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Announcements

After logging into the Loan Commitment System, the initial landing page will be the

Announcements page.

L =} Mortgage Cadence Platform a
fin P ¥ E =

nouncements and Pipeline

Announcements

Creating a New Loan

To start a new loan, Click on

+« EIEIE

Announcements and Pipeline

nnnnnnnnnnn ts
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Mortgage Cadence Platform
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Icon in the upper right corner. Then select Create New Loan.
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Client/Branch Selection
On the Client Selection screen, the following information must be entered:
Client/Branch
e This will auto-populate with the name of the Lending Partner.
Channel
e The drop-down will display Minnesota Housing programs in which the
Lending Partner participates.
e Select Quick Start
Ops Center
e Will automatically be grayed out for you
Loan Officer
e The drop-down will display Loan Officers
e Select the Loan Officer
Lender Loan Number
e s an optional field

To continue, use the Back and Next Buttons on the upper right.

n B Newloan % Minnesota Housing Loan Commitment System a
New Loan
-] New Loan | Client Selection Minnesota Housing mmn Q_‘|

Client / Branch Selection

Client / Branch ~ Channel * Op Center *

Housing & Redevelopment Authority of Douglas County - - Correspendent Ops Center

Loan Officer Lender Loan Number q
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Quick Start Survey

Complete the required fields on the screen from the Disaster Needs Assessment:
e Quick Start Disclaimer Read Checkbox (Checkbox: | certify that | have read this
disclaimer to the homeowner(s).)
e Loan Officer

n E New Loan X Minnesota Housing Loan Commitment System a

New Loan

] New Loan | Quick Start Survey [}

Tennessen Warning Notice:

You are not legally required to provide this information and may refuse to do so. You will not b denied assistance if you do not provide the information. This information will be used to evaluate housing rehabilitation needs and to efficiently and effectively
deploy disaster recovery resources. Public data is subject fo disclosure to the public upon request.

The information you provide will be shared with the Minnesota Housing and Program Administrator staff whose jobs require fhem fo use il. Where access to the information is authorized by state statute or federal law, it may be available to ofhers as
authorized

By providing this information, you agree to allow Minnesota Housing and applicable Program Administrators fo create, collect, use, and share information as deseribed above

| certify that | have read this disclaimer to the homeowner(s).

Loan Officer Lean Officer Phone Number

Complete the required fields on the screen:

e Homeowners Conference Date
Tip: When entering dates on the screen, use the tab on your keyboard to avoid using the
mouse.

e First Name

e Phone Number

e Last Name

e Has Homeowner Received a Quick Start Loan From a Previous Disaster?

e |s Homeowner Displaced?

Homeowners Information

Homeowners Conference Date *

08/24/2024 08:41:00 AM ]

First Name *

Jon Safe at Home Borrower What is a Safe at Home Borrower?

Middle Initial/Name Phone Number *
(555) 555-5555

Last Name * Borrower Email Address

Snow

Has Homeowner Received a Quick Start Loan From a Previous Disaster?
Yes e No

Is Homeowner Displaced?
Yes @ No

Temporary Address for Displaced Homeowner
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Complete the required fields on the screen:
e Occupancy Type

Repair Cost Estimate $
Property Street
Property City

e Zip Code

County
State

Disaster Site Information

Occupancy Type *

Property Street ©

Zip Code *

Repair Cost Estimate $

Property City ©

County * State ©

MN

Complete the required fields on the screen:

NOTE: Claim status must be Approved or Denied before printing docs.

DRLP_System_Guide

Name of Homeowners Insurance Company
Has Homeowner Filed an Insurance Claim?
Claim Status (of Insurance Claim)

Amount S (of Insurance Claim)

Has Homeowner Applied with FEMA?
FEMA Account #

Claim Status (of FEMA)

Amount S (FEMA Claim)

Has Homeowner Applied with SBA?

SBA Account #

Claim Status (of SBA)

Amount S (of SBA)

Amount of Water Affecting Property?
Sewage Damage?

Describe Disaster Damage

6 of 22
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Claims Information
Name of Homeowners Hazard / Floed Insurance Company *

State Farm

Has Homeowner Filed a Hazard / Flood Insurance Claim?
e Yes No
Has Homeowner Applied with FE. .. * FEMA Account #
e Yes No

Has Homeowner Applied with SB... * SBAAccount #
® Yes No
Amount of Water Affecting Prop

1-11 inches [ I

Sewage Damage?
Yes @ No

Describe Disaster Damage

Claim Status
In Process

Claim Status
In Process

Claim Status *

In Process

To continue, use the Next Buttons on the lower right.

DRLP_System_Guide
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Amount $ *
o - 0.00

Amount $ *
o - 0.00

Amount $ *
e - 0.00
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Create a New Loan

Select Create New Loan.

.

New Loan

-] New Loan | Creale a Mew Loan

Create New Loan

n E MNew Loan X Minnesota Housing Loan Commitment System -3

€ Back  Next ® th

Once you select Create New Loan, you will see the screen below.
Select Products and Pricing in middle of the screen to get into the pricing wizard.

# =2 [o@l * 4000028138 X

= Current Loan: Peter Parker | Survey | New

l-] Minnesota Housing Workflow | Loan Summary - Quick Start
Loan Information

Product

Interest Rate Forgiveness Term

T -

Minnesota Housing Loan Commitment System

Loan Amount Term (Months)

Click Next to review each screen.

® Products and Pricing

Client Selection MN ...

Quiok

Client / Branch Selection

Client/ Branch *

Housing & Redevelopment Authority of Douglas County

Loan Oficer *

Ford, Jon

Channel * Op Center *

Quick start -~ Correspondent Ops Ce,

Lender Loan Number

DRLP_System_Guide
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Borrower Information

Complete the required fields on the screen:
e SSN
e Marital Status
e Date of Birth
e  Will Occupy Subject Property

e If using this system to generate Mortgage documents, click here to enter

additional interested parties.

@ Products and Pricing »
Glient Selestion MN Heusing e n
CQuick Start Survey SSN e
Borrower Informatio... i e

Borrower Demograghic Inform.

Marital Status Marital Status
Property & Loan Information - hd -
Repairs & Funds
Date of Birth Date of Birth
Product Selection ] ]
Will Occupy Subject Property Will Oceupy Subject Property
Yes No ‘ez Mo

Check this box if there are more than two borrowers. Add or edit the application for additional borrowers using the Borrower Management ...

If using this system to generate Mortgage documents, click here to enter additional interested parties

Complete the required fields on the screen:
e Annual Income
e Household size

@ Products and Pricing X

Client Selection MN Housing C A
Quick Start Survey Annual Income )
Borrower Informatio... 115.000.00
Borraner Demegraphic Inform Household Size © Number of Minors Other Dependents
Property & Loan Information - .. 4 Disabled Household Resi...

To continue, use the Next Buttons on the lower right.
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Borrower Demographic Information

All fields in this screen are required (Ethnicity, Sex, and Race).
e This screen requires scrolling up/down, as well as left/right, to navigate.

@ Products and Pricing

Client Selaciion MN Housing T
Quick Start Survey Ethnicity: (Check all that Apply)

Other Hispanic or Lating - ..

Bomower Information - Quick 5.

Hispanic or Latino Mexican
Borrower Demograg. Puerto Rican For example: Argentinean, Colombian, Domi..
Martgagors cubon

Property & Loan Information - Other Hispanic or Latino

Repairs & Funds
7 . ’ )
et Selention Not Hispanic or Latino

Race: Check one or more

Print name of enrolled or p...
American Indian or Alask...

Other Asian - Print race:
Asian Asian Indian

Chinese For example: Hmang, Lactian, Thai, Pakistan.

Filipino

Cancel « Back Neaxt 3 m

@ Products and Pricing
Cliznt Selzction MM Housing Collapse A

Quick Start Survey Japanese

. X . . Korean
Borrower Information - Quick 5.

Vietnamese
Borrower Demograp...

Other Asian
Mortgagors

Property & Loan Information - ... ) )
Black or African American

Repairs & Funds

Other Pacific Islander - Pri

Frocuct Selection Mative Hawaiian or Other Mative Hawaiian Guamanian or Chamerro
Samoan Other Pacific Islander
v White
Sex
¥ Female Male

Cancel & Back Mext 3 m

To continue, use the Next Buttons on the lower right.
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Property & Loan Information

Complete the required fields on the screen:

® Products and Pricing

Client Selection MN Housing

Quick Start Survey

Borrower Information - Quick Start

Borrower Demographic Information

Property & Loan Informa...

Repairs & Funds

Product Selection

Cancel

DRLP_System_Guide

Property Type

Units

Year Built
Construction Type
Estate Will Be Held In

Subject Property Information

Census Tract

Property Type

Target/Non Target

Units

Single Family Detached - 1

Mobile Home Park
Yes No

Mobile / Manufactured

Is There a Contract for Deed? (Yes
e Yes No

Contract for Deed Holder
Jane Doe
Legal Description

Legal Description Goes Here

Manufactured Home Supplemental Information

Manufactured Home Manufactured Home Park

Yes No

11 of 22

Property Identification Number (

Year Built
2000
Estate Will Be Held In

Fee Simple

Collapse Al

Construction Type

Existing -

& Back  Next»

10/01/2024
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Complete the required fields on the screen:
e Loan Amount
e FEMA Account #
e SBA Account #

@ Products and Pricing
Client Selection MN Housing
Quick Start Survey
Borrower Information - Quick S...
Borrower Demegraphic [rform....
Property & Loan Info...
Repairs & Funds

Product Selection

Cancel

Loan Information

Loan Amount

A

Claims Information

. *
Has Homeowner Filed an In...

® Yes No

Has Homeowner Applied with...

Yes No

Has Homeowner Applied wit
) Yes No

Term (Months)

120

Claim Status *

Approved

Claim Status

Claim Status *

Approved

Interest Rate

=

.
Insurance Amount

50,000.00

FEMA Amount FEMAAccount #

SBAAmount © SBAAccount #

3,500.00

<« Back Mext 3>

To continue, use the Next Buttons on the lower right.
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Repairs & Funds

In this section, enter the amount of Repair Types and Cost Breakdown. The total of these
amounts should equal the loan amount plus any supplemental funds (e.g. Insurance Claim,

FEMA, SBA, etc.)

® Products and Pricing
Clent Selection MN Housing
Quick Start Survey
Borrower Information - Quick Start
Borrower Demographic Information
Property & Loan Informtion - Quick

Repairs & Funds

Product Selection

Cancel

Disclose Repair Types & Cost Breakdown

Indicate the cost for each applicable repair

Accessibility

Air Conditioning

Closing Costs

Demolition Costs

Doors

Electrical

Exterior Finishing

Foundation

Collapse Al

Disclose External Funding Supplementing the Subject Minnesota Housing Loan

(Do not include the subject loan proceeds) Indicate the amount for each applicable

source of funding

Borrower Contribution

FEMA

Gift

Grant

Hazard / Flood Insurance Proc...

SBA

Weatherization

« Back

Next »

To continue, use the Next Buttons on the lower right.
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Product Selection

Mortgage Type, Term and Rate types will auto-populate. Select 180 days under the lock period
then click Populate Products.

@® Products and Pricing X
Ciient Seleciion MN Housing Colapse Al

Quick Start Survey

Loan Details
Borrower Information - Quick Start . . . .

Mortgage Types Terms Rate Types Lock Periods
Borrower Demographic Information Conventional 5 Year v Fixed 15
Property & Loan Information - Quick. FHA ~ 10 Year 30

v Portfolio 15 Year 45
Repairs & Funds

USDA/Rural Housing Service 20 Year 60
Product Selection
VA 25 Year 90
30 Year 120
v 180
Product Selection
@ Products and Pricing X

Client Selection MN Housing Collapse A
Quick Start Survey Loan Details
Borrower Information - Quick Start

Product Selection
Borrower Demographic Information
Property & Loan Information - Quick Q
Product Selection 2024 June-July Flood Event Choose Product
cancel «Back  Next» Save and Exit

Note: The system will allow you to Choose a Product with errors. Errors will display when
Save and Exit is selected.
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Loan will remain in Survey until errors have been resolved. Fix any errors that appear as red
Error Notifications and Save and Exit.

QIR + - - I

Current Loan: Peregrine Took | Survey | New

M Minnesota Housing Workflow | Loan Summary - Quick Start

Loan Information

Loz

o' 0.0000% 120 months

If it has been successfully saved, you will receive a notification on the lower right corner of your
screen stating Loan has been saved and you will be returned to the Loan Summary Screen. You
will also see the loan number, name of the client, Registered, Locked on the top left hand side
of your screen. Lock date and Lock expiration Date will populate.

Enter Loan Amount and click Save

& C @ mhfa01.stgmecloudplatform.com/webapp/DataEntry/Collection/63c51983-4eBa-4634-594f-991795cd96e9/ScreenBuilderSeraen/ee756899-99b0-4265-3%e6-.. ov @ 1@ ¥ [ @ |
= content Sites @ Payroll ¢y MCPPROD & Google Imported From I [@) Intranet ¢ MCP STG govDelivery ¢ McP QA [l Document Updates

EIEIEY * o
= CurentLoan: Peter Parker | Registered | Locked H b d [+

[-] Minnesota Housing Workflow | Loan Summary - Quick Start mn

Loan Information

oeumes star
Product Loan Amount Term (Months)
Troe & Canry »
2022 Floods and Tornados 0 Products and Pricing ﬂ 120
Products and Pricing Validation
Interest Rate Forgiveness Term
Quicsc Start Suniey
& 120 months
Lock Date Lock Expiration Date
08/30/2022 11:27 AM B | | 02/27/2023 [}

DRLP_System_Guide 15 of 22 10/01/2024
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Order Documents

Review this information before printing docs:

1) Each claim status is Approved or Denied.

2) All Approved claims have the final dollar amount.

3) Verify Repair Types and cost match final cost estimates.
@
To order documents, Click on Icon in the upper right corner. Then select Order
Documents.

Minnesota Housing Loan Commitment System

® n 4000028134 X

= Current Loan: Pointy End | Registered | Locked

Minnesota Housing Workflow (20)| l-] Minnesota Housing Workflow | Loan Summary - Quick Start

Loan Summary - Quick Start Loan Information

Preparation - Quick Start

Product Loan Amount
True & Cany -
2022 Floods and Tornados @ Products and Pricing u 0.00 120
P Validatior
Interest Rate Forgiveness Term
o' 00000% 120 months

Click Order Package

nn 4000028134 % Minnesota Housing Loan Commitment System a

= Current Loan: Pointy End | Registered | Locked H v e o
Favorites - l.] Order Documents
Loan Info o Packages (o ]

c eDslive: Create UCD Print & Ship + Order Package
I e e e R e R T R

The Order Package page automatically defaults to Document Provider. Select Internal.

Order Package x

Additional Options

Comments Document Type

Document Provider Internal

Packages o
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Select the desired documents and click Order.

Order Package X

Collapsa All

Additional Options

Comments Document Typs

Document Frovider “

Internal Documents

Selact one or mors internal documents from the list below. Q Search grid data

e T

+ ¥ Certification of Rents 0 -
®] |
+ ¥ Conditional Loan Commitment o
®] |
» [v| Mortgage (DRL) 0 -

ol

& documents salzcted

Gancel Page: 1of 1~ «Back  Next» m

If it has been successfully ordered, you will receive a notification on the lower right corner of
your screen showing the Name of Document (s) Successfully Ordered. you will be directed to
the Order Documents page. The status will show as Pending.

I * 4000023134 % Minnesota Housing Loan Commitment System F-

ointy End | Registered | Locked H T W Y o=

L+ [-] Order Documents

o Packages [ 1]

VSIS + Order Package
Print &
Package Name Date Submitted Date Generated Distributed Contains CD ship Comment

Certification of Rents

110013 08/31/2022 07:50:22

BSPS Pendil
08-31-2022 7-50AM rang
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The documents cannot be accessed until the Status is Complete. Click on the Refresh icon to
Complete. Once the Status has changed to Complete, the documents listed under Package
Name will be linked. Select the link under Package Name. New internet tab will open with the
documents selected.

n W 4000028134 X Minnesota Housing Loan Commitment System a
= Current Loan: Pointy End | Registered | Locked H T e {3 o=
Favorites o [.] Order Documents
Loan Info o Packages 0

08/31/2022 07:50:22 am

08/31/2022 07:50:38 am | BSPS

Review documents are correct. Documents are generated with the data entered into the loan
at the time the documents are ordered and do not update automatically.

m MINNESOTA Disaster Recovery Loan Program
HOUSING Certification of Rents

Date:

Minnesota Housing Loan #;

PROPERTY ADDRESS

OWNER NAME

Last

OWNER ADDRESS

Street

County

Part|. CERTIFICATION OF RENTS

lu ing thic fnem Cuarae of tha b
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Mortgagors

All Mortgagors must be entered in the Mortgagors section within the Document Preparation
screen and include their relationship to each other.

BEEERY * oo * [T — a

Y S QL aa

\\\\\\\\\

= CurrentLoan: Diana Ross | Registered | Locked

Minnesota Housing Workflow (19) M Minnesota Housing Workflow | Document Pr
Loan Summary - Quick Star

Mortgagors

Document Preparation - Quic... Enter ail Mortgagor

Additional Mortgagors

Additional Mortgagors are on the property title.
Additional Mortgagors are not Borrowers so they only sign the Mortgage. They do not sign the Note.
Additional Mortgagors (who are on title but are not Borrowers) are not obligated to make loan payments.

Do not include Borrowers

For additional Mortgagors who will be on the Mortgage but not on the Note, select the Are
There Any Additional Mortgagors Who Will Be On Title But Not On The Note field.
Add the names of the additional mortgagors in the Additional Mortgagors field.

n [l * 4000034512 Mortgage Cadence Platform a

= CurrentLoan: Diana Ross | Registered | Locked e QY o=

Minnesota Housing Workflow (19) M Minnesota Housing Workflow | Document Pr ) - Quick Start v

Mortgagors

Loan Summary - Quick Start

Document Preparation - Quic. Enter all Mortgagors and Relationship to Each Other

Additional Mortgagors

Additional Mortgagors are on the property titie.
Additional Mortgagors are not Borrowers o they only sign the Mortgage. They do not sign the Note.
Additional Mortgagors (who are on titie but are not Borrowers) are not obligated to make loan payments.

Do not include Borrowers

Click Save.
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Document Preparation

Complete the required fields on the screen:
e Close Date
e Rescission Date

# n * 4000028138 X Minnesota Housing Loan Commitment System a

= Current Loan: Peter Parker | Registered | Locked H e o8

[-] Minnesota Housing Workflow | Document Preparation - Quick Start

Minnesota Housing Workflow (17)

Lozn Summary - Quick Start
Document Fields Confirmation
Document Preparation - Quick...
Enter Final Information Below
True & Cartify
Close Date
Products and Pricing Validation
a
Quick Start Survey
Rescission Date
Borrower Information - Cuick Siart
a
Borrowes Demographis Information
First Payment Date
rartgagers
o’ ]
Property & Loan Information - Quick Start
Maturity Date
mm/dd/yyyy =]
Lock Extensions

Complete the required fields on the screen:
e Legal Description

a n % 4000028138 % Minnesota Housing Loan Commitment System &

= CumentLoan; Peter Parker | Registered | Locked P T e S a8
Minnesota Housing Workflow (17)) .| Minnesota Housing Workflow | Document Preparation - Quick Start mm
Loan Summary - Quick Start -

Subject Property Information

Property Street

Nokay Lake Road

Property City Zip Code County State

- 56401 CROW WING = MN -

Legal Description

Click Save.
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True & Certify

When the loan closes, the Lender will need to True & Certify the loan.

e Review the Loan Summary page to ensure all the information is accurate prior to
completing the True & Certify.

e Select the True & Certify field from the menu on the Left side of the screen.

e Select Approve in the middle of the screen.

e Then select Save on the top right side of the screen.

# n K 4000028138 X Minnesota Housing Loan Commitment System &

= Current Loan: Peter Parker | Registered | Locked 3 T e R o .

-] Minnesota Housing Workflow | True & Certify m

True & Certify

Minnesota Housing Workflow (20)|

Loan Summary - Quick Start

Document Praparation - Quick Start
By clicking on the "Approve” button below, | certify the following:
True & Certify
All information provided in he Minnesota Housing commitment system is true and accurate.
Products and Prcing Ualisation
The dala that has been enlered in the system represents the final loan iransaction as approved by the lender and reflected in he loan documents execuled at closing
Quick Start Survey
The loan is in compliance with all applicable Minnesota Housing manuals, policies. and procedures.
Borrower Information - Quick Start
All required documents have been executed
Borrowes Demographic Information
The loan is in compliance with all applicable laws and regulations.
Martgagers

True & Certify Date

Property & Loan Infarmation - Quick Start

Approve mm/dd/yyyy =]

True & Certify User

Funding Detais Quick Start

Dates Reminder: you must upload your complete closed loan file within 48 hours of certifying your loan.

Once it has been saved, the True & Certify Date will auto-populate, and the Current Loan field
will state that it is Lender Certified.

# a 4000028138 % Minnesota Housing Loan Commitment System &

= Current Loan: Peter Parker | Lender Certified | Locked i e QY a=

-] Minnesota Housing Workflow | True & Certify

True & Certify

Minnesota Housing Workflow (20)}

Loan Summary - Quick Start

Dacument Preparation - Quick Start
By clicking on the "Approve” bution below, | certify the following
True & Certify
All information provided in the Minnesota Housing commitment system is trus and accurate
Products and Pricing Validation
The dala that has been enlered in the system represents he final loan iransaction as approved by the lender and reflected in the loan documents executed at closing
Quick Stant Suniey
The loan is in compliance with all applicable Minnesota Housing manuals, policies. and procedures
Borrowes Information - Cuick Start

All required documents have been executed

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

Morigagors
True & Certify Date
Property & Loan Information - Quick Start v| Approve 08/31/2022 05:59 AM e}
N v 08/31/. 2 083! Vi
Repairs & Funds
True & Certify User
Lock Extensions
BSPS Security
Funding Details Quick Start
Dstas Reminder: you must upload your complete closed loan file within 48 hours of certifying your loan.
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Post-Closing Document Upload
L)

To upload documents, Click on Icon in the upper right corner. Then select Attachments.
Then select Add Attachments.

nn * 4000028134 % Minnesota Housing Loan Commitment System F

= Current Loan: Peinty End | Registered | Locked

Favorites - [l Attachments v
Attachments

e (0T i Attachments

~~
R Add Attachments -

I S ) T e S

Document 08/31/2022 07:50:22 am | BSPS x

Drag and drop documents in the Drag & Drop Attachments Here section or upload files by
selecting the Browse for Files icon.

Select the Closed Loan File option in the Attachment Category.

Add Attachment x
Loan Summary “
Lean Number: Property Address:
Borrowers:
County:

Browse for Files...

Fille: Hasme Size Acthons

Tobal Fie Count: 0
Aftzchment Category Comment
| -

Attachment

Cancel
[ Clesed Loan File l

Condition Clearing Document

Rehab Pre-Close Loan File

Trailing Documents I

DRLP_System_Guide 220f 22 10/01/2024



