sent — jun—
LoGIN

from your company’s
Web Administrator)

* User will be prompted __
to change password P
every 180 days -
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1003 Upload

® Click on “Single Family i mansgement system =
7 &

We b M a n a ge m e nt Single Family Management Systv *

¥ Single Family Web Management

Data Analysis Reporting Module »
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1003 Upload

® Click on “New Loan
CO m m it m e nt" AVAILABLE PROGRAMS AMND FUNDS

MEW LOAN COMMITMENT

LOoAN MANAGEMENT
LoAN FORMS
MY PIPELINE

LOANS WITH DEFICIEMCIES

- REPORTS 2

DEMOGRAPHIC ANALYSIS
LOAN LISTING

LOAN CONFIRMATION
EXCEPTIONS/DEFICIENCIES

PENDING DOCUMENTS

LoAN CERTIFICATION
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1003 Upload

® Single left click on the
correct program name

®* Next, “New Loan” will
become a live field

—Click “New Loan”

M s menu || =

PROGRAM NAME

QDDITIDNAL & saveD LOaN INFO | @

B BY B B OB BV R B B B

Emergency & Accessibility Loan

Program

Fix Up Loan Secured

Fix Up Loan Unsecured

G5R 1 27 1 (first program)
G5R 127 1 (second program)

MM Mortgage Program (Whole)

Mortgage Credit Certificate
Program

Start Up Purchase Program

Step Up Purchase Program

Step Up Refinance Program

‘ CODE | PROGRAM TYPE | START DATE
Home
EMERG 10/4/2009
Improvement
Home
FUF 1/1/1967
Improvement
Home
FUFU 4/27/2012
Improvement
CAH1 First Mortgage 6/1/2014
CAH2 First Mortgage 6/1/2014
MNP First Mortgage 1/1/1967
MCC First Mortgage 6/16/2013
TART First Mortgage 12/17/2012
R First Mortgage 12/17/2012
SUREFI  First Mortgage 12/17/2012
EN Em
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1003 Upload

=

Select the correct office

2. Single Ieft CIiCk On the K naanmenu € Previous | G2 NEw Loan | @
arrOW next to the Correct @ PROGRAM: Start Up Purchase Program -

(DLEMDER: .. Test Bank -

prOd UCt Walidation Summary

e Loan: Lender/Originatar is required.

— H H & Funds: Funds Allotment and/or Funds Allocation is required for the Program Manual All

The SeIeCtlon WI” be green @ FUNDS BY PROGRAM: Row with green text: Funds Allocation is requir

—_— Prod uct a nd progra m na me | ALLOTMENT NAME | PHIOHIT‘I"| CURRENT FUNDS AVAILABLE FUNC
@Conventional Insured Start Up (FFY . .

580,000,000.00 561,147,83¢

2014

Single Ieft CIiCk On the | ‘ ALLOCATION NAME |PHIOHIT‘I" CURRENT FUNDS | R
CO rre Ct p rod u Ct » [ HFA Pref 1st Mortgage Only 1 $20,000,000.00

HFA Pref w/Deferred Payment
& Loan 1 $20,000,000.00

- Choose the CorreCt program (Wit 4 [ HFA Pref w/HOME HELP Loan 1 $20,000,000.00

=

or without an assistance loan » (Corapref w/monthly payment Loan) 1 $20,000,000.00
“New Loan” will become live

4. Click “New Loan”

Conventional Uninsured Start Up R — P —
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1003 Upload

e Click “Upload Loan”

M manmenu | B SuBMIT | i ADD ADDITIONAL = 8 BACKUP LOAN = 94, QUICK SEARCH &P %% UPLOAD LOAN -

Lender: 999900 - Test Bank Program: 5tart Up Purchase Program
~LoaN INFG-| ORIGINATION | PROPERTY INFO | BORROWERS | FINANCE | OTHER

LoaN NUMEER:| | ALLOTMENT/ALLOCATION: (Conventional Insured Start”HFA Pref w/Monthly Pa\rm4
LENDER LOAN NUMBER: | APPROVED/WORKING STAGES:
LENDER CASE NUMBER:| | STATUS:
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1003 Upload

e Browse and choose the correct file. File must
be in the Fannie Mae .fnm format to upload.

K manmeny € 2]

FNMA 1003 File To Upload

Upload File t
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1003 Upload

e Open the correct file

72 Choose File to Uploa

'\._/' g/v| Desktop »

Organize = Mew felder

. Favorites
B Desktop
& Downloads

:
1= Recent Places

- Libraries
@ Documents

Jﬁ Music

[ Pictures

E Videos

Lo Computer
&, Local Disk (C)
B Removable Disk (G:)
58 Metwork Drive (H:)
S MHFA Central (\\mhfa_divisions) (L)

»

m

-

File name: conf_test_alice_firefighter.fnm

m

- 0O @
(W —1‘ Microsoft Word Document
—1 322 KB
Calculator
Shortcut
1.20 KB
conf_test_alice_firefighter.fnm
FMM File
4,20 KB
(¥ Copy of 30+ Day = e M File
= ,_4:] Microsoft Excel Y o
L4 1 | 105 k8 Size: 4.20 KB
: Date modified: 4/16/2014 10:21 AM
s - | DPL Plus Loan Commitment
System Guide
PN ‘dobe Acrobat Document
= esignature_survey-Respondentins
~ | | werReport
Adobe Acrebat Document
( E-SignatureSurveyMonkeylist
() ESanaturesurveyMonkey
- [ Files ) -
[ Open |v] [ Cancel ]
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1003 Upload

e Click “Upload File”

M nammeny € =]

FINMA 1003 File To Upload
CUsers\mnguyen\Desktc i

- Upload File
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1003 Upload

Loan Info

® Complete and verify all information

— Note: Be sure to click on calculator icon for P&I payment
— “Initiative” should only be chosen if using Deferred Payment Plus

~LOAN-INFO-| ORIGINATION | PROPERTY INFO = BORROWERS & FINANCE = OTHER
LOAN NUMBER:| | ALLOTMENT/ALLOCATION: |Cun1.rentiunal Insured Start ||HFA Pref w/Monthly Pavmq
LENDER LOAN NUMBER: | | APPROVED/WORKING STAGES:
LENDER CASE NUMBER:| | STATUS:
COMMITMENT DATE: | | D ESTIMATED CL%SI;:; | |
INITIATIVE: v  LOAN AMOUNT:| $0.00|
(D INTEREST RATE: 5.0000% ~
(D AMORTIZATION: Fixed Rate - M TERM IN MONTHS:| ol
P&I:| $0.00|
( PURCHASE PRICE: | $0.00|
© LoAN TYPE- ADDITIONAL Acamsgz:g TN| 5000
ACQUISITION PRICE: | $0.00)
H--H
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1003 Upload

Origination Tab

® Complete and verify all information

— Select the correct loan officer

Loan INFO |ORIGINATION | PROPERTY INFO | BORROWERS | FINANCE | OTHER

LENDER:| Test Banl LENDER CITY:| Saint Pal
- ( LOAN OFFICER ~|  OFFICER ASSIGNED DATE: | |
LOAN PROCESSOR: PROCESSOR ASSIGNED DATE: | |
DATES
EXPIRATION: | |
CANCEL: | |
REJECTED: | |
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1003 Upload

Property Info

® Complete and verify all information

— In the “City” dropdown select the correct city/county combo
— Census Tract is required — enter “9999.99” in the first box

LOoAN INFO | ORIGINATION |-PROPERTYINFO-| BORROWERS | FINANCE | OTHER

( ADDRESS: | |

| |
ocr al |
O COUNTY: -

(D STATE: -

CENSUS TRACTB* TARGET / NON TARGET: -
k.

LEGAL DESCRIPTION:

WALUE AMOUNT: 50.00 WALUATION METHOD: -

(D BUILDING TYPE: - DYEAR BUILT:I:I
(D CATEGORY: -
(D NUMBER OF UNITS:I:'

TITLE TO BE HELD AS: -
Minnesota ‘
17 Housing
Finance Agency




1003 Upload

Borrowers Tab

® Single click on “Borrower” and then click
“Edit”

LoaN INFO | ORIGINATION | PROPERTY INFO |- BORROWERS | FINANCE | OTHER
TYPE LAST NAME FIRST NAME Mi DATE OF BIRTH SEX MARITAL STATUS RELATIONSHIP CREDIT SCORE

Borrower

\ WD | | DELETE
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1003 Upload

Borrower Tab

® Complete and verify all information
—Complete all of the applicable fields

PE:| Borrower @ OWNER TYPE: Individual - \ -
(D LAST NAME: O FIRST NAME:
MIDDLE INITIAL:I:I (IJSOCIALSECURIT\’:I:I
(D DATE OF B|RTH:|:| AGE:I:|
D SEX: - D MARITAL STATUS:
ON TITLE: [[]
FIRST TIME BUYER: ]

Race: [T WHITE [C] Asian [C] BLACK OR AFRICAN AMERICAN [] AMERICAN INDIAN OR ALASKAN NATIVE [Z] NATIVE HAWAII OR OTHER PACIFI
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1003 Upload

Additional Borrower(s)

® Complete and verify all information for any
additional borrowers

LoaN INFO | ORIGINATION | PROPERTY INFO |- BORROWERS | FINANCE | OTHER
TYPE LAST NAME FIRST NAME Mi DATE OF BIRTH SEX MARITAL STATUS RELATIONSHIP CREDIT SCORE

Borrower

DELETE
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1003 Upload

Borrower Tab

® Complete and verify all information
—Dependents under 18
—Other Dependents — over the age of 18
—Disabled Household — if applicable

—Program Total HH Income — annual income
® Please edit for program household income

@ HOUSEHOLD SIZE: hd () DEPENDENTS UMDER IS:ICI

(' OTHER DEPENDENTS: ICI

DISABLED HOUSEHOLD: [

(D PROGRAM TOTAL HH INCOME: | $0.00|
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1003 Upload

Finance Tab

® Verify all information for Housing Expense,

DTI, LTV, and CLTV.

Loan INFO | ORIGINATION | PROPERTY INFO | BORROWERS |- FiNAMNCE.| OTHER

LOAN-TO-VALUE

COMBINED LOAN-TO-VALUE

HOUSING EXPENSE-TO-INCOME DEBT-TO-INCOME

7 LOAN AMOUNT $95,000.00) ALLLOAN AMOUNTS: | $95,000.00
HOUSING EXPENSE:| $569.57 DEBT EXPENSE: | $1,613.57
| 57,0000 - 7.000:00 PROPERTY VALUE|  $125,000.00  PROPERTYVALUE:|  $125,000.00
I . , R . r .
NEOME PURCHASEPRICE|  $110,000.00]  PURCHASEPRICE:|  $110,000.00|
. RATIO: | 8.14| RATIO:| 23.05| aario] % Rario %
ADDITIONAL FINANCING
FINANCING SOURCE | AMOUNT

Total =
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1003 Upload

Other Tab

® Personal Property in
Tra n Sa Ct i O n HOUSING RATIO 28% OR ABOVE WNI

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

— Enter ”NO” HousING RaTio|

HFA PREFERRED RISK SHARING WN|

o For Defe rred Payment PERS. PROPERTY IN TRANSACTION?

HOME HELP AMOUNT

Plus loans only FORECLOSURE? Y /N

— Housing Ratio 28% or
above
® (YorN)
— Housing Ratio
® Must enter a number
e.g. (XX.XX)
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1003 Upload

® If no down payment |Oan: M naan menu | B susmiT || & ADD ADDITIONAL
. 7, 7 Lender: 999500 - Test Bank  Program: 5tart Up Purchase
CIICk on SmeIt ORIGINATION | PROPERTY INFO | BORROWEI
— Message Summary - OR — Loan Nuwez| |
LENDER LOAN NUMBER:| |
— Validation Summary LENDER CasE NUMBER: |

* |f downpayment loan:

- C||Ck on ”Add Additiona|" M mainmenu B susmim | | Ta ADD ADDITIONAL

- c Lender: 339900 - Test Bank  Program: Start Up Purchase
Loan Commltment ORIGINATION | PROPERTY INFO | BORROWEI
Downpayment Loan LOAN NUMBER:| |

LEMDER LOAN NUI"."IBER:| |

LENDER CASE NUMBER: | |

Minnesota ‘
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1003 Upload

Downpayment Loan

® Single click on correct downpayment

—Then click “New Loan”

M nsanmenu | @

-

PROGRAM NAME

CoDE

PROGRAM TYPE

START DATE

k [@ Deferred Payment Loan Program

3 (& [Mﬂnthhr Payment Loan Prog ram]

DFPMT  Down Payment

12/17/2012

T DownPayment 12/17/2012
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1003 U

pload

Downpayment Loan

1. Single left click on the
arrow next to the correct
product

The selection will be green
Product and program name

2. Single left click on the
correct product Ly

K manmenu € pPrevious | |[E NEw Loan

(D PROGRAM: Monthly Payment Loan Program

(DLENDER: .. Test Bank

Validation Summary

Y

¢ Funds: Funds Allotment and/or Funds Allocation is required for the Program Mar

(@ FUNDS BY PROGRAM:

Row with green text: Funds Allocation is

Choose the correct program
(with or without an assistance
loan

“New Loan” will become live

3. Click “New Loan”

Payment Loan Program (FFY 2014)

| ALLOTMENT NAME | PRIORITY | CURRENT FUNDS AVAILABL
Mortgage Credit Certificate
F  Monthly Payment Loan Program §15,590,155.64 15,4
(FFY 2014)
Start Up Purchase Monthly . .
- $16,925,112.10 515,2

ALLOCATION NAME PRICRITY CURRENT FUNDS
, B FHA w/Monthly Payment Loan $5,000,000.00
START
HFA Pref thly P t L
» ref w/Monthly Payment Loan |, 2.52,925,112.10
START .
-
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1003 Upload

Downpayment Loan

1. Enter the loan '3-

K nanmenu | | susmir | @ =) @, QUICK SEARCH = &

a O u nt Borrower: Ewing, Patrick Lender: 393500 - Test Bank  Program: Start Up Purchase Program

LOAN INFO | ORIGINATION | PROPERTY INFO = BORROWERS | FINANCE | OTHER | ADBITIONALLOAN

2 . CI i C k O n ADDITIONAL LOAN

LOAN NUMBER:| |

Ca | C u | ato r i CO n PROGRAM:|MDnthI1,r Payment Loan Program |

(D SERVICER: U. 5. Bank Home Mortgage -
for P&I payment D LOAN TYPE: Other -
(' LOAN AMOUNT: 50.00 l - 1
(D INTEREST RATE: 5.0000% =~
[ |
Increments of S :
S].OO (O AMORTIZATION: Fixed Rate

D TERM IN MONTHS: | 120

3. Click “Submit” o oo (B4 2
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Message Summary

e Successful commitment

— Message Summary confirms the loan is in
Commitment stage

— |If the commitment is out of compliance the user
will receive a Validation Summary

Message Summary

« The loan was added successfully.
« The currentloan’s stage is Commitment.
« Additional Loan
m The |oan was added successfully.
s The current loan’s stage is Commitment.
« Youcanuse the [Create Repor] toolbar button any time to create a report to print.

Minnesota ‘
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Validation Summary

e Gives information on items out of program compliance

— Validation Summary items must be adjusted for successful
loan commitment

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

LoaN INFO | ORIGINATION | PROPERTY INFO | BORROWERS | FINANCE | OTHER | ADDITIONAL LOAN |-ERRORS
alidation Summary
¢ Compliance Problems:
» 314 Housing Ratio information is anly necessary for Deferred Payment Loan Plus commitments. Please delete the information from Housing Ratio on the Other tab or selec
» 313: Housing Ratio information is only necessary for Deferred Payment Loan Plus commitments. Please delete the information from Housing Ratio 28% or above Y/N on the
m 23.1: Property Census Tract is blank. Please enter 9999.95. Due to system constraints, Minnesota Housing will determine and enter census tract and targeting information.
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For More Information

Partner Solutions Team:
Cheryl Rice, Michael Nguyen, Heidi Welch

/:30 a.m. to 5:00 p.m.
651.296.8215, option 4

mnhousing.solution@state.mn.us

www.mnhousing.gov
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