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This Start-Up Guide is divided into Seven Chapters and an Appendix:

Chapter 1:

Chapter 2:

Chapter 3:

Chapter 4:
Chapter 5:
Chapter 6:

Chapter 7:

Appendix A:

How to create a relationship with PHFA in
Home Counselor Online™ (HCO)

How to Set Up the PHFA Housing Initiatives in HCO

How to share the counseled client data with PHFA for
reporting purposes

How to request funding from PHFA using HCO
How to enter Mortgage Products for comparison

How to create a new relationship with a mortgage lender
How to refer mortgage ready clients to lenders

Required fields for the Intake Section

Support Resources

Please note that this guide focuses on getting your agency ready to work with PHFA. To

review all the features available and for a comprehensive step-by-step walk through of the
application, please refer to the Online Help link within the application or download the User
Manual (available in the Online Help).

All Technical Support
Fannie Mae Customer Contact Center (877) 722-6757

PHFA Contact Information
Ed Martinez (717) 780-4018

Fannie Mae Contact Information
North East and Central PA Partnership Office — Anne Marie Williams (570) 830-4360
Pittsburgh Partnership Office — Chablee Johnson (412) 288-3561

Additional Online Resources

Once you are registered with Home Counselor Online™ go to Home Counselor Online in

eFanniemae.com where you can log in to review the most recent updates and general
information that will help you maximize the benefits of HCO.

Important! Please note that only users registered as an “Agency Administrator”

can perform the administrative set up functions.
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http://www.efanniemae.com/hcd/single_family/tools_apps_services/apps/hco.html

Chapter 1
How To Create a Relationship With PHFA

Complete the following steps to create an Agency Relationship with PHFA (Fig. 1).

1. Click on Administration
2. Select Set Up
3. Select Agency Relationships

Home Good Marring, Training Admind  Espafiol | Leas! | Lisapsi | cantact us | Help | avuda [[EFTTTH
couns“eﬁlutwj!. ONLINE Home Education_Reports Imeonmo 1 Besources a FannieMae.
My Cases Create New Case ——

Client Hame(g)= Contact Status > Ldst M et Up
3 Mo cases found for specified search criteria
Loan Products
Funding Grants ¥y
Housing Initistives
Agency Images 9
Credit Accounts —
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Debt Payoff
V= £
True Cost
-3 Refinance
Search: IActiviw in Last 30 Days 'l |H Advanced Search E@ Calculator

) [Franngdgming =] ] £
Assigned to: | Training Admin0 - E: FD:rul\r“nsload
My Appointments My Reminders

Date=  Time Client Hame(s}) Contact Completed Date=  Client Hame(s) Contact
Mo Appoirtments scheduled. Mo Reminders recarded.
Assigned to: | Training Admind j |T0day j m IToday - m
Fig. 1

On the Relationship Setup page, click on the Establish a New Relationship button
complete the following (Fig. 2).

1.  Type “Pennsylvania Housing” in the Agency Name box
2. Click on Search

and then

Home Good Morning, Test Dummy E=pafiol |Legal |Licensinq Eulletins | Cortact Us | Hel|:_v|Ay\__|da m

counselor ONLINE Home Education Reports ImportExport Administration Resources aFﬂ““iEMS“"

Administration Relationship Setup

- Change Case Counselor Specify Agency Search Critegj
1 ~Delele Cases
= Funding Requests

Agency Hime: |Pennsylvania Housing

Agency State:
- Share Cases

+Set Up Aossr/Cit [
= Customize Picklists Agency Zip: I

= Agency Relationships

2 - Lender Institutions > ¢ lear

- Loan Products

‘&
= Funding Grants

- Housing Initiatives

- Agency Images
- Credit Accounts

Flg. 2 @2001-2004 Fannie Mae, All Rights Reserved.
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On the Agency Search Results page click on the button next to PHFA

Click on Next

On the Establish Agency Relationship page, place a check mark in the box beside the following

two types of relationship (Fig. 3).
1. Shared Access

2. Funding

Click on Save

- Change Case Counselor Establish Agency Relationship

- Delete Cases

Agency Hame: Pennsylvania Housing Finance Agency

= Funding Requests

Reporting: |
- Share Cases

2 ———CustomizePikists _punging: g, (%)

- Agency Relationships
g=nLy D Transfer: |
- Lender Institutions

- Loan Products

= Funding Grants

- Housing Initiatives
= Agency Images

- Credit Accounts

Fig. 3

@ 2001-2004 Fannie Mae, All Rights Resenved.

Home Good Morning, Test Dummy Espafiol | Leas! | Licensing Bulletins | Gortast Us | Help | avuca [JEFTHTS
cou nselor ONLINE Home Education Reports Import/Export Administration Resources a FannieMae.
Tools

Administration Relationship Setup

2> i

-

9 o

[

@

You will then return to the Relationship Setup page. Look for the Section on this page with a
banner heading of Relationships Initiated By (Your Agency). You will see two lines for the

Pennsylvania Housing Finance Agency (a line for each relationship) with a “Requested” status. This
means that you have successfully requested to share relationship(s) with PHFA.

The next step is for PHFA to approve your request in HCO.

Once PHFA has approved your request, the Status will change from “Requested” to “Confirmed”.

(Fig. 4).
Relationship Setup
Relationships Initiated By Agency Establish New Relationship
Action Initiating Agency Phone Relationship Type  Statug Date
Inactivate Pennsylvania Housing Finance T17-780- Funding Requested O7/23%
Agency 3907
Inactivate Pennzylvania Housing Finance T17-780- Shared Acdgss Requested O7/23584
Agency 3907
Relationships Requested By Other Agencies
Action Initiating Agency Phone Relationship Typ Status
Inactivate HCO Test Agency Ten T03-833-1757  Funding Confirmed
Inactivate HCO Test Agency Ten T03-833-1757  Shared Acgess Confirmed
Inactivate HCO Test Agency Ten T03-833-1757  Repotting Confirmed
Inactivate HCO Test Agency Ten TO3-333-1737  Caze Transt Confirmed
F|g 4 @ 2001-2004 Fannie Mae, All Rights Resenved.
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Chapter 2
How To Setup the PHFA Housing Initiatives

Setup the Housing initiatives using the following steps (Fig. 5).

1. Click on Administration

2. Select Set Up

3.  Select Housing Initiatives

On the Housing Initiatives page

4.  Click on the “Add Housing Initiative” button

5. Type “Comprehensive Housing Counseling Initiative” in the Initiative Name box
6. Click on Save

Home Good Afternoon, Training Adming  Espafisl |gga_|| Licensing Bulletins | Cortact Us |@E | Pouds [m
1 c0l.| ns_me*.l"(m)r ONLINE Home_Education_Reports ImWJExp OUrces a FannieMae.

4 Administration  Housing Initiatives ’ =

!a g
i o
w

= Change Case Counselor Action Housing Initiative Hame Description

- Dplate Cases 1
2 @ Housing Initiative Detail éj
’ r'-]:::: ®
TUstomize Picklists * inclicates & reguired field ﬁg

5 S Ifo_l_Munse ors e |Comprehensive Housing Counselir ®

- Agency Relationships  Description: |

Fs
- Lender Institutions

- Loan Products
- Fundin

- Housing Initiatives

hd #
3_—>-n [.

6 - Credit Accounts 4’ ntd

@ 2001-2004 Fannie Mae, All Rights Resened.

Active: I~

Fig. 5

You will need to create four initiatives in all as follows.

o Comprehensive Housing Counseling Initiative
¢ Anti Predatory Lending Initiative
o Rural Development Homebuyers Initiative

e HUD SuperNOFA Initiative

Repeat steps 4 - 6 to create each Initiative, each time entering the new
Initiative in the Initiative Name box until you have completed all four.
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Chapter 3
How To Share The Client Data With PHFA

Once you have decided that you will be sharing and requesting funding from PHFA for a client, you

will need to share that case with PHFA in HCO as follows;

Click on the case you wish to share and then complete the following (Fig. 6).

1.  Select Agency Relationships and click on Grant Access In The Left Hand Navigation Bar

2. Click on the Grant Access Button

Home Good Morning, Admin AgencyFour Espafiol | Legal | Licensing Bulletins | Cortact Us |@E|Ay|__|da m
cou nselor ONLINE Home Education Reports ImportExport Administration Resources a FannieMae.

Customer, Ken
- Status Contact Income Debt Funds Case Ho.
Case File .

2 - Contact Information Grant Access
= Summary

+ Client Intake
- Action Plan ®
- Budget ®

= Appointments
- Hotes

Action Agency Access Level

Access to this case has not been granted to any agency.

- Reminders

- Classes
= HUD 9902
+ Lending Center

= Case Funding
- Case Reports
= Change Case Counselor

Flg. 6 @2001-2004 Fannie Mae, All Rights Reserved.

Next select PHFA from the Select Agency drop down menu and click on the Grant Access button

(Fig. 7).
Home Good Marning, Admind7 Training  Espafiol | Leqal | Liensing Bulletins | cantact us | Help | awda [[EFTTH
cou ns'memluﬂg ONLINE Home Education Reports ImportExport Administration Resources Al FannieMae.
Customer, Ken TOO'S
- Status Contact Income Debt Funds Case Ho.
Case File Trevor G =
- Contact Information Grant Access s 5
oy
- Summary Action Agency Access Level Date f j -
+ Client Intake Access to this case has not heen granted to any agency. 2
- Action Plan ® s
3
- Budget ® Access Detail ﬁ
1 i i .uel: Shared Access: @
o Grant full accgseett the detailz of the caze file and full reporting @
- Notes

capaailities to the selected agency.

- Reminders
2 =llasses Select *ncy: |Pennsylvama Housing Finance Agency |
= HUD 9902

i
=
+ Lending Center Car cel
3 > b5
EE
B}

+ Agency Relationships
- Grant Access
- Funding Requests
- Case Funding
- Print Case Detail
- Print Case Status
Flg 7 - Change Case Counselor

You will be returned to a window that confirms the access level with PHFA.
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Chapter 4
How to Request Funding From PHFA

Important Note:
PHFA requires that specific information be completed in the Intake Section and Action Plan of HCO

for the case to be eligible for funding. Please see Appendix A for a complete listing of the required
fields

After you have set up the two types of relationships (Funding and Shared Access) with PHFA and
created the Initiatives (Comprehensive Housing Counseling Initiative, Anti Predatory Lending
Initiative, etc.) and you have elected to share the case with PHFA, you will have to complete the
following steps for each client that you are eligible to receive funding for.

1. Create a Client Case and proceed with counseling and/or education
(This Guide does not cover the client case creation. This topic was covered during your
statewide training class. If you have additional questions, please refer to your Online Help or
User’s Manual)

2. Tie the Client Case to the relevant Housing Initiative

3. Indicate the Counseling Type in the Client Summary Page

4. Create a Billable Appointment in the client case

5. Print a Funding Report to send to PHFA

2. To tie the Client Case to the relevant Housing Initiative (Fig. 8).

o Click on Case Funding on the left menu
o Select the Initiative you want to tie the client case to, by selecting the appropriate checkbox
o Click on Save

Home Good Afternoon, Training &dming  Espafisl | Legal | Licensing Bulletins | Contact Us |@E | Pouds [m
couns“gllngg ONLINE Home Education Reports ImportExport Administration Resources a FannieMae.
Customer, Test Tools
= Fil Status Contact Income Debt Funds Case Ho.
ase Flie Delinguency Counseling Test Caze 1 :j
- Contact Information Case Funding HE
L)
- Summary Housing Initiatives f 3 *
+ Client Intake Initiative Applicable .
- Action Plan ® Anti Predstory Lending Initistive i §§ -
- Budget ® ) ) ) .
2 Comprehensive Housing Counseling Iniistive > ®
- Appointments E
- Notes HUD SupertOt A Initistive ] _
- Reminders Rural Development Homebuyers Inttistive r E@ i
- Classes .
- HUD 9902
R >
=
1 —> = Case Funding
- Case-Repo = L)
- Change Case Counselor E:
Flg 8 @ 2001-2004 Fannie hae, All Rights Resenred.
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3. To Indicate the Counseling Type in the Client Summary Page (Fig. 9).

O

O

Click on the case on the Home Page and then click on Summary in the left menu

Select the Counseling Type from the Drop down Menu then scroll down and click on Save

Home
Counselor ouun:
TRAINING

Good Morning, Training &dmins

Customer, Test

Fig. 9

+ Lending Center
- Case Funding
- Case Reports

- Change Case Counselor

- Status Contact Income Debt Funds
Case File Delinquency Counseling
PTIT ssgpation Summary
1 ' Case Humber: ITest Case 1
- Action Plan & Case Status: |DelmquencyCDunse\|ng hd |
- Budget © Mortgage Readiness: |F'Iease selact ~]
- Appointments
e Referral Source: [Please select... -1
- Notes
TS Counseling Outcome: |Please selacl =~
- Classes Counseling Typ*
- HUD 9902

Authorization to obtain

Authorization to share by, pyrehase Seminar

Inactive: Pre-Purchase One on One Counseling
Debt and Delinguency Counseling
HCO ID:

HUD Educational Seminar

Create Date: HUD COne an One Counseling

Last Modified Date:

0803104
Counselor:
Financial Summary 0941 304
The estimates entered here will be overwritten when specific financial details are entered
[ S T

Espaficl |Lega| | Licensing Bullstins | Contact Us | HelglAdea m

Home Education Reports Import/Export Administration Resources

£ FannieMae.
Case Ho. Tools
Test Case 1

To create a Billable Appointment in the client case from within the case (Fig. 10).

Click on Appointment on the left menu and then click on the Add Appointment Button
Fill out the Details of the Appointment

Make sure to check the Billable box

You can create a new product that will include the information PHFA needs (see Chapter 5),

or in the Notes section, be sure to include the relevant information. (See next page for details).

Home
Counselor owun:

Good Afternoon, Test Dummy

Home Education Reports ImportExport Administration Resources a FannieMae.
Customer, Ken Tools
Case File Status Contact Income Debt Funds faa;e Ho. _
- Contact Information Appointments Add Appointment =
L)
- Summary Start 5;1 -
+ Client Intake Action Date Time Duration Clients Type Billable Counselor )
- Action Plan ® Edit Delete 072604 090040 Ken Face-to-face O Test Dummy EEERR
Funding Repart SEsTON @’
) - tha et 5 ®
’ - Appointments A
1 Total: @
i ®
- Reminders Appointment Details E@
- Classes * indicates a reguired fisk - A
- HUD 9902 st
Date:™ |? ;|26 ;|2004 Cost
+ Lending Center
Y o Startﬁe: Igam '”DD 'l

= Case Funding
- Case Reports

= Change Case Counselor

Duration:

Type:

Billable:

I“ 'lHoursI“ vlMinl.l‘tea;
IPIease select. 'l

*

Counseling Heed:

Espafiol |Legal |Licensinq Eulletins | Cortact Us | Hel|:_v|Ay\__|da [m

b g5

|Plea

Fig. 10

se select...

>

N
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If you choose not to build a Product (Chapter 5) that includes all of the information PHFA needs,
then be sure to include the following detailed information in the notes section to ensure that your

funding request can be completed (Fig. 11).

Home Good Morning, Training &dming  Espafol | Legal |Licensinq Bulletins | Cortact Us ‘@dmm
couns.meml'g! ONLINE Home Education Reports ImportExport Administration Resources & FannieMae.
Customer, Test Tools
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Funding Report =session @’
- Budget ®
5 Total: 2h £
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- Notes Appointment Details =
_ %
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Date:™ |9 22 ;|2004 ®
- HUD 9902
+ Lending Center Starlime: Igam :I' IDIZIv
B =
- Case Funding Duration: 2 Hoursl“ - lMinutes E@
- Case Reports Type:™ |P\ease select. | E:I -
= Change Case Counselor
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Fig. 11

@ 2001-2004 Fannie hae, All Rights Reserved.

Credit Report Score

County of Interest

Purchase Price

New or Existing Home

Disabled or Living with a Disabled Person
Number of Dependents

Yearly Income

Income ratios

Reserves on Hand

Purchase Price Limit

Income limit

Certificate Provided (Y/N)

e Name of the lender you referred the client to

Click on Save.
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5. To print a funding report for PHFA

Now you will need to access the Funding Report in HCO. To do this, complete the following steps

(Fig. 12).

1. Click on Appointments in the Left Hand Navigation Bar. Under “Action”, you will see three

links: “Edit”, “Delete” and “Funding Report”
2. Click on the Funding Report link and then click Open

Good Marning,

Esparicl | Legal | Licensi

Home

Counselor] AgencyFive

ing Bulletins | Cortact Us | Hel|:_v|Ay\__|da [m

cou nselor ONLINE Home Education Reports ImportExport Administration Resources aFﬂ““iEMEU‘
Customer, Ken Tools
C Fil Status Contact Income: Debt Funds Case Ho.

ase rlie Trevor =]

- Contact Information  Appointments Add Appointment =
= Summary Start /}\_1 >

+ Client Intake Action Date Time Duration  Clients Type Billable Counselor al
- Action Plan ® ilideb 031104 0%004M  4h Ken Face-to-face Counzelor] e

2 - «» SeSSion AgencyFive @’

PHF & Bond PRogram POre-Purchase Counseling
Total: 4h

- Reminders

- Classes

- HUD 9902

+ Lending Center
- Case Reports

@ 2001-2004 Fannie Mae, All Rights Resenved.

Fig. 12
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HCO will then generate the funding report as a PDF document (Fig. 13). Print the Funding Report,

ensure it has been signed by both counselor and client, then send the Report to PHFA.

Funding Report

Coureslor Infammation:

CoursslarMame: Training Admint Dale: 0S/EE 2004
Hame of fgency:  Training Agency 26 Phone: 2062 A28
Agency fcdiess: 26 Training Street
TrainCiy2s, G 20026
Cliant Infanmatian:
Cliznt Mame(s): Customer, Tesl Phane:
Acldrass: Case Mumbsr Test Caze 1

Heasing Inilialise=:  Comprahersive Housing Caunseling Iniiative

Stant Time: S:00 M Cruration Hours:

Seszion Humber: Ameurt Baing Billed For This Session:

Duration Minubes: o

Cruresing Sasmicn Summany:

Credil Scars =
Conty of Inbsrest =
Furchess Prica =
Btz
nclanis
Faics 281 3

=emsione delailed above occursd as ot

Cliznt Sigraturs (Complee at end of session]

Ths undstsigned caunselcean lisnis) oo hercby ety hat the infoemsaicn contanes n tis biling summary s corroe andthal e courecling

Client Sigrature (Camplebe at =nd of sessicn) Caunselar Sign

Fig. 13

nahare
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Chapter 5

How to Enter Product Information into HCO

Home Counselor Online enables administrators to enter mortgage product information that will populate
the Mortgage Product Comparison tool. This tool helps a counselor or lender to provide a client with a
high-level list of products that they may qualify for.

Fig. 14

Home Good Afternoon, Jane Doe Espafiol | Legal | Licensing Bulletins | Cortact Us | Help | Avuda m
cou nselor ONLINE Home Education Reports ImportExport Administration Resources a FannieMae.
Change Case Counselor
MY cases Create Delete Cazes My Tools
Client Hame(s)= Contact Status Last Mo Funding Requests = i
Share © ,C% Credit Report
America, Andy and Am 703-555-9999 Bludget Counseling 10/02404  =NAre Lases
Blemishe d, Ross 410-555-1250 Initial Evaluation 1on1e SR i RacEneiinades LA
Agency Information
Builder, Suzi #10-555-1234 Delinguency 100804 1004 —
Counseling Agency Relationships ..;\
Coe, John and Jane 410.555-1212 Lang-Term Pre- 10/02/04 1008 CD“”SE_'DrS -
Purchaze Counzeling Customize Picklists &
; v
Firstimer, Alice 202.555-1919 Drapped Out / 10/02:04 1005 Credit Accounts
Unknawn Funding Grants ~
Homeowner, John and Marg 202-555-1234 Long-Term Pre- 10/02004 1001 Housing Initistives —

Purchase Counseling Lender Institutions

410-553-1245 1041404 1009 Letters L
Loan Products

Loanseeker, Homer

Public, Penny 703-555-9112 In Contract 10102004 1006
Report Setti
Purchaser, Patrick and Lomaine 410-555-1234 Credit Counseling 10411104 1003 P SIS
=4 caleulator
E:l Download &
Search: |Activity' in Last 30 Days ﬂ m Adiemend e Forms
. . = ==
Assignedto: |Jane Doe =l &1 Agency Letters
My Appointments My Reminders
Date< Time Client Hame(s}) Contact Completed Date< Client Hame(s) Contact

Mo Reminders recorded.

il oo |

Mo Appoirtments scheduled.

j |T0day IToday 'I m

@ 2001-2004 Fannie bae, All Rights Resenved.

Assigned to: |Jane Doe

From the Main Navigation bar, on the Home page, go to Administration, Set Up, and click on Loan
Products (Fig. 14).
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Administration Loan Products

= Change Case Counselor

- Delete Cases Action  Product
= Funding Requests View Community
- Share Cases Renovation: 1-
Lnit
+ Set Up
Wiew Community
- Agency Images Renovation: 2-
- Agency Information i
_ - a Wiew Community
Agency Relationships =—————
- Counselors 4 Unit
= Customize Picklists Wi Community
- Credit Accounts Rural 100 Plus
- Wiew Community
= Funding Grants Fural 97
= Housing Initiatives: iew Enhanced
- Lender Institutions Community: 2-
Lnit
- Letters
Wiy Enhanced
- Loan Products Community: 3-
- Report Settings 4 Unit
Wiew Fannie: 97
Wiew FHA&,
Wiew HomeChaice
- - - - » . o

Fig. 15

Home zood Afternoon, Jane Dog

counselor ONLINE Home Education Reports ImportExport Administration Resources & FannieMae.

Interest
Rate

583

5493

5493

5493

283

283

5493

5493

5493

5493

Espariol | Legal | Licensing Bulletins | Cortact Us | Help | FAouda

Type

Fixed-
Rate

Fixed-
Rate

Fixed-
Rate

Fixed-
Rate

Fixed-
Rate

Fixed-
Rate

Fixed-
Rate

Fixed-
Rate

Fixed-
Rate

Fixed-
Rate

LTV
Ratio
a7.00

a7.00

a7.00

100.00

a7.0o

g7.00

a7.00

a7.00

89925

a7.00

Required
Reserves
{Months)

Term
{Months)

360

360

360

360

360

360

360

360

360

360

Tools

Add Loan Product

Housing ~~ lotal
Expense Expense

Ratio Ratio
41.00
43.00
43.00
41.00 41.00
41.00 41.00
43.00
43.00
33.00 38.00
29.00 41.00
50.00 50.00

Click Add Loan Product to add a new loan product (Fig. 15).
Click View, under the Action column, to view an existing loan product.
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Fig. 16

Wieu hdy Community 9830 Fixed-
Mortgage Rate
(97% LTV

Loan Product Detail
* indicates a required fisld

Loan Product Hame:™
Amortization Term (monthsj:==
Loan Type:

Loan Purpose:

Interest Rate:

Closing Cost Percent:

Minimum Reserves (months):
Eligibility Criteria
Maximum Loan Amount:

Maximum Sales Price:

Maximum Loan-to-Walue{L TV} Ratio (percent):

Maximum Combined Loan-to-Walue(L TV} Ratio (percent):

Maximum Housing Expense Ratio (percent):
Maximum Debt to Income Ratio (percent):

Minimum Down Payment Percent:

1 Down Pay it A
Firgt Time Home Buyer:
% HUD Median Income From:
% HUD Median Income To:
Income Amount From:

Income Amount To:

Both HUD AMI and Income ranges
must be met to qualify for product:

Other Loan Characteristics

PPV ORI S S S

a7.00

360

43.00

|Generic Loan Product
IBD—
I—
I—
l—

—_——

Enter Loan Product Details including Eligibility Criteria (Fig. 16).

(See Page 10 for detailed information that PHFA requires).
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Fig. 17

v - - - S
Saaainn . olhabinie s must be met to quaiity for prod::t:‘*

. R R T e N ey TR
Other Loan Characteristics

Geographical Location:

—

|Please select.. j

Eligible Properties:

Minimum Borrower Contribution:

Eligible Sources of Contribution for Down Payment:
Minimum FICO Score:

Seller Contribution:

Qwner occupancy is required:

Hon-occupant co-borrowers are allowed:
Mortgage Insurance:

Pre-Purchase Home Buyer Education s Required:

Pre-Purchase Home Buyer Education Description:

Early Deling: v Inter fon C

e
—
—
—

r

:

CH

r

R
——

@ 2001-2004 Fannie Mae, All Rights Reserved.

Enter remaining Loan Product Details under Other Loan Characteristics.
Click Save to continue and have the product saved in the list (Fig. 17).

- Change Case Counselor
- Delete Cases

= Funding Requests

- Share Cases

+SetUp, . .

- - ‘W-—v-*

Fig. 18

Home Good Afternoon, Jane Doe Esp=fiol |gga_| | Licensing Bulletins | Contact Us |@E|Mm
cou nselor ONLINE Home Education Reports ImportExport Administration Resources a FannieMae.
Tools

Administration Loan Products

Add Loan Product @

Required Housing Total =
Interest LTY Reserves Term Expense Expense *
Action Product Rate Type Ratio (Months) (Months) Ratio Ratio o
Wi Community 593 Fixed- g7.00 360 41.00 ’,—,'aj Al
Renavation: 1- Rate -
Uit @
N S VP g PR R
B e ey odiin g T, e = “"Ht‘—--‘
Wieu HomeChoice 5493 Fixed- g97.00 2 360 50.00 50.00
Rate
Wisw My Community 593 Fixed- 10000 360 43.00
hortgage Rate
(100% LT
Wieu by Community 593 Fixed- g97.00 360 43.00
Mortgage Rate
(979 LTV

Edit Delete  Genetic Loan eii}
= |6.2 5
Prociuct |

@ 2001-2004 Fannie hMae, All Rights Resenred.

Enter the Interest Rate, if it was not entered previously, in the box provided under the Interest Rate

Column (Fig. 18).

Click Save Interest Rates to update interest rates. This window will appear even if the interest rate

was previously entered.

Under the Action column select Edit to change loan product details, or click Delete to remove the loan

product from the list.

Click Home on the Main Navigation bar to go to the Home page.
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Chapter 6
How to Create a New Relationship With a Mortgage Lender
This chapter details setting up a relationship with a lender if you have not already done so (Fig. 19).

1. Click on Administration
2. Select Set Up
3. Select Agency Relationships

Home Good Afternaan, Espafiol | egal | Lic |Contad us | Hel|:_v|Ay\__|da [m
Admin AgencyFour
1 Counselor o Nosources A\ FannieMac.
My Cases Create New Case Coungelor My Tools
Client Hame(s)= Contact Status Lastmp Delete Cases @ IS
i = redit Repoi
Customer, Ken amsme TUnding Requests p
Customer, Ken = F:US.tDmIZE &"\
2 v Picklists
Export, Test bd., Jr 444-555-6666=7777 07125104
3 THIS, CASE Ur, Be 111-222-3333 Post-Purchase 07/30/04
Counseling =TT
Institutions
Loan Products 43
Funding Grants
Housing )
Initiatives
Agency Images
Credit Accounts
Search: IActivity in Last 30 Day:_= l m Advanced Search Lz LalLula
- - e pownload &
Assigned to: IAdmln AgencyFaur - l E: Forms
My Appointments My Reminders
Date< Time Client Hame(s) Contact Completed Date¥ Client Hame(s} Contact
Mo Appointments scheduled. Mo Reminders recorded.
s = Admin AgencyFour v| |T0day v| m IToday vl m
Flg- 1 9 @2001-2004 Fannie Mae, All Rights Resenved.

Click on Establish a New Relationship and then follow these steps (Fig. 20).

1.  Type the lender’s name in the Agency Name field (or leave blank if you want a list of all the
participating lenders)
Select the State in the Drop Down list of available States

Click on Search

= Lender Institutions

- Loan Products

Fig. 20
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In the next window, select the Lender’s Office that you wish to establish a relationship with and then
click on Next.

Now you must complete the Relationship Setup in the Agency Relationships window as follows
(Fig. 21).

1. Place a Check Mark beside Shared Access
2. Click on Save

Tools
Administration Relationship Setup @
- Change Case C lor E: ish Agency Relationshi —
4
- Delete Cases Agency Name: Lender - PA - Philadelphia @
- Funding Requests =
Reporting: | EEEETR
- Share Cases @’
Shared Acci 3 =
1 —LSetlin P (::) e
-C ize PICKliStS  Funding - =
- Counselors 2
Transfer: - E@
- Agency Relationships
- Lender Institutions ®
2 - LoanProducts ’,1|§§§pma =
- Funding Grants
- Housing Initiatives
- Agency Images E’
- Credit Accounts
@ 2001-2004 Fannie Mae, All Rights Resened.
Fig. 21

You will be returned to the Relationship Setup page where you will see the Request Status as
Requested and the date of your request.

You have now completed the setup process.

Please Note.

Relationship Approval. It is very important that you call your lender at this time to notify them of
your request so that they can process and approve your request in HCO.

Client Referrals from lenders. If a lender wishes to refer a client to you in HCO, they will need to
complete the same relationship set up that you have done in this chapter. Once they have informed
you that they wish to have a relationship with you in HCO, your administrator will need to approve

the lender in the Agency Relationships Setup section before the lender can share client data with
you

Product Parameters . Lenders that have established a relationship with you in HCO can provide
specific program or product guidelines for you to enter in HCO. This enables you to work with your
clients to compare mortgage programs and help them decide on the best options for them. Please
check with your lenders for more details on this capability.
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Chapter 7
How to Share Mortgage Ready Clients with Lenders

When you have completed the necessary client counseling and are ready to share the case with the
lender for completion of the mortgage application, you should perform the following tasks (Fig. 22).

From the Home Page, Click on the case you wish to share

1.  Select Agency Relationships and click on Grant Access In The Left Hand Navigation Bar
2. Click on the Grant Access button
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cou ns'men!ugg ONLINE Home Education Reports ImportExport Administration Resources a FannieMae.
Customer, Ken Tools
Status Contact Income Debt Funds Case Ho.
= hdart: _
Case File Mortgage =
2 - Contact Information Grant Access > o
- Summary Action Agency Access Level [Tate @
+ Client Intake Access to this case has not heen granted to any agency. EEEH] e
- Action Plan & 1
- Budget ® e Al
El=s
= Appointments @
- Notes E@ ®
- Reminders
®
- Classes
- HUD 9902
+ Lending Center
+ Agency tionships =
1—p el
= Case Funding
- Case Reports
= Change Case Counselor
Fig. 22

You will then need to select from the drop down, the lender with whom you wish to share the case
and click on Grant Access (Fig. 23).

- Contact Information

- Case Funding
- Case Reports

Fig. 23
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Please be sure to call your designated lender contact to remind them that you have shared the
mortgage ready client to them to complete the mortgage application.
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Appendix A

Required fields for the Intake Section

Last Name

First Name

Social Security Number

Home Phone Number

E-Mail Address

Birth Date

Number Of Dependents

Gender

Marital status

Head of Household Status

First Time Home Buyer

US Veteran

Owned Home in Last 3 Years

Race

Citizenship

Client Type

Current Mailing Address

County

Residency Status

Years and Months Occupied

Previous Mailing information if in current address less than 2 years
Estimated Monthly Income

Estimated Monthly Liabilities

Estimated Available Funds

HUD AMI Bracket

List all Types of Income, Amount and Pay Cycle
List all Assets, Asset value and Available Funds
List all Creditors, Outstanding Balances, Monthly Payments and Delinquencies

Required fields for the Action Plan Section

List all Action Types, Date of Occurrence and Resolution Dates

List All Non-traditional Credit Types, Average Monthly Payments

Check if Proof Non-traditional Credit Documentation is available

List all proposed and completed Counseling Types, Needs, Dates and Duration
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