B ADOH P2P Application Portal Job Aid

Overview

Purpose: The lender should be able to navigate through the online application on the HFA website to apply for
Pathway to Purchase Down Payment Assistance.

When to Use: When lender applies for down payment assi stance through the online application.

STEP [ ACTION

Lender createsacasein the ADOH’s Application portal:
https://www.saveour homeaz.gov/login/L ogin.aspx

— Pepartment . A )

Arizona’s Official Web Site

Aol

of Housing

User Login

Please enter your username and password below to login.

Username | |Required
Password | |Required
Login
I ?Crgot My Usemame
I fergot my password

Import FNMA 3.2 Fileto Create Case Registration:

- Department
of Housing

Aol

Need Help? Call the Arizona Foreclbs[.lre Prevention Hotline - 877-448-1211

Current User: Test User | Home | Logout

Lender User Menu
o I A0 Click Import DPA . - . —
Application List P Jpr Review Y| Seanhiiy |l
D Homeo Submitted el [ 1A ADOH TM ADOH TA Status Days
218790 CAROLlNAVALTEA 110172016 Lender Review 0
Export to C5V Import DR Batch Edit Plus

Copyright® 2016 Arizona Dept. of Housing

Current User:

DPA Import

Upload File
Select the Residential Loan Data Format 1003 V.3.2 File to be imported as a new DPA Case

|-_Cfﬁoose §|I;| Mo file chosen

[ Load File | [ Cancel |

Copyright @ 2016 Arizona Dept. of Housing
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After reviewing each tab to verify data acuracy, go to Doc Data Tab to Generate Package

Case Information
Case ID (FNF #)

218790

Counseling Center

(not assigned)

Overview

Current User: Test User | Home | Logout

Primary Homeowner
32 CAROLINAVALTIERRA
Status
loetails} @ Lender Review (Mo recommendation)

ES

update history

Property Maortgage Delinguency Hemeowner Hardship Financial 1 Financial 2 Programs Docs Doc Data MHotes
edit overview
FNF/DPA Number Submit Date
11/01/2016
Assigned Counselor Reason for Close
(not assigned) ichanget
Assigned Lender SRR
21st Mortgage Corporation .
[ 7
Assigned ADOH TM CIICk DOC Data
(not assigned) Tab
Assigned ADOH TA
(not assigned)
& Current User: Test Uss( | Hore | Loogut
Case Information
Caze 1D (TNT #) Prmary llomeoansr
218790 3.2 CARDLINA VA TIERRA
Counscling Certer Etatus
{not ass cred) Jdeznitz) @ Lender Review (4s weconmematon) updots histers
Dveview Propecty Mortgage Delinguency Ibomenwmer terdship Finencia | rinarcial 2 Programs Docs Doc Cata Bores
" . edit doo data
Signatiira { Ftertiue Nate FNF/TPL #
11/21/201€ 218790
Amount Due (5 vear term) litl2 Lompary
16,200, 00 Lawayers Title & Escrow
Amount Uae [3U year term) lizlz Lompany Lontac:
Lk swift
Maturfty Care Titl2 Company Contact Email
1173047021 Dirsk. sedfri@lawers.com
Setuney UPE Avivur L Tille Cumpary Cunber, P . H H
_—— Note: If there is a recording
Laan Mod Effcctive Date FNT Accaunt Kum fee for the DPA DOT It must
Heldback Amendmsnt Additicrial Manths e entered here under
616-23256-056D5 « . v, .
R el e Taxtas Recording Fees”. Prior to
Laveyers Title & Csorow H
—_ b Generating the Loan Doc
CAROLIMA VALTIERRA and GABRIEL R. GALAVIZ, a marrizd couple as 1110 W Washingtor
joint tenants with right of survivorship Trshee Lt m.::in Pac kage
Ban« Name Phoenix, 47 85007
LS Bank Wiring Account
Banx Addres:
1010 W WEashingtcn Wit g Ao
Baw Plosue #
Nt ki i Select Loan Docs ®
ADAK TL1E0E
173IRR9FRE e Select documents to generate:
Accourt # 15.00 HARP
33336589 Deod of Trus: Tecorded Date DDA

Select DOE Pkg & \,.f

Nead of Tris: Racardiag Nimber

Click “Generate
Loan Docs”

Click Generate Loan

wredit Hile Received LMA
Docs to Print bd - DW
T‘.ﬁ.’u:r:r:nr:em od - RG
Lendar Cortact Name ) UMA Extension with Mod
Keg ivens N LIMA Extension without Mod
Lmd__-r. = \ . DPA Funds Request
= ' DPA Closing Packet

_Sigrl ed/Uploaded RMA [missing]

nerate Loan Docs |

Generate Loan Docs

Important Note: The eHousing system reservation isrequired in order to secureareservation of program

funds.

Lender creates a caseregistration and fundsreservation in the eHousing system.
Download the underwriter certification form for processing with the next step (Step No. 3)
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3 FUNDS REQUEST PROCESS:

Lender imports the “underwriter certified” FNMA 3.2 file to the ADOH application portal to update any
changes to the origina imported file.

The following completed and signed documents must be uploaded to the system in order to submit the
funds request to ADOH.

Arizon
- Department

N
ADOH] 5 5
of Housing

Fiicial Web Site

Need Help? Call the Arizona Foreclbsilre Prevention Hotline - B77-448-1211

Current User: Test User | Home | Logout

Lender User Menu

Click Import DPA = : —
Application List Jler Review ¥ | Search for go
D Hom T Submitted CC [1A| ADOHTM ADOH TA Status Days
218790 CAROLINA, ERRA 11012016 Lender Review ]
Export to CSW Import DPA Bateh Edit Plus

Copyright @ 2016 Arizona Dept. of Housing

Current User;

DPA Import

Upload File
Select the Residential Loan Data Format 1003 V.3.2 File to be imported as a new DPA Case

| Choose File ‘ No file chosen

Load File | [ Cancel

Copyright ® 2016 Arizona Dept. of Housing

After reviewing each tab to verify data acuracy,
go to Doc Data Tab to Complete and Generate the Funds Request Form

Current User: Test User | Home | Logout

Case Information
Case ID (FNF #)

218790

Counseling Center

(not assigned)

Primary Homeowner

32 CAROLINA VALTIERRA ES|
Status

Loetails) @ ender Review (Mo recommendation)

update history

Orverview Property Mortgage Delinquency Hoemeowner Hardship Financial 1 Financial 2 Programs Docs Doc Data MNotes

edit overview

FNF/DPA Number Submit Date

11/01/2016
Assigned Counselor Reason for Close
(not assigned) ichaneel
Assigned Lender
Z1st Mortgage Corporation Click “Doc Data” Tab to
T C— Complete and Generate the
(not assigned)
Assignod ADOH TA Funds Request Form
(not assigned)
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Case Information

Caze ID(THF #)

Trmary Homeowmer

218790 32
Counscling Cerer ftats
(not asscred) ideits) @ Lender Review (uw iscomestatony updatz histers
oveview || Propety || toitgage | oelinguency || momeown. ttip | Eimbeciat 1 || Winametat | [ pragramas | becs | [Racien [
et ong Sas
Signarura | Ffactive Nabe FNF/NPL &
112142018 218790 (\
Amaount e (5 vear term) 12 Lompary \
16,200, 00 Lavevers Title & Escrow ™

Amournt Uae [3U yea term)

Matarity Care
Tian2021

Loan Mod Effective Datz

Heldback Amendmant Additicnal Months

Hrldhare Amendmant Funds Incraased Ry

Current User: TeslUssr | Hore | Loogul

Iizla Lompary Lonkact

e Saift

Thlz Compary Contac: Zmail
Dirsk. Swifr@lawyers.com
Title Campary Conber. Pl
RIO-173-374R

FNT Account Num

Escrow Humber
616-23206-006D5
Tnistas

Lavevers Title & Csorow

resting

oint tenants with right of survivorship
Lan< Name

AROLIMA VALTIERRA and GABRIEL R, GALAVIZ, a marrizd couple ag

Trstas bddrass

1110 W Vashington
Inust=e Lity, 4tate. lip
Phoenix, AZ 85007

/

Click “edit doc data” to
Enter Data

eHousing Loan Number must be
entered here

All Data must be input prior to
generating the Funds Request
form for Signature

S Bank Wiring Account 5
pans Address

010 W \WEashingtcn Wit g dur ol
oo Flosue &

20-Z3b-hihE Promizory Note Dete
04 # 1172142016
FIRA9FRF Recording Fees
fecourt # 25,00

33236589 Dead of Trus: Recorded Datel

Cradit Hile Recaived

Neerd of T Zecardiag ¥ imber

Lendar Contact Name

Keg Livens

Lend=t CorLacl Envail
Civens@on:

Lendsr Corkect Phane

613-363-479%

Generate Loan Docs

Select Loan Docs

Select documents to ge;

) UMA Extension with Mod
UMA Extension without Mod
. DPA Declaration of Eligibilk

' DPA Funds Request

DPA Closing Packet
| Signed/Uploadeg/RMA [missing]
| Generate Loandocs |

HARP
|PRA Select Funds Request
(RAC Only & Click “Generate
' RAC UMA Loan Docs” to Print
I SMS - UMA
' LoanMod - DW d
Loan Mod - RG

Case Information
Case ID (FNF #)

218790

Counseling Center

(not assigned)

Overview Property Mortgage

FNF/DPA Number

Assigned Counselor

(not assigned)

Assigned Lender

21st Mortgage Corporation
Assigned ADOH TM

(not assigned)

Assigned ADOH TA

(not assigned)

Delinquency Homeowner

Primary Homeowner

32 CAROLINANVALTIERRA

Status

igetails) & | ender Review (Mo recommendation)

Hardship Financial 1 Financial 2
Submit Date
11/01/2016
Reason for Close

{change)

Current User: Test User | Home | Logout

=

update history

Programs Docs Doc Data Hotes

edit overview

Click “Docs” Tab to Upload
Required Documents to Submit
Funds Request & Order DPA closing

documents

© © N o g~ wDd P

Home Buyer Education Certificate

2nd Mortgage Funds Request executed by the Lender
Declaration of Eligibility executed by the Homebuyer(s)

Underwriter Certification form executed by the Lender
Underwriter Qualifying Income Calculation Worksheet

Household Composition Declaration executed by the Homebuyer(s)
Dodd - Frank Certificate executed by the Homebuyer(s)

Third Party Authorization executed by the Homebuyer(s)
Initial Truth — in- Lending Statement executed by the Homebuyer(s)
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10. “Update” the transaction’s status to “Send to ADOH?” (this submit your request funds and DPA
closing documents)
11. P2P staff (ADOH) will pull an AVM to confirm the following;
a. Existing property (not new construction)
b. Property type (1-4 unit)

Type of Document (BOLD documents are required) Downlond All Required Forms. || Downlond Al Uplosded Forms

Homeowner(s) suthorization Letter (Third Party Authorization)

Additional Documents (hidden from homeowner)

Click each required

@ 11/02/2016 wpload

P2P Promissary Hote

Horme Buyer Education Certificate

Underwriter Cartification Form

This indicates an uploaded
document.

% 1170277016

11/02/2016

Underwriter Qualifying Incoms Calculation Warkshest

P2P Household Compaosition Declaration . . EMUED1 & e
P2P Truth In Lending (Initial) UF:I!]oag bUttonttto Sé)elec'[ 11/02/2016 =
e daocument to be

P2F Consent Form -
uploaded. I

Dodd-Frank Certification P 11/02/2016 ydond

P2P Funds Request (=] 14/02/2016 afiasd

P2P Declaration of Eligibility )@ 1170272016 ki

L plosd

upasd

ikt

upiosd

@ 1170242016

Once ADOH is approves the documentation, ADOH instructs its bank to wire funds to the Title Company
and notifies the Title Company that it has authority to close the transaction and disburse the funds
(projected to occur 2 days after Step No.5 is completed).

Case Information

Case ID (FNF #)

Primary Homeowner

Current User: Test User | Home | Logout

218790 3.2 CAROLINA VALTIERRA m
Counseling Center Status
(not assigned) igetails) @ Lender Review (Mo recommendation) ipdate history

Overview Property Mortgage Delinquency Homeowner Hardship Financial 1 Financial 2 Programs Docs Doc Data
edit overview
FHF/DPA Number Submit Date
11/01/2016
Assigned Counselor Reason
(ot dssianed) ichasz: Click “Update” link to Update
T e Transaction Status Which Submits
st Mortgage Corporation No
Assigned ADOH TM Waiting the Funds Request & Orders DPA
(not assigned) No Closing documents
Assigned ADOH TA

(not assigned)

Update Status
[- Select One - |

Send to ADCH

Select “Send to ADOH” and Click
the “Save” Button which completes
the process.

From this point in the process onward, ADOH will only communicate with the Lender, CIC or BDFC
related to unacceptable documentation for a given Credit File.
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The Lender upload the 1st Mortgage Credit File (save as US Bank Credit File) to ADOH’s website:
https://housi ng.az.gov/portal s’document-upl oad-portal /p2p-portal

P2P Document Portal

Please fill out the required fields below and choose the fie(s) for upload.

= Muliiple files may be atizched per upload.
= Indnidual files canmot exceed 2GB in size.

Emait Document Type Options
| |
Contact FirstName: *
Information | | * Funds Reguest Information
Requested is LastName:*

Person who | ] * DPA Closing Documents

is uploading stiernalthen bt Credit File
documents. L /
Document Type {please see opfions o nghd): ©
| ChooseFies | Click “Choose Files” and
= P select Credit File on your

computer to transfer. Once

/ selected, click “Upload” to

send Credit File

| Upload <]| cCancel |




