VirPack Instructions for Pennvest Lenders
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Participating Lender Annual Recertification Submission

e Select the ‘Recertification’ menu option on the Left side panel

PipeLine Plus

Recertification

o Select the ‘New Recertification’ button at the top
e The Recertification Submission will automatically be created that will expire April 30"
e Select ‘Upload Files’

Recertification

New Recertification

NMLS App Type Started Expires Bank Type Entered Modified

- Recertification 2/1/2019  4/30/2019 Prospective 2/1/2019  2/1/2019
4:32 PM 4:32 PM

e A new window will open to the upload screen
e Select ‘Choose Files’ to find your saved documents then select ‘Upload’
a. Continue these steps until all the documents have been uploaded

Application Type: Recertification

Start Date: 2/9/2025

First Name: PHFA

Last Name: Tech Support

Expire Date: 4/30/2025
Max File Size: 60 MB

Max Number of Files: 5

Select Multiple: Use CTRL or Shift Keys
Choose Files |No file chosen m

06.16.25 Page 2 of 14



http://www.phfa.org/

VirPack Instructions for Pennvest Lenders

VirPack Instructions

e Select the proper Document Type for the uploaded files and click ‘Process’

Pending

File Name Document Type User Name

TEST.pdf Choose a Document Type v PHFA Tech Support %

Process

To verify the documents have been sent to VirPack, check for the file and processed information at the bottom.
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Pennvest Repair Loan Submissions

Submit New Origination Package

e Select the ‘Pennvest VirPack’ menu option on the Left side panel

PipeLine Plus

I Pennvest VirPack I

e Select ‘Submit New Pennvest Origination Package’ from the Group dropdown and click ‘Go’

01 Submit New Pennvest Origination Package V

e Select ‘Choose Files’ to find your saved documents then select ‘Upload’
0 Continue these steps until all the documents have been uploaded

Max File Size: 60 MB
Max Mumber of Files: 5

Select Multiple: ~ Use CTRL or Shift Keys

I Choose Files IND file chosen Upload

e Select the proper Document Type for the uploaded files and click ‘Process’

Pending

File Name Document Type
TEST.pdf I Choose a File Name v I

*If you upload a document in error, you can remove it by selecting the ‘Delete Document’ icon.

**|f you upload a document but do not select ‘Process’ within 24 hours of the upload, the document will be
automatically deleted and must be re-uploaded for the submission.

e To verify the documents have been sent to VirPack, check for the file and processed information at the bottom
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Searching for a Loan

e Select the ‘Pennvest VirPack’ menu option on the Left side panel

PipeLine Plus

I Pennvest VirPack I

e Select the appropriate submission group from the dropdown and click ‘Go’
0 Should match the last submission completed for the loan

Choose a Group v

e Alist of available loans will display
0 Select the ‘VirPack DMDS’ link to be taken into VirPack’s loan folder view

I VirPack DMDS I

*If you do not see the loan listed, the status has changed since your last document submission. Select any ‘VirPack DMDS’
link and use the Search by Loan option within VirPack.

e Select the ‘Application’ Menu, then select ‘View’
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e Verify you are searching Pennvest Loans and enter the PHFA loan number. Then select ‘Filter’ or press your ENTER
key to search.

e Select the blue loan number hyperlink

E-_-

The loan folder view opens. The documents submitted are displayed at the left in the apprioate containers if they have
been reviewed or are being reviewed.
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Submit Origination Additional Documents

e Select the ‘Pennvest VirPack’ menu option on the Left side panel

PipeLine Plus

I Pennvest VirPack I

e Select ‘Submit Pennvest Origination Additional Documents’ from the Group dropdown and click ‘Go’
02 Submit Pennvest Origination Additional Documents ‘-'

e Select ‘Choose Files’ to find your saved documents then select ‘Upload’
0 Continue these steps until all the documents have been uploaded

Max File Size: 60 MB
Max Number of Files: 5

Select Multiple: ~ Use CTRL or Shift Keys

I Choose Files IND file chosen Upload

e Select the proper Document Type for the uploaded files and click ‘Process’

Pending

File Name Document Type
TEST.pdf I Choose a File Name B I

*If you upload a document in error, you can remove it by selecting the ‘Delete Document’ icon.

**|f you upload a document but do not select ‘Process’ within 24 hours of the upload, the document will be
automatically deleted and must be re-uploaded for the submission.

e To verify the documents have been sent to VirPack, check for the file and processed information at the bottom

06.16.25 Page 7 of 14


http://www.phfa.org/

VirPack Instructions for Pennvest Lenders

VirPack Instructions

Submit Closing Approval

e Select the ‘Pennvest VirPack’ menu option on the Left side panel

PipeLine Plus

I Pennvest VirPack I

e Select ‘Submit for Pennvest Closing Approval’ from the Group dropdown and click ‘Go’

03 Submit for Pennvest Closing Approval v

e Select ‘Choose Files’ to find your saved documents then select ‘Upload’
0 Continue these steps until all the documents have been uploaded

Max File Size: 60 MB
Max Mumber of Files: 5

Select Multiple: ~ Use CTRL or Shift Keys

I Choose Files IND file chosen Upload

e Select the proper Document Type for the uploaded files and click ‘Process’

Pending

File Name Document Type
B bt I Choose a File Name v I

*If you upload a document in error, you can remove it by selecting the ‘Delete Document’ icon.

**|f you upload a document but do not select ‘Process’ within 24 hours of the upload, the document will be
automatically deleted and must be re-uploaded for the submission.

e To verify the documents have been sent to VirPack, check for the file and processed information at the bottom
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Submit Closing Package

e Select the ‘Pennvest VirPack’ menu option on the Left side panel

PipeLine Plus

I Pennvest VirPack I

e Select ‘Submit Pennvest Closing Package’ from the Group dropdown and click ‘Go’

04 Submit Pennvest Closing Package v

e Select ‘Choose Files’ to find your saved documents then select ‘Upload’
0 Continue these steps until all the documents have been uploaded

Max File Size: 60 MB
Max Number of Files: 5

Select Multiple: ~ Use CTRL or Shift Keys

I Choose Files IND file chosen Upload

e Select the proper Document Type for the uploaded files and click ‘Process’

Pending

File Name Document Type
TEST.pdf I Choose a File Name B I

*If you upload a document in error, you can remove it by selecting the ‘Delete Document’ icon.

**|f you upload a document but do not select ‘Process’ within 24 hours of the upload, the document will be
automatically deleted and must be re-uploaded for the submission.

e To verify the documents have been sent to VirPack, check for the file and processed information at the bottom
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Submit Closing Additional Documents

e Select the ‘Pennvest VirPack’ menu option on the Left side panel

PipeLine Plus

I Pennvest VirPack I

e Select ‘Submit Pennvest Closing Additional Documents’ from the Group dropdown and click ‘Go’

05 Submit Pennvest Closing Additional Documents ‘-"

e Select ‘Choose Files’ to find your saved documents then select ‘Upload’
0 Continue these steps until all the documents have been uploaded

Max File Size: 60 MB
Max Number of Files: 5

Select Multiple: ~ Use CTRL or Shift Keys

I Choose Files IND file chosen Upload

e Select the proper Document Type for the uploaded files and click ‘Process’

Pending

File Name Document Type
B bt I Choose a File Name v I

*If you upload a document in error, you can remove it by selecting the ‘Delete Document’ icon.

**|f you upload a document but do not select ‘Process’ within 24 hours of the upload, the document will be
automatically deleted and must be re-uploaded for the submission.

e To verify the documents have been sent to VirPack, check for the file and processed information at the bottom
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Submit Trailing Recorded Documents

e Select the ‘Pennvest VirPack’ menu option on the Left side panel

PipeLine Plus

I Pennvest VirPack I

e Select ‘Submit Pennvest Trailing Recorded Documents’ from the Group dropdown and click ‘Go’
06 Submit Pennvest Trailing Recorded Documents v

e Select ‘Choose Files’ to find your saved documents then select ‘Upload’
0 Continue these steps until all the documents have been uploaded

Max File Size: 60 MB
Max Mumber of Files: 5

Select Multiple: ~ Use CTRL or Shift Keys

I Choose Files IND file chosen Upload

e Select the proper Document Type for the uploaded files and click ‘Process’

Pending

File Name Document Type
TEST.pdf I Choose a File Name B I

*If you upload a document in error, you can remove it by selecting the ‘Delete Document’ icon.

**|f you upload a document but do not select ‘Process’ within 24 hours of the upload, the document will be
automatically deleted and must be re-uploaded for the submission.

e To verify the documents have been sent to VirPack, check for the file and processed information at the bottom
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Submit Quality Control Conditions

e Select the ‘Pennvest VirPack’ menu option on the Left side panel

PipeLine Plus

I Pennvest VirPack I

e Select ‘Submit Pennvest Quality Control Conditions’ from the Group dropdown and click ‘Go’

07 Submit Pennvest Quality Control Conditions v

e Select ‘Choose Files’ to find your saved documents then select ‘Upload’
0 Continue these steps until all the documents have been uploaded

Max File Size: 60 MB
Max Number of Files: 5

Select Multiple: ~ Use CTRL or Shift Keys

I Choose Files IND file chosen Upload

e Select the proper Document Type for the uploaded files and click ‘Process’

Pending

File Name Document Type
TEST.pdf I Choose a File Name B I

*If you upload a document in error, you can remove it by selecting the ‘Delete Document’ icon.

**|f you upload a document but do not select ‘Process’ within 24 hours of the upload, the document will be
automatically deleted and must be re-uploaded for the submission.

e To verify the documents have been sent to VirPack, check for the file and processed information at the bottom
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Submit Denied Loan Review

e Select the ‘Pennvest VirPack’ menu option on the Left side panel

PipeLine Plus

I Pennvest VirPack I

e Select ‘Submit New Pennvest Denied Loan’ from the Group dropdown and click ‘Go’

08 Submit Pennvest Denied Loan V

e Select ‘Choose Files’ to find your saved documents then select ‘Upload’
0 Continue these steps until all the documents have been uploaded

Max File Size: 60 MB
Max Mumber of Files: 5

Select Multiple: ~ Use CTRL or Shift Keys

I Choose Files IND file chosen Upload

e Select the proper Document Type for the uploaded files and click ‘Process’

Pending

File Name Document Type
TEST.pdf I Choose a File Name B I

*If you upload a document in error, you can remove it by selecting the ‘Delete Document’ icon.

**|f you upload a document but do not select ‘Process’ within 24 hours of the upload, the document will be
automatically deleted and must be re-uploaded for the submission.

e To verify the documents have been sent to VirPack, check for the file and processed information at the bottom
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Questions about VirPack

If you have any technical questions regarding uploading your files, please contact lenders@phfa.org. Specific questions
about loan conditions should be directed to the appropriate unit, please refer to Appendix N for the Homeownership
Programs contact list.
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