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Section 1 Log-In

This is the Counselor’s Corner Login Page:

ol PHEA Counselor’s Corner

Lng In "The Pen_ws_v_.rvania _Housing Finance Agen_cy takes
great pride in helping Commonwealth residents
b

The assi: provided by

our partner counseling agencies is invaluable for
L |E ddisl141 educating Pennsylvanians about their home
buying and o so0 they can make
GERRIEIRS |""""‘ smart choices. Thank you for helping us to extend
our outreach to the state's citizens. We hope you
Log-In find the resources available on this site to be
helpful.”

Need help to register? 3

3 b F.A.Q.

Brian A. Hudson Sr.

User Guide
: Executive Director
Nominate Now! Pennsylvania Housing Finance Agency
Messages

This site is for the use of the Pennsylvania Housing Finance Agency's approved, network Counseling Agencies | 2

MEWW! Jobs for Counselors, News Issues, Newsletters and Training Manuals

MORE: Housing Gounseling Videos! Click ‘Multimedia’ tab for more information

1. The Credentials box allows the user to login the Website
2. The message box provides information on new information
3. There are two links on the Main login page
a. Need help to register link—Opens a Registration Form via .pdf file

b. F.A.Q. link—Opens Q. and A. reference .pdf file

v ol PH EA Counselor’s Corner
Erequently Asked Quaestions
P ot ocote i tousing Coomsesig Videort=

Log-4n, then cick on the tab “Multimedia™ in the top menu. The Wdeos will sppess on
e main “Muttimedia® page

s updated The updates
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Section 2 System Overview

User credentials are entered (User ID and Password) then hit the login button

vl PHEA Counselor’s Corner

ng In "The Pen_'nsy_.r\ran'fa _Housmg Finance Agen_cy takes
great pride in halping Commonwealth residents

become homeowners. The assistance provided by

our partner counseling agencies is invaluable for

LR |Edd“3r“'lI 141 educating Pennsylvanians about their home
buying and financing decisions so they can make
Password: |""””' smart choices. Thank you for helping us to extend

our outreach to the state's citizens. We hope you

9 find the resources available on this site to be
helpful.”

Heed help to register?
F.AQ.
User Guide Brian A. Hudson Sr.
: . Executive Director
Nominate Now! Pennsylvania Housing Finance Agency

Messages

This site is for the use ofthe Pennsylvania Housing Finance Agency's approved, network Counseling Agencies.
NEWW! Jobs for Counselors, News Issues, Mewsletters and Training Manuals

MORE: Housing Counseling Videos! Click "Multimedia’ tab for more information.

- PHEA Counselor’s Corner o B
Hello Edward Martinez
.

“

n order to be the best Counseling Agent you can be, you need the proper education - the proper TOOLS
Much like owning @ home In America, EDUCATION is the cornerstone of effective homeownership. Those
who you counsel depend on YOU for accurate facts, figures. and information in orcer to make a solid
decision that will affect the rest of their lives. so It's VERY important for you to be on the TOP OF YOUR
GAME!

This website was assembled 1o give you, the Counseling Agent. all the resources you will need to
effectively reach your clients and equip them with the KNOWLEDGE OF SUCCESS! Anything your Agency or
clients could need will be on this site. So please visit us frequently and use our resources to the fuliest of
your capabliities. Together, both you and your clients HOLD THE KEYS to happiness. Only the proper
education will show you THE DOOR!

Pennsylvania Housing Finance Agency
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System Overview

1

Section 2

w2 PHEA Counselor’s Corner

Hello Edward Martinez

S

n order to be the best Counseling Agent you can be, you need the proper education - the proper TOOLS
Much like owning @ home in America, EDUCATION is the cormnerstone of effective homeownership. Those
who you counsel depend on YOU for accurate facts, figures. and information in order to make a solid
decision that will affect the rest of their ives. so it's VERY important for you to be on the TOP OF YOUR
GAME!

This website was assembled 1o give you, the Counseling Agent. all the resources you will need to
effectively reach your clients and equip them with the KNOWLEDGE OF SUCCESS! Anything your Agency or
clients couid need will be on this site. So please visit us frequently and use our resources to the fullest of
your capabliities. Together, both you and your clients HOLD THE KEYS to happiness. Only the proper
education will show you THE DOOR!

Pennsyivania Housing Finance Agency

1. The return to Login and Exit links are located on the top right hand corner
2. The system’s greeting message is also located on the top right hand side,
above the navigation tabs

ol PHEA Counselor’s Corner o

Hello Edward Martinez

|_ TR S

n order to be the best Counseling Agent you can be, you need the proper education - the proper TOOLS.
Much like owning @ home In America, EDUCATION is the cornerstone of effective homeownership. Those
who you counsel depend on YOU for accurate facts, figures. and Information in orcer to make a solid
decision that will affect the rest of their lives. so it's VERY important for you to be on the TOP OF YOUR
GAME!

This website was assembled to give you, the Counseling Agent. all the resources you will need to
effectively reach your clients and equip them with the KNOWLEDGE OF SUCCESS! Anything your Agency or
clients could need will be on this site. So please visit us frequently and use our resources 1o the fullest of
your capabliities. Together, both you and your clients HOLD THE KEYS to happiness. Only the proper
education will show you THE DOOR!

Pennsyivania Housing Finance Agency
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Section 2

System Overview

3. There are five navigation tabs to help you maneuver through the site

First is the News tab
Second is Training tab

. Fourth is Multimedia t
. Fifth is Contact Us tab

a
b

c. Third is the Resources and Forms tab
d

e

ab

oM PHEA  Counselor’'s Corner L

Hello Edward Martinez

|_ _ m e

A’\

GAME!

n order to be the best Counseling Agent you can be, you need the proper education - the proper TOOLS
Much like owning a home In America, EDUCATION is the cornerstone of effective homeownership. Those
who you counsel depend on YOU for accurate facts. figures. and information in order to make a solid
decision that will affect the rest of their ives. so it's VERY important for you to be on the TOP OF YOUR

This website was assembled 1o give you, the Counseling Agent. all the resources you will need to

effectively reach your clients and equip them with the KNOWLEDGE OF SUCCESS! Anything your Agency or
clients couid need will be on this site. So please visit us frequently and use our resources to the fullestof
your capabliities. Together, both you and your clients HOLD THE KEYS to happiness. Only the proper
education will show you THE DOOR!

Pennsyivania Housing Finance Agency

4. Hovering your mouse over the navigation tab will open drop-down menu

options

v —ou P H EFA Counselor’s Corner e

Hello Edward Martinez

In order to be the best Cour}s:
§ Much like owning a home ir] As
who you counsel depend of
decision that will affectthe 1}
GAME!

This website was assembid
effectively reach your client
chients could need will be o
your capabilities. Together.

Counseling Agency
ofUpdate Forms

Complunce Forms

1d the proper education - the proper TOOLS.

Y{Lender Referral Form
Pst Legal Referral Form

‘nerstone of effective homeownership. Those

Bangl information in order to make a solid
ortant for you to be on the TOP OF YOUR

USDA Referral Form
Certificates
o

ar PHFA Brochures
th| Participation Agreement

all the resources you will need to

LEPGE OF SUCCESS!Anything your Agency or
sertly and use our resources to the fullest of

education will show you TH|

DooR:

poth you and your chents HOLD TH)

E KEYS to happiness. Only the proper

Pennsylvania Housing Finance Agency
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Section 2

System Overview

5. When you actually click on each navigation tab, the Website will take you
to a designated Web page with a brief description of the page you are
visiting. The toolbox on the left allows you to access pertinent forms and

information

""l"'. PHm
_m

Counselor’s Corner

Resources and Forms
Counseling Update Forms.
Compliance Forms
Lender Referral Form

% Legal Referral Form

USDA Referral Form

Certficates.

PHFA Brochures

Participation Agresment

Welcome 10 cur Resources and Forms page. Here you will find links to all PHFA
counseling agency forms and certificates. This page is certainly a tremeandous and
valuable resource for all counseling agents. In today’s modern age, easily attainable
and ‘convenient information is standard across the globe. PHFA provides all of that
for you here with resources galore! This page will coverall of your Compliance needs,
Agency updates, as well as all referral forms you could ever require. When youneed a
certificate or form. and time is growing short, come here 1o find what you seek. Your
chlents will be very grateful that you did!

Pennsylvania Housing Finance Agency

Home | Exit

Hello Edward Martinez
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Section 3 Navigation Overview

This is the Counselor’s Corner Main News Page.

wirs W PHEA  Counselor’s Corner o

Hello Walt Pudlowski

Training Resources and Forms Contact Us

News —
Issues s
Site Updates

LR T Welcome to aur Mews Page, this is where we crack the hard cases! Here, counseling
agents will find all sorts of information about brand new housing programs, new
government leans and issues, predatory lending, as well as site updates — including
training manual and agency form updates. We will be keeping this page current, so
please ‘check-in’ as often as is convenient. Remember, education is the comerstone
to effective homeownership, and that all starts with YOU, the counseling agent. Never
forget, knowledge is the true power.

ntent of this w
This page &

Pennsylvania Housing Finance Agency

1. This page contains 3 menu choices: Issues, Site Updates, and Jobs for Counselors
2. All 3 menu choices are updated bimonthly

This is the Counselor’s Corner ‘News Issues’ Page

wi- M PHEA Counselor’s Corner e

Hello Walt Pudlowski
Pennsylvania Housing Finance Agency

i m s

News —
Issues Lo

Site Updates
Jobs For Counselors

40,000 city properties. Abandoned. Now what? (7-28-2010)
EVEN ROCKY'S block isn'timmune from Philadelphia's ongoing abandoned-property problem.

On Tusculum Street, near Kensington Avenue, which includes the house featured as the boxer's home in the
film "Rocky,” neighbors are furious over an abandoned house that attracts drug-addicted squatters

“We kept going in and boarding it up, but they keep knocking it down,” said lonatime resident Pat Aird, who
said the neighbors have appealed to numerous city agencies without success

Read More

Altoona updating rules on buildings (7-25-2010)

0On one ofthe streets of northern Dutch Hill, on a block of old houses standing smack-dab against the
sidewalk and elbow-to-elbow with each other, there’s a much newer structure set back about 20 feet in front
and several feet on each side.

The building’s cdd placement breaks up the continuity of the block facade

Revising the setback requirements that probably led to the anomaly is amona many changes the Altoona
Flanning Commission has begun making in the Planning Code - the compilation of all the rules in the city for
zoning and land development...




Section 3 Navigation Overview

This is the Counselor’s Corner ‘Site Updates’ Page

vir M PHEA  Counselor’s Corner o

Hello Walt Pudlowski

- pesoueeseneTem m conee

News .
Issues Site Updates
Site Updates
Jobs For Counselors

Here is where you will find recent changes and additions to the site. The Mews page will be updated regularly.

There will also he updates to the Forms + Resources and Multimedia pages occasionally, so please check here
often, for your benefit.

New for May: News |ssues, Jobs For Counselors, Multimedia, Forms, Training Manuals

The content of this w i= the =ole prope

Thiz pa

Pennsylvania Houging Finance Agency

This is the Counselor’s Corner ‘Jobs for Counselors’ Page:

v PHEA  Counselor’s Corner romel

Hello Walt Pudlowski

News
Issues
Site Updates
Jobs For Counselors

Are you moving andfor looking to spread your wings? Are you frustrated with the lack of available jobs in your
field? There ARE opportunities outthere, you just need to stay motivated and keep searching. Here we will post
available job positions in the Housing Counseling industry, throughout Pennsylvania, as they hecome available.

Y¥OU are our greatest resource, and helping you to find the right direction for your talents and growth is what we
wantto do.

Frogram Quality Director
Consumer Credit Counseling Service of Delaware Valley

Housing Counselor
Pathstone Corporation

Pennsylvania Housing Finance Agency



Section 3

This is the Counselor’s Corner Main Training Page:

e PHEA  Counselor’s Corner e
’“—mmm

Training §
Manuals Training
Examinations
1 i Welcome to our Training Page! Here you will find all training-related information to

sharpen your skills as a counseling agent. This page will essentially be YOUR
education page, whether it's used as a refresher course or just a great starting point
for brand new counseling agents eager to learn. Any PHFA training manual, policy,
and examination that you would need is right here at your fingertips, and they will be
updated as needed. Also, this page features training links to NeighborWorks, the
NAHCA Conference and many maore 5 you can stay current with the whole of the

industry. This is such an impaortant resource for educators like you, so please take
advantage!

Pennsylvania Housing Finance Agency

1. This page contains 3 menu choices: Manuals, Examinations, and Links

This is the Counselor’s Corner Training ‘Manuals’ Page:

wive PHEA  Counselor’s Corner o

Hello Walt Pudiowski

“ fosoueesmmaTem m coneee

Trainin
Manu1|5 Manuals
Examinations
Links

Let's get serious and study! This is our Training Manuals page, featuring loads of information for your counseling
education needs. Whether you're a new counselor refining your skills, or a veteran looking to refresh your

knowledge, this page is filled with the details that you are searching for. Feel free to search for and absorb all the
information you desire.

@ CHCI Training
@ FMCI Training
@ HCO Training
@ RMIC Training

[

Pennsylvania Housing Finance Agency

1. This page has numerous links to different types of Training Manuals
- When each header is clicked, its pertaining manuals appear

Navigation Overview



Section 3 Navigation Overview

Training
Manuals
Examinations
Links

Manual

Let's get serious and study! This is our Training Manuals page, featuring loads of information for your counseling
education needs. Whether you're a new counselor refining your skills, or a veteran looking to refresh your
knowledge, this page is filled with the details that you are searching for. Feel free to search for and absorb all the
information you desire.

@ CHCI Training
@ Chart 1-CHCI Appraval Process Flow Chart
Chart 2-Credit & Budget Flow Chart
Chart 3-Default & Delingquency Flow Chart
Chart 4-One-on-One Flow Chart
Chart 5-Pre-Closing Flow Chart
CHCI Trainer's Manual
CHCI-HUD Billing Client Intake SAMPLE
MCI Training
1 FMCI Grant SAMPLE Invoice
2 FMCI Grant SAMPLE Export
3 FMCI Grant SAMPLE 5 PHFA Fields
4 FMCI Grant Data Points
5 FMCI Grant Counseling Levels Checklist
6 FMCI Alerts Reference Sheet
ICO Training
HCO 1 Introduction
HCO 2-3 Reagistration
HCO 4 Intake Fields
HCO 4a Granting Access to Cases
HCO § Intake Instructions
HCO 5a NFMC Overview Guide
HCO & Custom Report-CHCI Billing
HCO 7 Appointments Report-CHCI Billing
HCO 8 Workshops Report-CHCI Billing
HCO 8 Secure Email-Billing
HCO 9a Shared Cases Handout
® HCO 9b Shared Cases SAMPLE Report
@ RMIC Training
@ RMIC Homehbuyer Education Course

=

EEEEEESEEEESEE EIEEEEE S S

1. By then clicking on any individual manual, you open that corresponding page in a .PDF.
These manuals will be updated as often as needed.

This is the Counselor’s Corner Training ‘Examinations’ Page:

v PHEA  Counselor’s Corner o

Hello Wait Pudfowski

e comes

Training
Manuals
Examinatiens
Links

Examinations

Here are the PHFA examinations that you, the counselor, will be responsible for passing. Your level of education
on our pregrams will be tested here. Remember, education is the comerstone of effective homeownership, and
we need you to be fully competent in our programs so that your clients are given the best possible start.

1 @ HERO Examination - SAMPLE
@ PHFA Competency Exam - UNDER CONETRUCTION

Pennsylvania Housing Finance Agency

1. Clicking on ‘HERO Examination’ takes you to a .PDF Sample Test which upon completion
can be emailed to us automatically. The Competency Exam is still under construction.

10



Section 3

This is the Counselor’s Corner Training ‘Links’ Page:

- PHEA Counselor’s Corner S

Hello Walt Pudlowski

fesoues snarems m come

Training Links

Training
Manuals S
Examinations
Links

Here you will find informative, educating links which are outside of PHFA's original training resources. These
links will help to keep your counselors' housing knowledge current on a national scale, not just statewide.

Training Calendar for Housing Counselors

1 Training Registration for Housing Counselors

MNCHEC/HUD Hoemeownership Counseling Training Program
HUD Training Page

MAHCA Training Page

Navigation Overview

1. Clicking on each link will take you its corresponding training. The first two links take you
to PHFA’s Training Calendar and PHFA’s Training Registration respectively.

This is the Counselor’s Corner Resources and Forms Page:

oo PHEA  Counselor’s Corner i

Heillo Walt Pudiowski

foseuresendtorms m ot
Resources and Forms

Counseling Update Forms | Resources and Forms
1 Compliance Forms
Lender Referral Form

Welcome to our Resources and Forms page. Here you will find links to all PHFA
Legal Referral Form

USDA Referral Form counseling agency forms and certificates. This page is certainly a tremendous and
Certificates valuable resource for all counseling agents. In today's modern age, easily attainable
PHFA Brochures and ‘convenient’ information is standard across the globe. PHFA provides all of that

Participation Agreement

for you here with resources galore! This page will cover all of your Compliance needs,
Agency updates, as well as all referral forms you could ever require. When you need a
certificate or form, and time is growing short, come here to find what you seek. Your
clients will be very grateful that you did!

Pennsylvania Housing Finance Agency

1. By clicking on each link, you will have access to the types of forms each one provides.

11



Section 3

Navigation Overview

Examples of the Resources and Forms menu choices (all .PDF):

wir ol PHEFA  Counselor’s Corner T e s the
“ - - m -”e"" s [ ‘Counseling Agency Update Forms’

section. Each corresponding link opens a

Resources and Forms
Counseling Update Forms

Counseling Agency Update Forms

.PDF file: most are fill-in and savable.
Compliance Forms
Lender Referral Form @ Agency Update Form
s i i @ Client Authorization Form
Certificates @ Client Intake Farm
PHFA Brochures )

Close OutForm

ontact Update Form

@ Counseling Referral Form

@ Counselor Update Form

@ Direct Deposit Authorization Form
@ Letter of Circumstances

Participation Agreement

and is for ust

Pennsylvania Housing Finance Agency

wivet PHEA  Counselor’s Corner e
“ - - Hello Walt Pudiowski This is the

‘Compliance Forms’ section. Each

Resources and Forms

corresponding link opens a .PDF file:
Compliance Forms . .
SR T most are fill-in and savable.
t:gf;zsﬁ:f:fg“ @ Conflict of Interest Disclosure Form
USDA Referral Form @ CHCI Counseling Checklist using HCO
Certificates @ FICI Counseling Agreement and Privacy Policy
PHFA Brochures @ HUD Counseling Checklist using HCO
Ratholpalion fepecment @ Quarterly Reporting Form

@ Crisis Budget Spreadsheet

Pennsylvania Housing Finance Agency

i PHFEA Counselor’s Corner sl

This is the

Hello Walt Pudlowski . . , . .
I O I IR | o et regmng o
Training Resources and Forms Contact Us

link opens a .PDF certificate regarding a
Resouroes snarorms specific training session completed.
Counseling Update Forms ~ =SrHCates
Compliance Forms
t:"jf;:fgf:f;:fr;‘" @ Pre-Closing Seminar Cerlificate
us?:m Feteerad oo @ PHFA Educational Seminar-Workshop Cerificate
Certificates @ PHFA One on One Counseling Certificate
PHFA Brochures @ PHFA Pre-Closing REAL Certificate
Participation Agreement

Pennsylvania Housing Finance Agency

12




Section 3

| AA O o DB ES B BV U rcur y wurrict

Resources and Forms
Counseling Update Forms
Compliance Forms
Lender Referral Form
Legal Referral Form
USDA Referral Form
Certificates
PHFA Brochures
Participation Agreement

Navigation Overview

Hello Walt Pudlowski Th is is the

PHEA Brochures

Brochure Request for Counseling Agencies

‘PHFA Brochures’ section. Each
corresponding link opens a .PDF brochure
which can be then printed.

@ Foreclosure Prevention
@ Homeowners' Emergency Mortgage Assistance Program
® Programa de Ayuda Hipotecaria de Emergencia para Propietarios
@ General Agency Programs
@ Business Opportunities with Programs of the Pennsylvania Housing Finance Agency
@ Predatory Lending Brachure
@ Prggrams Information
@ PA Affordable Apartment Locator Brochure
@ Homeownership Programs
@ Brochure Request Form
@ Consejos para la compra de su casa
@ Home Energy Efficiency and Home Buying
@ Homebuyer Workboak
& Homebuyer's Tips
® Homeownership Opportunities for Persons with Disabilities
@ |mportant Infermation about Federal Recapture Tax
@ Keystone Home Loan Program
@ Keystone Home Loan PLUS Program
® Programa Préstamo de Viviendas Keystone
@ Programa Préstamo de Viviendas Keystone PLUS
@ Renovate & Repair Loan Program
@ The Do-Able Renewahle Home
& Visitability in Pennsylvania
@ Multifamily Programs
® Housing Services
Multifamily Rental Development Funding Program
h Smart Rehab Program

This is the Counselor’s Corner Multimedia Page

i PHEA Counselor’s Corner

Home | Exit

Hello Walt Pudlowski

2 Multimedia
Order DVDs

M

dia

Welcome to our new Multimedia Page! Flease feel free to peruse through PHFA's

original collection of videos: made exclusively for new homeowners. Whether you 4
want to avoid lending scams or simply change your water heating element, these rl
video clips are informative, entertaining and are greatvisual aids for educating your
new homeowner. Also, you can order official PHFA DVDs for your clients from the
links atthe left of this page. This page will be updated with more videos, so stop here
often!

“iecidimn

VIDEOS
1 Home Maintenance and Energy Savings Tips

Buried By Debt / Predatory Lending

Pennsylvania Housing Finance Agency

peseseesmarorm m o

-

1. Clicking on each link opens a new window showing the video you selected.
2. By clicking ‘Order DVDs’ you are taken to an order form.

13




Section 3 Navigation Overview

Examples of the Multimedia Page options:

e PHEA  Counselor’s Corner .

e anrudonskt | This is the ‘Order DVDs’ section.

Multimedia pressing the ‘OK’ button, the DVD

Pz DVD Orders

E— order sheet is emailed directly to us,

as opposed to the regular fax.

Agency: i

Attention To:|
L

Address Line 2:|

|
|
Address Line 1:! ‘
|
|

Cily:i

State:m

Zip Coder| |

DVD Title Number of Copies

Home Maintenance And Energy Savings Tips \:I

Hom:

Homeowne

Upon clicking on a link to our
videos, a new window appears
displaying the video.

[»

fhd|

14



Section 3 Navigation Overview

This is the Counselor’s Corner ‘Contact Us’ Page:

v PHEA  Counselor’s Corner e

Hello Walt Pudlowski

I“ m e

Contact Us

Welcome to our Contact page. If you have any comments or concerns, please postthem here. Also, feel free to
ask any questions of us, and you will receive a response shortly afterwards. Your inquiries are very important to
us, as are you. Thank you for your thoughts and efforts.

Name:
Agency:
* Email:
1 Phone::

* Questions/Comments:|

1. This page is for all comments, questions, and/or concerns concerning the use of the
website. When all fields marked with an asterisk have been filled in, the user clicks the
‘OK’ button and the comments are sent directly to us via email.

15
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