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INTRODUCTION

Virginia Housing uses Mortgage Cadence as its on-line Loan Origination System (LOS). This guide has been
designed to help our participating lenders navigate through the system. An Originating Lender can lock a loan,
submit an underwriting exception, submit a non-delegated loan to underwriting, submit closed loans for purchase,
and submit conditions using Mortgage Cadence. If a user needs access to Mortgage Cadence they must contact
their company’s system administrator.

VIRGINIA HOUSING CONTACT INFORMATION

Assistance with LOS — Mortgage Cadence (MCP) - email HomeOwnershipSupport@VirginiaHousing.com or
reach out to your Virginia Housing representatives.

Note: Please include the Borrower’s last Name and Loan # for questions relating to a specific loan.

Locks/Reservations: LockDesk@VirginiaHousing.com

Underwriting: Underwriting@VirginiaHousing.com

Purchase/Quality Review/Pended Loan Questions: PurchaseReview@VirginiaHousing.com
Post-Closing/Final Docs: Suspense@VirginiaHousing.com

MERS: mers@VirginiaHousing.com

Servicing: LoanServicing@\VirginiaHousing.com

Homeownership Program Department — 800-227-8432 or 804-783-6725

Business Development Officers:

Dan Kern (Business Development & Training Manager) - Dan.Kern@VirginiaHousing.com 804-343-5992
Frank Webster (BDO - Western Region) Frank.Webster@VirginiaHousing.com 804-343-5668

Gigi Houchins (BDO - Hampton Roads Region) Georgette.Houchins@VirginiaHousing.com 804-343-5609
Joni Moncure (BDO - Central Region) Joni.Moncure@VirginiaHousing.com 804-343-5595

Regina Pinkney (BDO - NOVA Region) Regina.Pinkney@VirginiaHousing.com 804-343-5748

SYSTEM REQUIREMENTS
RECOMMENDED BROWSER

o Google Chrome — Virginia Housing provides support for this browser.

Note: Mortgage Cadence uses HTMLS, making it browser agnostic, mobile responsive and easily configurable.

OTHER REQUIREMENTS

e Scanner setting for uploading attachments: 300dpi
e TLS 1.1 0r 1.2 encryption
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LOGGING INTO MORTGAGE CADENCE

1. Click this link to access Mortgage Cadence: hitps://vhda.mccloudplatform.com/
2. Enteryour User Name and Password then click the Log In button.

Virginia Housingﬂ

Virginia Housing

Log in using your company credentials.

Forgot User Name Forgot Password

3. The Verify Multi-Factor Authentication (MFA) dialog displays, select the Email the Code option then
click Send Code.

Verify Multi-Factor Authentication

Step 1 of 2: Please select how you would like to receive your
authentication code.

« Email the code to: d...p@virginiahousing.com

Cancel Send Code

4. Enter the authentication code you received via email in the MFA Code field, check the Remember me
on this device checkbox then click the Verify Code button.

Verify Multi-Factor Authentication

Step 2: Please enter the authentication code you received.

IChecking Remember me on this device enables
your browser to retain your authentication for a

MFA Code: period of up to 30 days. During that period, you
can bypass MFA authentication. If your password
EnteriCode here is changed, the remember me retention period
' resets and you must ensure the checkbox is
v Remember me on this device selected for future logins.

Request Another Code

Note: If your MFA fails more than six times, your account temporarily locks for security reasons. You must wait 30
minutes for the account to automatically unlock or contact your company’s system administrator to unlock your
account.

5. Once successfully logged in, you will land on the Home Dashboard page.
ﬂ Virginia Housing

Home Dashboard VH & kK =

Announcemeants

Mo announcements

@Virginia Housing Page 5 of 76 Revised: 05.01.2025


https://vhda.mccloudplatform.com/

Virginiaﬂ

Mortgage Cadence User Guide Housing

PASSWORD AND LOGIN REQUIREMENTS

Password Expiration: Passwords expire every 90 days and users will automatically be prompted to
change their passwords by the system starting at 14 days prior to the password expiration. Passwords
must be changed prior to the expiration date. Refer to the User Settings — Change Your Password section
for complete details on changing your password.

Reuse of Passwords: Users cannot reuse any of their last 24 passwords.

Password Patterns: Users cannot create passwords with a pattern repetition of 3 or more characters that
appear in the same order more than once in the password. For Example, a password of “123password123”
or “AbcAbcExample” would not be allowed due to 123/Abc appearing twice in the same password.

Password Character Repetition: Users cannot create passwords with character repetition greater than 3
consecutive characters. For Example, “aaa” or “111” anywhere in the password would not be allowed.

Password Length: Passwords must be between 12-20 characters in length.

Password Character Type: Passwords must include at least 1 character of each of the following categories:
= 1 Uppercase Letter: A-Z
= 1 Lowercase Letter: a-z
= 1 Number: 0-9
= 1 Special Character: |@#$& etc.

Login Attempt Failure: Accounts will be locked after 5 consecutive login failures. After an account is
locked, your company’s System Administrator will need to be contacted to unlock the user’s account.

Automated User Account Locking: After 90 days of inactivity, a user’s account will be automatically
locked within the system and your company’s System Administrator will need to be contacted to unlock the
user’s account.
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USER SETTTINGS — CHANGE YOUR PASSWORD

1. After successfully logging into Mortgage Cadence, click on the User Profile icon B in the top right-hand

corner of the screen then click & user Settings.

{F User Settings

& Change Department |

KK

D Admin Mode (off)
(% Log Out

2. Click on the Password/Security tab as shown below, click the Change Password button, and enter
information then click Save.

¥ User Settings ®

1/ Securnty

Password Recovery

NOTE: Clicking the Change Recovery Question button allows you to
configure your recovery question and answer to be used with the Forgot
Password link on the Log In page

Change Recovery Guestion B

Change Password

ICument Passwond

Mew Passwond

Password must meel standard arganizational security requirements

IConfirm Fassword

Must match password above

@]
]
@]
=

Note: Refer to the Password and Login Requirements section for complete details on password requirements.
Passwords expire every 90 days and passwords must be changed prior to the expiration date.
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USER MANAGEMENT

SECURITY LEVELS FOR CORRESPONDENT USERS

The lender’s Administrator is responsible for maintaining (Adding, Editing and Locking) all users.

Note: All requests for new Lender Administrators need to be facilitated and approved by your Virginia Housing
Business Development Officer.

Agreement taken from the Lender Administrator and Trainer Assignment form.

As Lender Administrator, | take responsibility for controlling all Lender access to Mortgage Cadence. | understand that it is my responsibility
to give access only to the appropriate individuals within my organization who have a business need for such access, as well as to modify or
remove their access as needed. Further, | understand that it is my responsibility to immediately remove access for employees that are
terminated or otherwise separate from employment with Lender. Additionally, | understand that Lender will remain responsible for the conduct of
any person to whom | have given access to Mortgage Cadence.

The Lender Administrator will perform access audits every 90-days on users who have access within their Lender. If users are found to no
longer be employed by the Lender, the Lender Administrator will disable their access immediately and report the user being disabled to Virginia
Housing within 3 business days. The Lender Administrator shall retain all books, records, and other documents relative to system access to
Mortgage Cadence, and Virginia Housing, its authorized agents or auditors shall have full access to and the right to examine any of said
materials during regular business hours.

Virginia Housing will suspend access to all users that have not logged in to the system for a period of 90 days; however, this statement shall
not be construed as waiving or relieving the Lender Administrator or Lender from all responsibility of managing access to Mortgage Cadence.
In addition, the system will require all users to change their password every 90 days.

Level 1 - User Administrators, Operations Managers

e Has access to add new users.
e Has access to all security levels and functions listed below —including the ability to lock loans.

Level 2 - Underwriters

e Canview all loans for Lender

¢ Can add/update loan data —manual or import
e Can view and print documents

e Registerloans

Access to the following Utilities/Buttons:

Address Validation

Exception Request (Waivers)

Request Delegated Confirmation (Delegated UW)
Submit Closed Loan Package (Closed loan for purchase)
Submit Conditions for Review

Submit Loan for Review (Non-delegated UW)

Submit Pre Purchase Conditions

Submit Final Documents
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Level 3 — Secondary Marketing

Can Register, Price and Lock loans

View daily pricing

Can request extensions and product changes
Can add/update loan data — manual or import
Can view and print documents

Can view all loans for Lender

Access to the following Utilities/Buttons:
e Address Validation
o Exception Request (Waivers)
e Generate Lock Confirmation
e Cancelled/Withdrawn Loan

Level 4 — Loan Officers

Register loans

Can add/update loan data —manual or import
Can view all loans for lender

Can view and print documents

Access to the following Utilities/Buttons:
e Address Validation
e Exception Request
e Submit Conditions for Review

Level 5 — Loan Officers (Read Only)

e Read only
e Canview all loans for lender
e Can view and print documents

Level 6 - Loan Processors, Closers, Post-Closers, and Funders

e Registerloans

¢ Can add/update loan data—manual or import
e Canview all loans for lender

e Canview and print documents

Access to the following Utilities/Buttons:

Address Validation

Exception Request (Waivers)

Submit Closed Loan Package (Closed loan for purchase)
Submit Conditions for Review

Submit Loan for Review (Non-delegated UW)

Submit Pre Purchase Conditions

Submit Final Documents

Note: All Users must be set up in User Management. Virginia Housing does not recommend or support multiple
users sharing 1 Username and password.
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USER MANAGEMENT - ADD A USER

Mortgage Cadence User Guide

1. LOG INTO MORTGAGE CADENCE, click the User Profile icon u in the upper right-hand corner of the
screen then click Admin Mode (off) to expose User Management as shown below.

Qe e

Home Dashboard VH E E =

Announcements

I -

£ User Settings

& Change Department |

K

| @ Admin Mode (off) |
(* Log Out

| Admin Mode (off)

2. Click User Management.

Administration Mode

Administration Mode

= User Management

User Filters
Add User |
Q, Search grid data
I S S S N =S [T =
ULevell LelegatedAdmin HomeownersnipUAT (@vhda.com Example Correspondent Active o
DlLevel2 DelegatedUnderwriter test@vhda.com Example Correspondent Active o
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4. Enter User Information into the General Information tab. The red asterisk (*) fields are required and select
Correspondent in the Channel drop-down.
General Information RN T e I ) 1

a New Blank User

* Required Fields

Account Status Account Expiration *
J— 04/10/2024 ) Account is Locked + Force Password Change on Next Login
First Name * Last Name * Middle Name
Delegated TestUser
Email Address * Work Phone * Ext Fax Number
Dtest@abcco.com (804) 555-5555 ) -
Client * Channel Position Commission %
Example Correspondent L Correspondent - - 0.000%

User's Manager

User is a Manager

5. Enter Username, Password, and Multi-Factor Email into the Authentication tab. Virginia
Housing recommends using the user’'s email address for the Username. Unique usernames are
required.

General Information EEWLENT==ILUE Links Licensing

< ;
- New Blank User

* Required Fields

Username * Password * Multi-Factor Email Multi-Factor Phone
Dtest@abcco.com srassananes Dtest@abcco.com
SS0 Status SS0 Username PowerBl Username

SS0 Active SS0 Inactive

NOTE: SSO and Multi-Factor Phone are not used at this time.

6. Make the applicable selections on the Links tab for the user’s Security Group, Department
and Operation Center. After selecting the Department* and Operation Center, click the Set
as Default button as shown below. Virginia Housing recommends selecting only 1 Security
Group/Level per user; however, multiple security levels can be selected if applicable.

Below is an example of the setup for a Secondary Marketing/Lockdesk user with Seller — Level 3
Security Group selected, C_Seller Secondary selected as the Default Department, and Main selected
as the Default Operation Center. Refer to the Security Groups listed below for details on the available
Security Groups/Levels and the *Note below for details on the importance of selecting the correct
Default Department for each user.
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General Information  Authentication [ERLEH Licensing

a New Blank User

% Required Fields

Security Groups Departments * Operation Centers * Regions
Seler-Level T - \/ No data to display
Seller - Level 2 C_Closing
Seller - Level 4 C_Post Closing
Seller - Level 5 C_Processing
C_Underwriting
Select All [0 Deselect All Select All [0 Deselect All § Set as Default Select All [0 Deselect All ff Set as Default Select All [0 Deselect All

Security Groups (Only Levels 1 and 3may lock loans.)
Seller —Level 1 —Lender Administrator/Operations Managers (Full access)
Seller — Level 2 — Underwriters
Seller — Level 3 —Secondary Marketing/Locking Loans
Seller — Level 4 — Loan Officers
Seller —Level 5 - Read Only access — Loan Officers
Seller—Level 6 —Processors, Closers, Post-Closers, Funders

For complete details on Security Levels see SECURITY LEVELS FOR CORRESPONDENT USERS

*Note: For the user’s name to appear in the appropriate drop-down lists in the Lender Loan Involvement
section of the LSI screen as shown below, you must select the correct Default Department and they should
be available for use the next time you log into Mortgage Cadence.

Lender Loan Invelvement

Loan Officer Loan Officer Email Address Secondary Contact
C_Loan Officer > C_Seller Secondary -
Underwriter Underwriter Email Address Purchase/Pend Notifications
C_Underwriting =~ C_Post Closing -
Post Closing Contact Administrator

C_Post Closing ~ Select

7. Click the Save icon - in the upper right-hand corner of the screen.
8. Repeat steps to add additional users.

9. When providing the new user with his/her username and temporary password, you must provide
the correct URL.: https://vhda.mortgagecadence.com/webapp
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EDIT AN EXISTING USER

1. Onthe User Management page, click the user you want to edit which brings up the selected user’s
details in the lower section of the page then make the necessary changes.

= User Management

Administration Mode . .
Click the Save icon

here to save changes

User Filters

Q. search grid data

Dlevel2 DelegatedUnderwriter test@vhda.com Example Correspondent Active 04/09/2024
DelegatedSecondary test@vhda.com | Example Correspondent ‘ | ‘ Active ‘ 04/09/202

Dleveld W DelegatedLoanOfficer sfsupport@virginiahousing.com Example Corresp Active 08/25/2023
DLevels DelegatedReadOnly test@vhda.com Example Correspondent Active 08/29/2023
Dlevels DelegatedPostCloserhipper test@vhda.com Example Correspondent Active 08/29/2023

[EEEENNCEIGIE Authentication  Links — Licensing

Record selected

I Delegateosgcondary DLevel3 | test@vhda.com

* Required Fields

) Record selected

cC! Account Expiration *

o — 1110812023 o Account is Locked Force Password Change on Next Login

First Name * Last Name * Middle Name
DelegatedSecondary DLevel3

Email Address * Work Phone * Ext Fax Number B
test@vhda.com (1) 111-1m -

Client * Channel Position Commission %
Example Comespondent - Correspondent - -

User's Manager

User is a Manager

2. Once all changes are made, click the Save icon in the upper right-hand corner of the screen.
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LOCK/UNLOCK AN EXISTING USER

Note: You may want to lock an account for a User that is no longer with your company. Locking their account
assures their name will still appear in historical data but they can’t access the system while the account is locked.

1. Onthe User Management page click the user you want to Lock or Unlock which brings up the selected
user’s details in the lower section of the page then Check or Uncheck the Account is Locked box.

Administration Mode

= User Management

Click the Save icon
here to save changes

All Active Users -

Q. Search grid data

Dlevel2 DelegatedUnderwriter test@vhda.com Example Cormespondent Active 04/09/2024
Dlevel3 DelegatedSecondary test@vhda.com ‘ Example Correspondent ‘ ‘ | Active ‘ 04/09/2024]
Dleveld D&fgatedloanOfficer sfsupport@virginiahousing.com Example Correspondent Active 08/29/2023
Dlevels DelegateORidOnly test@vhda.com Example Comespondent Active 08/29/2023
Dlevels DelegatedPostCloSgkipper test@vhda.com Example Comrespondent Active 08/29/2023

[eSEENIGUEIGE Authentication  Links — Licensing

@ Record selected
@ DelegatedSecondary DLevel3 | test@vhda.com

* Required Fields

Account Status Account Expiration *
AT eSS 1110872023 o] Account is Locked Force Password Change on Next Login
First Name * Last Name * Middle Name
DelegatedSecondary DlLevels
Email Address * Work Phone * Ext Fax Number |,

2. Once all changes are made, click the Save icon in the upper right-hand corner of the screen.
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NAVIGATING MORTGAGE CADENCE

This figure shows the basic layout components in Mortgage Cadence.

17 Add loan to Quick Access
% Products and Pricing

& Attachments
&3 Services

== Utilities

Save

-Pipeline

Home

~ Fl 2100084511 X Virginia Housing

= CurrentLoan: [Test Test2 | C_Regstered | Float % 2100064512 Second) | Name(s) and Status i
’ Favortes | [l Loan Summary Information - C ]Page Name
M ega Loan Info Borrower Information

Menu |E = |Toggle Buttons — Details or Grid view

Favorites and Loan

Information are Test2 Test
customizable.

789473802 &

i | Household Information

Household Composifion # of Household Members # of Wage Eamers # of Minors

Single e - 1

Annual Household Incame Homeownarship ED Coursa GatvGrant

&0,000.00 ] iy Ma

WVirginia Howsing Attributes

Favorites
Drawer Utilities Atachments

lﬂn o Tlmsmmtmwcammmcmmmmmd m.am

~Loan information Drawer Panel
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HOME DASHBOARD

The Home Dashboard is the landing page when initially logging into Mortgage Cadence and it houses
Announcements and/or Reference Guides for users to easily access when needed.

E Virginia Housing -

Home Dashboard VH v h =

Announcements

No announcements

PIPELINE DASHBOARD

The Pipeline Dashboard allows you to view your Company’s loans.

Virginia Housing

Pipeline Dashboard v F =
Pipeline Dashboard m
Pipeline Filters Grid Views

Fa | 3
All Loans - WF4 s Default Profile (Correspondent) -

Loan Mumbser | First Name | Lock Expiration Est Closing Date
TEST Delegated LLPA C_Registered

2100084599 TEST Delegated LLPA C_Registered

2100084598 TEST Delegated LLPA C_Registered

2100084597 TEST Delegated LLPA C_Registered

2100084596 9% Homebuyer Happy C_Registerad 1200772021
Homebuyer Jolky C_Registered 11/01/2021

b Homebuyer Happy C_Registered 11/2272021 11/01/2021

America Andy C_Registerad 12/06/2021

210008459 Bunmny Bugs C_Registered

Note: The system displays a link icon % next to the loan number of a piggybacked loan. A caret ¥ also displays
enabling you to expand the row to access or view information about the linked loan.
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ACCESS AN EXISTING LOAN

Navigate to the Pipeline Dashboard and click the blue Loan Number link to access an existing loan.

Virginia Housing F 3

Pip v h =
Pipeline Dashboard 12 :
Pipeline Filters Grid Views

All Loans = 3 Default Profile (Correspondent) =
Q <
Loan Mumber I ! Last Mame First Name Status Lowck Expiration Est Closing Date
2100084600 TEST Delegated LLPA C_Registered
2100084599 TEST Delegated LLPA C_Registered
2100084558 TEST Delegated LLPA C_Registered
2100084597 TEST Delegated LLPA C_Registered
2 598 % Homebuyer Happy C_Registered 12/07/2021
2100084595 Homebuyer lolly C_Registered 11/0172021
b Homebuyer Happy C_Registered 11/22/2021 11/072021
America Andy C_Registered 12/06/2021
Bunny Bugs C_Registered

ACCESS A PLUS LOAN

Click the blue Loan Number link for the second within the primary/first loan.

n (ol % 2100084507 X

= CurrentLoan: TEST CH | C_Registered | Floa

Virginia Housing

% 2100084508 (Second)

Favorites & [l Loan Summary Information - C v

Loan Info o

Borrower Information

Last Name First Name Middle Name Name Suffix 55N Actions
= URLA Application 1
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SEARCH FOR A LOAN

Click the Search icon, enter loan data. Note: You can search by name, address, loan # (complete or partial info).
# | searcn | & |
HomeDas g,y ed Loans =

No results found
Announcs

No annour - Recent Loans .
2100084511 | Test2, Test 123 Test Ave Midlothian VA 23114
2100084507 | CH, TEST 123 Test Ave Midlothian VA 23114
2100084593 | America, Andy 601 S Belvidere Street Richmond VA 23220
2100084488 | Smith, Bob 825 Park Ave Westmoreland VA 22443

The system only initially searches your saved loans and loans you recently accessed, not all the loans in the
system. If the system does not find a loan that matches your Saved Loans list or your Recent Loans list, you can
click Perform full system search as shown below. This prompts the system to search all loans in the system.

<EIE =0
i

Home Dashboar

All Loans

No leans found. Perform a full system search below or access the Pipeline.
Announcements

Saved Loans

No loans found.

Recent Loans

No loans found.

% Perform full system search.

Quick access functionality enables you to access loans you work in frequently in the Saved Loans list.

= o =3
alsln

Home Dashboar Saved Loans

* 2100097146 | Firstimer, Alice 3726 Poplar St Richmond VA 23220

Announcements

Recent Loans

2100084511 | Test2, Test 123 Test Ave Midlothian VA 23114
2100084507 | CH, TEST 123 Test Ave Midlothian VA 23114

To enable quick access, click the S icon. It will display in filled format, and the loan displays in the Saved Loans
list. You can toggle between states by clicking the icon to add or remove loans from the Saved Loans list.

..-n * 2100097146 X Virginia Housing

Current Loan: Alice Firstimer | C_Registered | New

* | 3 o SE
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MEGA MENU AND PAGE SEARCH

The Mega Menu contains workflow collections you have access to and enables you to search for a specific page.
The collections drive workflows that help you navigate through the loan more efficiently. Refer to the Workflow
Collections section of this guide for complete details on the most utilized collections.

Click the Mega Menu icon within a loan to see the Correspondent Pages workflow collection.

Og + o

= |Current Loan: Test Test2 | C_Registered | Float % 2100084513 (Second) ey o=

rmation - C -

o Mega Menu and Page Search

Borrower Information

Last Name First Name Middle Name Name Suffix SSN Date of Birth l Home Phone m-

1L

pplicatio

Available Pages/Workflow Collections are reflected here, click Correspondent Pages to access all pages available
to Correspondent Lenders.

(@ ] somcntoa o cotecin

Correspondent

#1003
(FIURLA
l fF1Correspondent Pages I

M Can't find your page? View full Site Map

It is our recommendation for users to customize their Favorites Drawer to include the Correspondent Pages
workflow collection along with adding some key loan information. Please refer to the next two sections of this guide
for complete details on the Favorites Drawer and Customizing the Favorites Drawer. Once the customizations are
saved, they will be reflected each time you log in moving forward.

@Virginia Housing Page 19 of 76 Revised: 05.01.2025



Virginiaﬂ

Mortgage Cadence User Guide Housing

FAVORITES DRAWER

The Favorites Drawer enables you to quickly access workflow collections, pages, and loan information you
frequently use. Before you can customize the Favorites Drawer, you must select the Show Favorites Drawer icon
in the footer.

EIEIEY + o

= CurrentLoan: Test Test2 | C_Registered | Floal % 2100084513 (Second) 7 e Y O =

[-] Loan Summary Information - C -

I e e e N [ N e

~ URLA Application 1
Test2 Test 789-47-3892 #F |
f aes

The Favorites Drawer displays as a collapsible panel on the left side of a page with two customizable sections
labeled as Favorites and Loan Info. Refer to the next page for details on Customizing the Favorites Drawer.

ﬂ w 2100084511 % Virginia Housing a2

= Current Loan: Tesl Test2 | C_Registerad | Floal % 2100084513 (Second) H W % % O =
Favorites o M Loan Summary Information - C v
Loan Summary Information - C m =

£ URLA

Attachments m
Dates - C Test2 Test 789-47-3892 #
Delegated Submission g

Property/Targeted Area Limits

Heusehold Information
Submissions - Packages/Documents H

Loan Info F. Household Comp... # of Household M... # of Wage Earners # of Minors
Single a - 1
Base Loan Amount:
$95,000.00 %
Annual Househol Homeownership Gift/Grant
CLTV: » 60,000.00 i | Yas Ne
98.0000%

| Click and drag to resize I
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CUSTOMIZING THE FAVORITES DRAWER

1. After clicking the Show Favorites Drawer icon as detailed in the previous section, click the Settings
icon to the right of the Favorites or Loan Info sections of the panel.

Qo oo+ 1l

= Current Loan: TEST TEST | C_Registered |

Favorites & [H Lo

2. Type keywords into the search bar to quickly find and add workflow collections or specific pages. Click on
the items you want to add then click the Save icon.

B * o »

= CurentLoan: TestTest? | C_Registered | Float % 2100084513 (Second) B XY i
M Loan Summary Information - C v

4. Loan and Property Information '
Last Name First Name Middle Mame MName Suffix 5 Actions

5. Declarations

URLA Application 1
Test2 Test 789-47-3892 4

7. Military Service

8. Demographic Information

3. Toremove items, click Settings to bring up the list again, click the red X to the right of the item to
remove then click Save once done. Items can also be reordered by clicking the hamburger icon and
dragging it in the order you want it to appear in the list.

X Cancel [ M Loan Summary Information - C

Borrower Information

D Correspondent Pages E

4. Saved Favorites and Loan Info will be reflected each time you log in moving forward.

URLA x

Favorites Ee ) [ Loan Summary Information - C n

EEI Correspondent Pages Borrower Information

Submissions - Packages/Documents E

Delegated Suamission N N o (T O T -

21 URLA

TEST TEST 9999
Loan Info & ®
@ 4
Base Loan Amount: :
$180,000.00
Total Loan Amount: Household Information
$180,000.00
LTV: Household Com... # of Household ... # of Wage Eamners # of Minors
90.0000% Single e - 2 YYYY YYYY
CLTV: Annual Househ... Homeownership... Gift/Grant
90.0000% rrannan TRV ) Yes No
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WORKFLOW COLLECTIONS

Workflow Collections, designated with the @ icon to the left of it in the panel, are a group of pages in a specific
order that help you push the loan forward. Click the applicable Workflow Collection from the list to access it.

Favorites E e [J Loan Summary Information - C

E_ﬂ URLA Borrower Information

. H

€2 | Correspondent Pages

Loan Info

The Correspondent Pages Workflow Collection contains all pages available to Correspondent Lenders.

ﬂ * 2100097132 X Virginia Housing &

= Current Loan: testtest | C_Registered | Float Click the Back and Next buttons to quickly
navigate between pages within the selected

Correspondent Pages | Loan Summary Information - C K
=T S n 3 ges | W workflow collection - these buttons are also

located at the botfom of the page

Loan Summary Information - C Borrower Information

800 ?' e

test = G 800

Dates - C

Delegated Submission

Mortgage Insurance VH

Grant test

Click any link to navigate to a @ &
specific page from the list within
the selected workflow collection

Limit Violations/Product and Pricing Validation

Loan Exceptions VH

Household Information
Property/Targeted Area Limits

A Household Composition # of Household Members # of Wage Earners # of Minors
Submissions - Packages/Documents B

The URLA Workflow Collection includes all URLA related pages.

n * 2100097132 X Virginia Housing F3

= CurrentLoan: testtest|C_Registered | Float Click the Back and Next buttons to quickly w e Y o=
ﬁ- M URLA | 1a. Borrower Information - Personal Informa navigate betwegn pages within the selected
workflow collection - these butfons are also

1a. Borrower Information - Pe... located at the bottom of the page

| « Back Next 3

Personal Information

B E test test (primary) ~ Application Management 89

1b-1e Borrower Information - Employmen

2. Financial Information - Assets and Liabili.

3. Financial Information - Real Estate First Name Middle Name Last Name Name Suffix
test test
4. Loan and Property Information
SSN Date of Birth Citizenship

5. Declarations
woxk_xx_1111]

- mm/dd/yyyy ] US Citizen

7. Military Service
Permanent Resident Alien

Click any link to navigate to a
specific page from the list within Non-Permanent Resident Alien
the selected workflow collection

8. Demographic Information (Not Core)

9. Loan Originator Information F Select One
Marital Status Number of Dependents Dependent Ages
L1. Property and Loan Information P P g
L2. Title Information
L3. Mortgage Loan Information
Home Phone Cell Phone Work Phone Work Phone Extension
L4. Qualifying the Borrower - Minimum Re.
URLA Supplemental Consumer Information US Only US Only US Only
[ PR A S P Al P Aok bl [T Y R S
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LINKS

Some fields contain a blue link which can be clicked to open a corresponding pop-up page that contains additional
fields and/or selection options.

Taxes

0.00

Hazard Ins

¢ 0 000 0

For example, clicking this link opens
the Mortgage Insurance VH page
which should be completed for all

' 0.00 Conventional loans with M|
e

Other Ins/RD Fee

I MI Monthly Amt
0,00

PANELS

Panels within a page can be collapsed or expanded by clicking the B icon or clicking on a specific panel header.

M Loan Summary Information - C @

Borrower Information

Household information

Yirginia Housing Attributes I

Utilities/Attachments

Property Information

APR/AMIIncome/RatiosiAUS

Loan Type Loan Amount LTV PITI

Government Loan Data

Dates

Virginia Housing Loan invoivement

Lender Information - Comespondent
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TOGGLE BUTTONS — DETAILS OR GRID VIEW

Data entry grids display editable records, such as borrower information and assets. The system defaults to the Grid
View. Click the Details View icon to expose all fields for a particular panel within a page and to access the
Application Management button in the Borrower Information panel as shown below. The Application
Management button allows you to add, flip, or delete borrowers and applications within the loan. Toggle buttons are
also accessible in the Details View allowing you to toggle back and forth between different borrowers.

Borrower Information

= URLA Application 1

TEST Dave 587-40-3984 04/20/1985 684 f
&‘
Application Management x

Addl flip, or delete borowers and applcations on this lan. The system automatically saves and reloads the lean after each change

you make

DOB | 55N

= URLA Application 1
Dave TEST (primary) =
TEST Dave 04/20/1985 587-40-3984 Borrower
URLA Application 1 Test Sally 09/25/1979 573-68-4396 CoBorrower nx
Dave TEST (primary)

Sally Test Add Application I

Borrower Information

Click to toggle
between borrowers

Application Management g

Last Name First Name Middle Name Name S

TEST Dave

Click this button to open Application
SSN Date of Birth feriManagement which allows you to add, flip,
587-40-3984 04/20/1985 G or delete borrowers and applications

FICO TransUnion FICO Experian FICO Equifax Median FICO

684 685 686 o

Credit Reference #

+ First Time Homebuyer Nontraditional Credit Mailing/Property Addre
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ATTACHMENTS

Access Attachments by clicking any of the following: Attachments Icon % , Page Link, or Button.

mﬂ 2100084578 X

= mmrﬁ'* n: Dave TEST | Closed Loan Submitied for Purchase | Locked % 2100084580 (Second)

Virginia Housing

Correspondent Pages {11) = [l Comespondent Pages | Loan Summary Information - C

Loan Summary Information - C

Borrower Information

Dates - C

Delagated Submission

Mafgags Insurancs VH List Name First Name . Middle Name | Mame Sulfix
Granl
TEST Dave 587-40-3984 04/20/1985 rd
Limit Viedsbons/Product and Pricing Veldabon
&
Loan ExoRplions vH
Froperty Targeted Area Limis Household Information
Submessions - PackapesDoc 5 " ;
Sl o H Household Composition # of Household Mamb # of Wage Earners # of Minors
Altachmenis Married SPOUses ... e - 3 1 2
Comaments =
Annual Househald Inc Homeownership ED Gift'Grant
Favorites & 89,451.23 09/15/2021 1106 AN [3 Y- @) /Do
1 URLA
Attachments Virginia Housing Attributes
Dates - C
Utilities/Attachments

Delegated Submission

Loan Summary Information - C

ﬁ v‘l“ r A

Propery/Targeted Area Limits

Click the blue link to open a document.

Attachments (4]

@ Add Attachments &5

Q
T |
Closed Loan Package 10/06/2021 12:05:07 pm  DelegatedUnderwriter, DLevel2
Compliance Agreement - Exhibit CA Document 10/06/2021 09:36:10 am DlLevel2
Delegated Approval Confirmation Document 10/06/2021 09:36:10 am  DlLevel2
r Lock Confirmation Document 10/05/2021 11:24:25 am  Dlevel3
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UPLOAD ATTACHMENTS

1. Access Attachments as detailed in the previous section then click the Add Attachments button.

Attachments [ 4 ]

| ~
R Add Attachments Fr

Attachment Name Category Attached Date | Attached By |

Closed Loan Package 10/06/2021 12:05:07 pm  DelegatedUnderwriter, DLevel2
2. Drag and Drop or Browse for your file.

3. Select an Attachment Category and add a Comment then click Upload Attachment button.

Add Attachment X
Loan Summary v
Loan Number: 2100084578 Property Address: 6307 Midnight Dr
Borrowers: Dave TEST (Primary) MECHANICSVILLE, VA
23111
County: HANOVER

Total Fila Count: &

Aftachment Category Comment

Select ol Comment

R Upload Attachment

Format and File Size Requirements:
¢ Must be a PDF (Adobe Acrobat) file type
200 MB maximum file size
Grayscale (black and white) is preferred.
Scan at 300 dpi for ideal results (higher is not better)
Upload Underwriting and/or Closed Loan packages as one PDF.
Documents with pictures (like appraisals) need to be scanned in color.
Color documents can be uploaded as a separate PDF since the rest of the file is grayscale.
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CREATING NEW LOANS

1. Click the Loan Options icon then click Create New Loan.

A n Virginia Housing
Home Dashboard VH : ﬁ =

Loan Options

Announcements

Create New Loan Ctrl + Alt + N

You're all caught up.
No new announcements to display.

Import Loan - iLAD MISMO 3.4 Ctrl + Alt + I

*
2. Land on the P&P New Loan page and enter information. Red asterisk  fields are required.

3. Client Selection — select Correspondent in the Channel dropdown list and Main in the Operations
Center dropdown list.

Client Selection

Client * Channel * Operations Center =

Example Correspondent - Correspondent e - Main a9 -

Lender Loan Number

4. Borrower Information — Enter borrowers’ First Name, Last Name and SSN. Check First Time
Homebuyer box if applicable.

Borrower Infarmation

B EX

First Name * Middle Mame Last Name " MName Suffig
John Wick
SSN*

584-53-6658 + First Time Homebuyer Montraditional Credit

Refer to TOGGLE BUTTONS for more details on adding another Borrower.
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5. Property Information — Enter the property information.
Property Information
Property Street * Property Unit Number Units *
123 Daisey Lane 1
Property City * Property Zip * State * County *
Richmond 23235 WA e - CHESTERFIELD a -

Property Type *
Single Family Detached

Occupancy Type *

Owner Occupied

Targeted Area

Year Property Built

L] 2015

Square Footage

1952

Yes @ No
M Link to Targeted Area website I

* Required fields

Search Results

Address 1 a
Select

ng for sortin

Targeted Area Webpage

* Address 1. |123 Happy Lane
Address 2
= City:

Mechanicsville

» Zip Code:

Enter Address and click Search

123 Happy Lane

Results will appear below. Enter results in Loan Information screen.

State

MECHANICSVILLE VA

State: Virginia

Zip Code Targeted Area
22116 Mo

6. Combined Credit & Household Information — Enter the Median FICO, Household Members, Annual
Income (Household), AUS, and AUS Rating.

Combined Credit & Househeld Information

Median FICO *
' 725

Household Members

1

Annual Income (Househo

85,000.00

AUS Information

AUS

Fannie Mae o -
ALIS Rating

Approve/Eligibld o -

@Virginia Housing
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7. Loan Information — Enter data in the following fields:

e Application Date — Date 6 TRID required application data points were obtained.

e Lien Position

e Loan Purpose

o Mortgage Type

o Rate Type

o Sales Price — Ifthis is a refinance, enter the Appraised Value into the Sales Price field.

o Est Appraised Value

e Base Loan Amount

¢ Down Payment Amount

e PLUS 2" Mortgage Amount — If there is no Virginia Housing Plus 2" enter 0.00 (must be whole
dollar amount).

o Available Cash — This field is only used for product eligibility purposes, inflate assets to see all
eligible products.

o Other Financing — If there are multiple liens enter TOTAL. If no other financing enter 0.00.

e VH Employee — If Borrower is an employee of Virginia Housing check the box.

e SPARC - If the loan is a SPARC or FirstHome Dream loan, please select the applicable option
from the dropdown list.

Loan Infermation

Application Date *

10/08/2021

Lien Position *

First

Loan Purpose )

Purchase

Mortgage Type *

FHA

Rate Type

Fixed

X

=
Sales Price

B2 20500000

Est Appraised Value ~

Available Cash *

- 205,000.00 85,000.00
Base Loan Amount © v
- o' 195,000.00 ol
Down Payment Amount *
- s’ 800000 o’
PLUS 2nd Mortgage Amo... Other Financing
- o' 200000 o’

When an amount greater than 0.00 is entered,
the Sub Financing panel is enabled; otherwise,

it remains disabled.

WH Employee

SPARC

@)Virginia Housing
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8. Sub Financing Itemization — If panel is enabled make selection for PLUS 2" then enter applicable
amounts.

Sub Financing ltemization

Will there be a Virginia Housing PLUS 2nd Mortgage? *
® ‘es Mo

ﬂ If there is a PLUS 2nd select YES I

PLUS 2nd MTG * _
| Enter the amount of the PLUS 2nd |

T Morgeos If there is other financing in addition to the PLUS 2nd, it must

be itemized here by entering values for the Third Mortgage
and Fourth Mortgage fields if applicable.

Fourth Mortgage

If there is no Other Financing, you can leave these fields blank.
R —

Summary

9. Product Parameters — Select parameters then click Get Eligible Products.

Product Parameters
Borrower Preference Target Price * Product Name Contains
Target Price ¥ 100

Mortgage Types " Terms * Rate Types * Lock Periods *
Conventiona 30 Year ' Fixed 30

« FHA ARM 45
HELOC v 60
Man-Conforming 490
Other
Reverse

USDA/Rural Housing Service

VA

Get Eligible Products
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10. Products — To select Product, click @ icon.

Products

Compare Products (1 Y Filter Products Results

M | rHaz0F

~  Product Eligibility: Valid

‘ 3.125% ‘ 3.128% ‘ -$225.00 ‘ -0.125 ‘ $771.08 ‘

HT &

ICIick the check icon to select product

‘ $771.08 ‘ $70.00 ‘

[ FHA30OF_BOND

m FHAStreamline

Cash to Close:

Cash Available:

$20,341.95
$50,000.00

s3ze00 $ @

3.625%  3.628% -$450.00 -0.250 $820.89 $820.89 $70.00

4375%  4.378% -55.175.00 -2.875 $898.71 §898.71 §70.00 539400 s

I Click to expand and see Eligibility

Eligibility Reasons: Unconditional guideline grid evaluation failed: Ineligible Documentation Type (030)
Guideline grid evaluation failed: Ineligible Loan Purpose (031)

Eligible Products

C30F_CONV

30-Year Fixed Conventional (Fannie Mae or Freddie Mac) / Standard or Charter Mortgage Insurance

C30F_CONV_NO_MI

30-Year Fixed Conventional (Fannie Mae only) No Mortgage Insurance

C30F_CONV_BOND

30-Year Fixed Conventional Bond (Fannie Mae or Freddie Mac) / Charter Mortgage Insurance

FHA30F 30-Year Fixed Federal Housing Administration (FHA)
FHA30F_BOND 30-Year Fixed Federal Housing Administration (FHA) Bond
VA30F 30-Year Fixed Veterans Administration (VA)
VA30F_BOND 30-Year Fixed Veterans Administration (VA) Bond

RH30F 30-Year Fixed Rural Housing (RD)

RH30F_BOND 30-Year Fixed Rural Housing (RD) Bond

PLUS 2 MTG 30-Year Fixed Virginia Housing Plus Second Mortgage

FHA Streamline Federal Housing Administration (FHA) Streamline Refinance

VA30F_IRRRL Veterans Administration (VA) Interest Rate Reduction Refinance Loan (IRRRL)

*This does not include Pilot Programs

11. Loan Creation — Click Run Duplicate Check then click Create New Loan.

Loan Creation

Flease Run Duplicalte Check Frior fo Clicking "Creafe New Loan”

| Create New Loan |

If no duplicates are found, this message will display.

If duplicates are found, the loan can still be created, and the system notifies the Virginia Housing Lock Desk.
You will not be able to lock the loan until the duplicate flag is removed by Virginia Housing.

@Virginia Housing Page 31 of 76 Revised: 05.01.2025



Virginiaﬂ

Mortgage Cadence User Guide Housing

IMPORT TO CREATE A NEW LOAN - ILAD MISMO 3.4 FILE

All files must be in an XML format. If the file you specify is the wrong format, the following error displays:

A Fie type is not supported.

You can import only iLAD MISMO 3.4 XML files.

1. Click the Loan Options icon and select Import Loan -iLAD MISO 3.4.

) n Virginia Housing

Home Dashboard VH

Loan Options

Announcements
Create New Loan Ctrl + Alt + N
trl + Alt + B
You're all caug orl +AlE & F
No new announceme| P :
Disconnect Piggyback Loan Cirl-+ Alt + J
Import Loan — iLAD MISMO 3.4 Ctrl + Alt + I

2. The Import Loan - iLAD MISO 3.4 dialog box displays, complete as shown below then click Import.

X Import Loan - iLAD MISMO 3.4 X

* Required Fields

-- Drag-and-drop file to import --

« for a file with the button below

Browse for File...

Specify the loan to import by either dragging an XML file to the Drag & Drop box
or by clicking Browse for File... to select the appropriate file to be imported

Import Loan As * Loan Number

New Loan Must(Select|New,Loan System Generated (Select{System Generated
Client * Channel *

Example Correspondent Your,Company; = % Correspondent Select{Correspondent
Operations Center *

Main SelectiMain
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This window displays during import process.

Please wait...

Import in progress...

This message will display once import is completed.

+ |mport Successful.

3. Once done, you'll land on the Home Dashboard. Click the Loan Number to access the newly created loan.

¥ &k =

@ Q = W 2100084615
Home Dashboard VH

Announcements

No announcements

4. Click the Products and Pricing » icon.

nﬂ * 2100084515 X Virginia Housing

= CumentLoan: Tom TEST | C_Registered | New f |3 n U
Favorites =] " M Loan Summary Information - C

Ifﬂ URI'A Borrower Information

Attachments

Dates - C E i

This brings up the Products and Pricing window. Review each panel and enter any missing data.

5. Client Selection — select Correspondent in the Channel dropdown list and Main in the Operations Center
dropdown list.

® Products and Pricing

P&P Loan Info...

REF Eouck ERihiy Client Selection

i~ . : " "
Chent Channel Operations Center

Example Correspondent - Correspondent €3 - Main e -

Lender Loan Number
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6. Borrower Information — Enter borrowers’ First Name, Last Name and SSN. Check First Time
Homebuyer box if applicable.

Borrower Information

E Tom TEST -

First Name * Middle Name Last Name * Name Suffix
Tom TEST

SSN *
634-60-8136 Z First Time Homebuyer Montraditional Credit

Refer to TOGGLE BUTTONS for more details on adding another Borrower.

7. Property Information — Enter the property information.

Froperty Information

Property Street s Property Unit Number Units *
6307 Midnight Drive 1
Property City Property Zip © State * County *
Mechanicsville 23111 VA e - HAMOVER o -
Property Type ’ Occupancy Type . Year Property Built Square Footage
Single Family Deta... @ ~  Owner Occupied & - || vy
Targeted Area

| Targeted Area ‘fas Mo

hﬂ Link to Targeted Area website I

8. Combined Credit & Household Information — Enter the Median FICO, Household Members, Annual
Income (Household), AUS, and AUS Rating.

Combined Credit & Household Information AUS Information
Median FICO * Annual Income (Hou... * AUS
n 695 82,000.00 Fannie Mae e -
Household Members * Annual Qualifying In AMI % AUS Rating
i Accept/Eligibld @ -
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9. Loan Information — Enter data in the following fields:

o Application Date — Date 6 TRID required application data points were obtained.

e Lien Position

e Loan Purpose

o Mortgage Type

o Rate Type

o Sales Price — Ifthis is a refinance, enter the Appraised Value into the Sales Price field.

o Est Appraised Value

¢ Base Loan Amount

e Down Payment Amount

e PLUS 2" Mortgage Amount — If there is no Virginia Housing Plus 2" enter 0.00 (must be whole
dollar amount).

¢ Available Cash — This field is only used for product eligibility purposes, inflate assets to see all
eligible products.

o Other Financing — If there are multiple liens enter TOTAL. If no other financing enter 0.00.

o VH Employee — If Borrower is an employee of Virginia Housing check the box.

e SPARC - If the loan is a SPARC or FirstHome Dream loan, please select the applicable option
from the dropdown list.

Loan Information

Application Date * Sales Price *
10/08/2021 B2 20500000
Lien Position * Est Appraised Value " Available Cash "
First e - 205,000.00 85,000.00
Loan Purpose ) Base Loan Amount *
Purchase o - ' 19500000 o’
Mortgage Type * Down Payment Amount *
FHA @ - o 800000 o’ WH Employee
Rate Type ~ PLUS 2nd Mortgage Amo... Other Financing SPARC
Fixed o - ' 2,000.00 o’ -

When an amount greater than 0.00 is entered,
the Sub Financing panel is enabled; otherwise,

it remains disabled.
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10. Sub Financing Itemization — If panel is enabled make selection for PLUS 2" then enter applicable
amounts. Click Next.

Sub Financing Itemization

Will there be a Virginia Housing PLUS 2nd Mortgage? *
& fes No

ﬂ If there is a PLUS 2nd select YES I

PLUS 2nd MTG * _
|_ Enter the amount of the PLUS 2nd ‘

e Morioeae If there is other financing in addition to the PLUS 2nd, it must
be itemized here by entering values for the Third Mortgage
and Fourth Mortgage fields if applicable.

Fourth Mortgage

If there is no Other Financing, you can leave these fields blank.

Summary

11. Product Parameters — Select parameters then click Get Eligible Products.

Product Parameters

Borrower Preference Target Price 4 Product Name Contains
Target Price ¥ 100

Mortgage Types 2 Terms * Rate Types * Lock Periods *
Conventiona 30 Year  Fixed 30

« FHA ARM 45
HELOC v 60
Maon-Conforming a0
Other
Reverse

USDA/Rural Housing Service

VA

Get Eligible Products
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12. Products — To select Product, click @ icon then click Save and Exit.

Products a

Compare Products (1 Y Filter Products Results E

ICIick the check icon to select product

Click to expand

= Product Eligibility: Valid

Product Eligibility |

| FHA3OF ‘ 3.125% ‘ 3.128% ‘ -$225.00‘ -0.125 ‘ $771.08 ‘ ‘ $771.08 ‘ $70.00 ‘
[ FHA30F BOND 3.625%  3.628% -5450.00 -0.250 $820.89 5820.89 $70.00 $338.00 $ (v]
Eligib d 1
[ FHAStreamline 4375%  4.378% -3$5175.00 -2.875 5898.71 5898.71 $70.00 $394.00 S

Cash to Close: $20.341.95

I Click to expand and see Eligibility

Cash Available: $50,000.00

Eligibility Reasons: Unconditional guideline grid evaluation failed: Ineligible Documentation Type (030}
Guideline grid evaluation failed: Ineligible Loan Purpose (031)

€ Back  Next® Save and Exit

Eligible Products

C30F_CONV 30-Year Fixed Conventional (Fannie Mae or Freddie Mac) /| Standard or Charter Mortgage Insurance
C30F_CONV_NO_MI | 30-Year Fixed Conventional (Fannie Mae only) No Mortgage Insurance

C30F_CONV_BOND | 30-Year Fixed Conventional Bond (Fannie Mae or Freddie Mac) / Charter Mortgage Insurance
FHA3O0F 30-Year Fixed Federal Housing Administration (FHA)

FHA30F_BOND 30-Year Fixed Federal Housing Administration (FHA) Bond

VA3O0F 30-Year Fixed Veterans Administration (VA)

VA30F_BOND 30-Year Fixed Veterans Administration (VA) Bond

RH30F 30-Year Fixed Rural Housing (RD)

RH30F_BOND 30-Year Fixed Rural Housing (RD) Bond

PLUS_2M MTG 30-Year Fixed Virginia Housing Plus Second Mortgage

FHA Streamline Federal Housing Administration (FHA) Streamline Refinance

VA30F_IRRRL Veterans Administration (VA) Interest Rate Reduction Refinance Loan (IRRRL)

*This does not include Pilot Programs
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CREATE A PLUS SECOND LOAN

Note: The first mortgage must be created prior to creating a Plus Loan.

1. Locate the first mortgage on the Pipeline Dashboard, click the loan to highlight it then click Loan Options k
icon and select Create Piggyback Loan.

n Virginia Housing
Pipeline Dashboard H n =

Loan Options

Pipeline Dashboard

Create New Loan Cctrl + Alt + N
Pipeline Filters Grid Vi
- 4 s 1 Create Piggyback Loan Ctrl + Alt + B
All Loans 74 M Defd q e e L
Disconnect Piggyback Loan Ctrl + Alt +
Import Loan —iLAD MISMO 3.4 Ctrl + Alt + I

Loan Number il Lock Expiration Est Closing Date

2100097184 delegated test C_Registered 05/15/2024

2100097182 feefunding test C_Registered

2. Loan is created, land on the Loan Summarylnformation — C page in the new loan. Click Products and

»

Pricing icon.

nn % 2100084616 X Virginia Housing

= Current Loan: TmnTELT|C_ngistelsd|Naw %, 2100084615 (Primar r\\ EI  § % a =02
Favorites # 1 A Loan Summary Information - Click link to toggle to first mortgage. v

This brings up the Products and Pricing window. Review each panel and enter any missing data.

3. Client Selection — select Correspondent in the Channel dropdown list and Main in the Operations Center
dropdown list.

@ Products and Pricing X
P&P Loan Info...

Client Selection

oy L] : L "
Clent Channel Cperations Center
P&P Corr Rabe Lock Example Carrespondent - COTFESPDH{!EHT ,,:4 = I-.‘ain kﬂ =

Lender Loan Mumber

@Virginia Housing Page 38 of 76 Revised: 05.01.2025



Virginiaﬂ

Mortgage Cadence User Guide Housing

4. Borrower Information — Enter borrowers’ First Name, Last Name and SSN. Check First Time
Homebuyer box if applicable.

Beorrower Information

E Tom TEST ~

First Name * Middle Name Last Name * Name Suffix
Tom TEST
SSN *

684-60-8136 Z First Time Homebuyer Nontraditional Credit

Refer to TOGGLE BUTTONS for more details on adding another Borrower.

5. Property Information — Enter the property information.

Property Information

Property Street * Property Unit Number Units

6307 Midnight Drive .
Property City Property Zip State * County *

Mechanicsville 23111 VA e - HAMNOVER e -
Property Type . Occupancy Type ’ Year Property Built Square Footage

Single Family Deta... & - Owner Occupied e - YYYY

Targeted Area

Targeted Area Yes o

6. Combined Credit & Household Information — Enter the Median FICO, Household Members, Annual
Income (Household), AUS, and AUS Rating.

Combined Credit & Household Information AUS Information
Median FICO * Annual Income (Hou. . * AUS
n 695 82.000.00 Fannie Mae e -
Household Members * Annual Qualifying In Al AUS Rating
1 Accept/Eligibld @ ~
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7. Loan Information — Enter data in the following fields:

Application Date — Date 6 TRID required application data points were obtained.

Lien Position

Loan Purpose

Mortgage Type

Rate Type

Sales Price — If this is a refinance, enter the Appraised Value into the Sales Price field.

o Est Appraised Value

¢ Base Loan Amount

e Down Payment Amount
e PLUS 2" Mortgage Amount — Enter 0.00 (must be whole dollar amount).

¢ Available Cash — This field is only used for product eligibility purposes, inflate assets to see all

eligible products.

e Other Financing — Enter amount of first mortgage.

¢ VH Employee — If Borrower is an employee of Virginia Housing check the box.

e SPARC - If the loan is a SPARC or FirstHome Dream loan, please select the applicable option
from the dropdown list.

Loan Information

Application Date *

10/07/2021

Lien Position *

Sales Price ©

165,000.00

Est Appraised Value *

Available Cash *

Second o 165,000.00 285,000.00
Loan Purpose X Base Loan Amount * V
Purchase ] o’ 3,000.00 -
Mortgage Type » Down Payment Amount g
Conventional 3¢ s’ 7,000.00 o YH Employee
Rate Type . PLUS 2nd Mortgage A Other Financing SPARC
Fixed [ o' 000 o’ 155,000.00 -

Enter 0.00 in the PLUS 2nd field and
enter amount of First Mortgage in the

Other Financing field.

@)Virginia Housing
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8. Sub Financing Itemization —Panel is disabled for PLUS loans. Click Next.

Sub Financing lemization

Summary

o' 0.00 of’

9. Product Parameters — Select parameters then click Get Eligible Products.

Product Parameters

Borrower Preference Target Price * Product Name Contains
Target Price ~ 100
Mortgage Types * Terms * Rate Types * Lock Periods *
v Conventional v 30 Year v Fixed 30
FHA ARM 45
VA 60
Non-Conforming 90

USDA/Rural Housing Service
HELOC
Other

Reverse

Get Eligible Products |
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10. Products — To select Product, click @ icon then click Save and Exit.

Products ()

Compare Products (1 Y Fiiter Products Results I@I C/J‘

Click the check icon to select product

Click to expand
Product Eligibility 3

Product Name 2

~  Product Eligibility: Valid

PLUS_2nd_MTG ‘ 3.750% ‘ 3.750% ‘ -$38.98 ‘ -0.250 ‘ $72.21 ‘

Loan Costs (D):

Click to expand and see Eligibility

Closing Costs (J): $1,631.00

Cash to Close: $3.422.81
Cash Available: $40,000.00

Eligibility Reasons:
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LOCKS
LOCK A LOAN INTEREST RATE

Note: For complete Lock-In Policies and Procedures refer to Chapter 3 of the Origination Guide.

1.
2.

Navigate to the URLA > 1b. — 1e. Borrower information — Employment and Income page, enter income.
If Conventional with MI, ensure the MI information is entered on the Mortgage Insurance VH page.
Navigate to the Limit Violations/Products and Pricing Validation page to ensure there are no open

violations. If there are open violations those must be corrected prior to locking the loan or you will get halted.

Click Products and Pricing » icon.

nﬂ # 2100084615 X Virginia Housing

= Curent Loan: Tom TEST | C_Registered | New I gl a=
Favorites £ M Loan Summary Information - C v
1 URLA

Borrower Information

Attachments

This brings up the Products and Pricing window. Review each panel and enter any missing data.

Dates - C

In the Products and Pricing window, navigate to the P&P Pricing page to bring up the full pricing details for
the selected product.

® Products and Pricing x

PAP Loan information

PSR Product Exgibiity Selected Product: CI0F_CONV

P&P Pricing Intarest Rate: Dabt Ratio:
3.5000% 10.71%

PAP Cort Rale Lock
LTV: Hausing Ratio:
93.9394% 10.71%
cLTV:
95 7576%

Principal And Interest:
3606.02

Click Price to see pricing in
the grid below

Pricing and Adjustments

Grid View

Pricing Date APOR Int Rate Set Date

Poinis 1000, 711 FM ] 101 V2021 06:58 PM @

3.500% 100.375 100,125 100.000
3.625% 100,750 100,625 100,500
3, 750% 100.875 100,875 100,750
3875 101, 1.000 100.875
o 1. 75 101,
4.125% 101.875 101.750 101.625
4.250% 102.250 102,125 102,000
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6. Select the pricing by clicking the appropriate box in the Pricing and Adjustments panel, the selected
pricing will be reflected in the Adjustments Grid then click Next.

@ Products and Pricing
P&P Loan Informalion

PAP Protuct Elgioiiny Selected Product: CI0F_CONV

P&P Pricing Interest Rate:
3.5000%

P&P Coer Feabe Lock
LTv:
93.9394%
CLTV:

95.75T6%

Frincipal And Interest:
$696.02

Pricing and Adjustments

Gnd View

Doln[s

Pricing Date

Interest Rate

AQIQ2021, 711 PM

Debt Ratio:
10.7T1%

Housing Ratio:
10.71%

APOR Int Rate Set Date

) 101072021 05:56 PM

3.125% 98375 98125 98,000

3.250% 99.125 9B.875 98,750

3.375% 99873 99,623

3.500% 100375 100.125

3.625% 100.750 100,625 0.500

3.750% 100.875 100,875 0.75

JBT5% 101.000 101.000 0.675

4.000% 101.500 101.375 250

Adjustments Grid

Adjustment Type Interest Rate Margin Price
Baze: 3.375% 000 100,625
System Adjustment 0.125 DD 0625
Manual Adjusiment 000 0.0005% 0000
Total Adjustment 0.125% 0.000% -0.625
Net: 3.500% 0.000% 100.000

& Back Nexd B

Note: Loan with a PLUS 2" will reflect a System Adjustment dependent on the Mortgage Product selected.

CONYV = 0.125% interest rate adjustment
FHA = 0.250% interest rate adjustment
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7. This brings up the P&P Corr Rate Lock page. Click the Initial Lock button.

@ Products and Pricing X
PAP Loan Informaton Lotapin A
P&F Produsct Eligibaity Proposed Pricing (Mot Locked)

P&F Pricing

P&P Corr Rate Lock

Lock Actions

After your imial locx. addifiona fock modifications mus! be compleled via the submission of 8 Locw Change Reques! form [see below]. Once compiele,
the Lock Change Request form e uploaded o Atfachments in the "Lock Change Request® Atfachment Calegory. Faliure fo select the cormect
category; Wil resuit i1 no Sction being faven

Lock Information

Product

CI0F_CONV

[ e ]
8. This window will pop up. Click Save Changes and a success message will appear.

Unsaved Changes

-
A Before continuing, specify whether you want to save or discard the changes
-

Cancel

Discard Changes Save Changes

9. The Lock Information panel will reflect the lock details then click Save and Exit.

Lock Information

Product

CI0F_CONY

& Back Mext I Save and Exit
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LOCK A SPARC/FIRSTHOME DREAM INTEREST RATE

Note: For complete Lock-In Policies and Procedures refer to Chapter 3 of the Origination Guide.

1. Navigate to the URLA > 1b. — 1e. Borrower information — Employment and Income page, enter income.
2. If Conventional with MI, ensure the Ml information is entered on the Mortgage Insurance VH page.
3. Navigate to the Limit Violations/Products and Pricing Validation page to ensure there are no open

violations. If there are open violations those must be corrected prior to locking the loan or you will get halted.

4. Click Products and Pricing » icon.

nﬂ % 2100084515 X Virginia Housing

= CumentLoan: Tom TEST | C_Registerad | New s @ O =
Favorites £ M Loan Summary Information - C v
1 URLA

Borrower Information

Attachmeants

Dates - C

This brings up the Products and Pricing window. Review each panel and enter any missing data.
5. In the Products and Pricing window, navigate to the P&P Pricing page to bring up the full pricing details for
the selected product.
@ Products and Pricing ®

PR Emndict ERpniy Selected Product: GI0F_CONV

P&P Pricing Interest Rate: Dbt Ratio:
3.5000% 10.71%
PAP Cor Rale Lock
LTV: Housing Ratio:
93.9394% 10.71%
cLTV:
95.7576%
Principal And Interest:
$696.02

Click Price to see pricing in
the grid below

Pricing and Adjustments

Pricing Date APOR Int Rate Set Date

02021, 711 PM o 101072021 06:58 PM &

60 Days

0% 100.375 001 100.000
3.625% 100.750 100625 100,500
3,750 QBT 100,875 100.7!
38T 1.0 1.000 100,875

0 0.5 1.375 101

4.125% 101.675 101.750 101,623
4.250% 102.250 102125 102,000
4.375% 102.625 102.500 102.375 -
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6. Select the pricing by clicking the appropriate box in the Pricing and Adjustments panel, the selected
pricing will be reflected in the Adjustments Grid then click Next.

@ Products and Pricing
P&P Loan Informalion

PAP Protuct Elgioiiny Selected Product: CI0F_CONV

P&P Pricing Interest Rate:
3.5000%

P&P Coer Feabe Lock
LTv:
93.9394%
CLTV:

95.75T6%

Frincipal And Interest:
$696.02

Pricing and Adjustments

Gnd View

Doln[s

Pricing Date

Interest Rate

AQIQ2021, 711 PM

Debt Ratio:
10.7T1%

Housing Ratio:
10.71%

APOR Int Rate Set Date

) 101072021 05:56 PM

3.125% 98375 98125 98,000

3.250% 99.125 9B.875 98,750

3.375% 99873 99,623

3.500% 100375 100.125

3.625% 100.750 100,625 0.500

3.750% 100.875 100,875 0.75

JBT5% 101.000 101.000 0.675

4.000% 101.500 101.375 250

Adjustments Grid

Adjustment Type Interest Rate Margin Price
Baze: 3.375% 000 100,625
System Adjustment 0.125 DD 0625
Manual Adjusiment 000 0.0005% 0000
Total Adjustment 0.125% 0.000% -0.625
Net: 3.500% 0.000% 100.000

& Back Nexd B

Note: Loan with a PLUS 2" will reflect a System Adjustment dependent on the Mortgage Product selected.

CONYV = 0.125% interest rate adjustment
FHA = 0.250% interest rate adjustment
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7. This brings up the P&P Corr Rate Lock page. Click the SPARC/FirstHome Dream Lock Request Form
button.

® Products and Pricing

PEP Loan indormadson oaapse

F&F Product Elgibdity Proposed Pricing (Mot Locked)

F&F Pricing

P&P Corr Rate Lock

Lock Actions

Cancel Lock

ssion o a Lock Change Reques! form (see below). Once complele,
ange Request™ Afachment Cafegory. Falure o sefect ihe comect

Lock Change Request Fomm SPARC/FrstHome Dream Lock Reguest Form

Lock Information

8. Complete and save the fillable PDF to your computer.
Virginia Housing '

Sponsoring Partnerships & Revitalizing Communities
SPARC Reservation Form

[ SPARC Information |

Purpose: j Allocation: j

| Sponsor Acknowledgement |
Sponsor Name: Approved By (signature):

[ Originating Lender Information |
Originating Lender: Lender Loan #:
Branch Address:
Loan Officer: Lock Contact:
Lock Contact Email: Lock Contact Phone #:
Loan Information
Borrower: S5M:
Co-Borrower: SSN:
Property Full Address: Targeted Area: j
County: Property Type: j
Base Loan Amt: S Sales Price: § Appraised Value: §
Loan Program: j Plus Second: j Amount: S
Outside Sub. Financing: j Amount: 5 Entitu-
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9. Navigate to the Loan Summary Information — C page and click the Attachments button.

M Loan Summary Information - C n

Borrower Information

First Name Middle Mame

Wick John 584-53-6658 &

Househeld Infarmation

Household Composition # of Household Members # of Wage Earners # of Minors
- 1
Annual Household Income Homeownership ED Cours Gift'Grant
85,000.00 . Jol iy = Yes No

Virginia Housing Attributes

Utilities/ Attachments

Generate Lock Confirmation Attachments W

10. This brings up the Attachments page, click Add Attachments.
M Attachments

Attachments [0 ]

@ Add Attachments

Q

0

Attachment Name Category Attached Date | Attached By Comments
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11. The Add Attachment window displays, drag and drop or browse for your completed SPARC/FirstHome
Dream Lock Request form, select SPARC/FirstHome Dream Lock Request in the Attachment Category
dropdown list, Comment is optional then click the Upload Attachment button.

Add Attachment x
Loan Summary v
Loan Number: 2100084614 Property Address: 123 Daisey Lane
Borrowers: John Wick (Primary) Richmond, VA 23235
County: CHESTERFIELD

Drag & Drop Attachments Here

[ = m—— Drag the completed form to the Drag & Drop box or click
- Browse for Files... to select the form to be uploaded

File Name Size | Actions
SPARC TEST FORM.pdf 411.97 KB x
Total File Count; 1
Attachment Category Comment
SPARC/FirstHome Dream Lock Request . SPARC/FirstHome Dream Lock Request form completed

Cancel % Upload Attachment

+ Upioad Completed

SPARC TEST FORM . pdf was uploaded successfully.

Note: Once uploaded, an email is sent to the Virginia Housing Lockdesk. The loan will be manually locked and the
Lockdesk will notify you once it's completed.

M Attachments b
Attachments [ 1]
|: le— |Click Refresh if you don't see your documentl

Attachment Name Attached Date | Attached By

SPARC Lock Request 10/11,/2021 0%51:41 am  DelegatedAdmin, Dlevell SPARC Lock Request form completed
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REQUEST A LOCK PROGRAM CHANGE OR EXTENSION

Note: Lenders cannot benefit from better pricing or increased lock period due to multiple product changes. For
complete Lock-In Policies and Procedures refer to Chapter 3 of the Origination Guide.

1.

Click Products and Pricing » icon.

nn W 2100084615 X Virginia Housing

= CurrentLoan: Tom TEST | C_Registered | New JE s O =
Favorites L) : M Loan Summary Information - C v
N URLA

Borrower Information

Attachments

Dates - C

In the Products and Pricing window, navigate to the P&P Corr Rate Lock and click the Lock Change
Request Form button.

@ Products and Pricing X
PA&P Loam information
P&F Product Ebgldity Proposed Pricing (Mot Locked)

PEF Prcing

P&P Corr Rate Lock

Lock Actions

Cancel Lock

Lock Change Request Fomm SPARC Lock Regues! Form

Lock Information

Complete and save the fillable PDF to your computer.

Virginia Housing Lock Change Request Form

|\ﬁrginia Housing Information |

Last 5 digits of Virginia Housing Loan #:

| Lender Information |

Lender: Lender Loan #:

Loan Officer: Email:

Lock Contact: Email:

Extensions NOTE: See Attached Section B of Lock-In Policies and Procedures prior to submission.

Requesting an extension of j days at j
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4. Navigate to the Loan Summary Information — C page and click the Attachments button.

5. This brings up the Attachments page, click Add Attachments.

M Attachments L

Attachments [0 ]

R Add Attachments

Q

| Category Attached Date | Attached By Comments

6. The Add Attachment window displays, drag and drop or browse for your completed Lock Change Request
form, select Lock Change Request in the Attachment Category dropdown list, Comment is optional then
click the Upload Attachment button.

Add Attachment X
Loan Summary hd
Loan Number: 21000584614 Property Address: 123 Daisey Lane
Borrowers: ohn Wick (Primary) Richmond, VA 23235
County: CHESTERFIELD

Browse for Files...

Lock Change Request Form.pdf 411.97 KB x
Todal File Count 1
ARlachment Category Commen]
Lock Change Request - Lock Change request completed

m % Upload Attachment

+ Upload Completed

Lock Change Request Form_pdfl was uploaded successiully.

Note: Once uploaded, an email is sent to the Virginia Housing Lockdesk. The lock will be changed and the
Lockdesk will notify you once it's completed.

M Attachments g
Attachments D
(3] Click Refresh if you don't see your document

Attacked Date | Attached By

@Virginia Housing Page 52 of 76 Revised: 05.01.2025



Virgi nlﬂ

Mortgage Cadence User Guide Housmg

CANCEL A LOCK

Note: For complete Lock-In Policies and Procedures refer to Chapter 3 of the Origination Guide.

1. Click Products and Pricing » icon.

nﬂ ¥ 2100084615 X Virginia Housing

= CurmrentLoan: Tom TEST | C_Registered | New N e L
Favorites L - M Loan Summary Information - C
1 URLA =

Borrower Information

Attachments

Dates - C

2. In the Products and Pricing window, navigate to the P&P Corr Rate Lock and click the Cancel Lock button.

@ Products and Pricing X

P&P Loan Information Collapse All

P&P Product Eligibility Proposed Pricing (Not Locked)

P&P Pricing
Interest Rate Net Price Pricing Term

P&P Corr Rate Lock 0.0000%

Lock Actions

Inital Lock m

After your initial lock, additional lock medifications must be completed via the submission of a Lock Change Request form (see below). Once
complete, the Lock Change Request form, must be uploaded to Attachments in the "Lock Change Request" Aitachment Cafegory. Failure to select the
correct category, will result in no action being taken

Lock Change Request Form SPARC Lock Request Form

3. Lock status updates to Cancelled Lock.

..n W 2100097184 X

= Current Loan: test delegated | Cancelled/Withdrawn | Cancelled Lock
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CANCEL/WITHDRAW A LOAN

Note: For complete Lock-In Policies and Procedures refer to Chapter 3 of the Origination Guide.

1. Navigate to the Loan Summary Information — C page and click the Cancel/Withdraw Loan button.

lﬂ Loan Summary Information - C n

delegated test e TR
@ &
Household Information
Household Composition # of Household Members # of Wage Earners # of Minors
Select... - 1 YYYY YYYY
Homeownership ED Course Comp... Gift/Grant

Annual Household Income
) Yes No

70,000.00

Virginia Housing Attributes

Utilities/Attachments

Re-Generaie Lock Confirmation Attachments | Cancel/Withdraw Loan

2. Loan status updates to Cancelled/Withdrawn.

..n % 2100097184 X

Current Loan: test delegated)| Cancelled/Withdrawn |
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GRANTS

Note: For more information on Grant programs, please visit our Loan Information and Guidelines.

RESERVE A DPA/CCA GRANT

Note: Loan must be locked.

1. Navigate to the Loan Summary Information - C page, enter Appraised Value and save loan (ok to use
estimated value and update later).

LTV

Sales Price

165,000.00

Estimated Appraised Value

165,000.00

Appraised Value

165,000.00

2. Navigate to the Grant page which reflects the Max Grant Amount. Select Yes or No to reserve the max
grant amount, enter desired grant amount if less than the max then click the Reserve Grant button.

[ Cormrespondent Pages | Grant v

Grant

Reserve Max Grant Amount?
® Yes Mo

o

If No was answered to the question above - Enter

If Mo, Enter Desired Grant A
amount of Grant here to reserve less than Max Amount

Resene Granl Generate Granl Documents Altachments

Reserve Status and Amount
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3. Once done, the Reservation Status and Amount section on the Grant page updates with the reservation
details.

Reserve Status and Amount

4. The Virginia Housing Attributes section on the Loan Summary Information — C page also updates to
reflect the grant reservation details.

Virginia Housing Attributes

SPARC
MCC =% MCC Credit Rate
MCC
PLUS Loan Amount
VH Employee

0.

5. Click the Attachments button on the Grant page to view the Grant Award Letter.

RETve Sk w Atlachments

Attachments

Attachments

@, Add Attachments L

Attached Date | Attached By

101 22T 01506 pm - Dilevell

Cancel

Revised: 05.01.2025
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CHANGE A RESERVED GRANT AMOUNT

1. Navigate to the Grant page which reflects the Max Grant Amount. Select Yes or No to reserve the max
grant amount, enter desired grant amount if less than the max then click the Reserve Grant button.

[ Correspondent Pages | Grant 4« Back Next B

Grant

Reserve Max Grant Amount?
Yes @ Mo

If No was answered to the question above - Enter
amount of Grant here to reserve less than Max Amount

Reserve Status and Amount

If Mo, Enter Desired Grant A

2. Once done, the Reservation Status and Amount section on the Grant page updates with the new
reservation details.

Reserve Status and Amount

A b O fad r nd ¢ Ary ’
sfant Siatus LUrment ra AMOoun

3. Click the Attachments button on the Grant page to view the new Grant Award Letter.

reseive Gt w Atlachments
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CANCEL/WITHDRAW A GRANT

1. Navigate to the Grant page, select the reason for the cancellation in the Grant Status Reason dropdown
list then click the Cancel Grant button.

4« Back Mext B

[J Correspondent Pages | Grant
Grant

Cancel Grant

Grant Status Reason

Withdrawn by Borrower €3 - |

Cancel Grant

2. This window pops up, click Save Changes.

Unsaved Changes

ﬂ Before continuing, specify whether you want to save or discard the changes
Discard Changes | Save Changes

v Grant has been canceled 4

3. Reservation Status and Amount section on the Grant page updates to reflect the cancellation information.

Reserve Status and Amount

4. Click the Attachments button on the Grant page to view the Grant Cancellation Letter.

Atachments

Generate Grant Documents

Reserve Grant
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REGENERATE GRANT DOCUMENTS

1. Navigate to the Grant page and click the Generate Grant Documents button.

[1 Correspondent Pages | Grant & Back Next B

Grant

Reserve Max Grant Amount?
Yes @ MNo

If Mo, Enter Desired Grant A

Reserve Grant Generate Grant Documents

Reserve Status and Amount

2. Click the Attachments button to view the regenerated Grant Documents.

Reserve Grant Generale Grant Documenis Aftachmenis
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UNDERWRITING

1. Navigate to the Loan Exceptions VH page and click the Add Exception button.

[ Correspondent Pages | Loan Exceptions WH & Back Next B

Loan Exceptions

Change Status

Status | Date By Categaay Type Iem

2. This window shown below pops up. Complete the highlighted fields then click the Add button.

Add Exception x
Create 2 new exception to add to the loan by selecting parameters and compensating factors
Parameters Comment
Status * Comment
Requested = Can this berrower use mattress money? She had a large yard sale.
Category *
Azzel -
Type *
Assel -
itern *
Waiver -
Compensating Factors

You can select up 1o 10 compensating factors

See Comments

Cancel

3. Exception details are reflected.

] Correspondent Pages | Loan Exceptions VH & Back | Mext B

Loan Exceptions

Add Excepon Change Stahs

Requested 10112021 031133 pm | Dlevell

@Virginia Housing Page 60 of 76 Revised: 05.01.2025



Virginiaﬂ

Mortgage Cadence User Guide Housing

4. Click the Attachments button to upload supporting documents.

Exception Request Submission

RECIUES[ i |

5. The Add Attachment window displays, drag and drop or browse for your completed Exception supporting
documents, select Exception Documents in the Attachment Category dropdown list, Comment is
optional then click the Upload Attachment button.

Add Attachment x
Loan Summary A
Loan Number: 2100084599 Property Address: 5307 Midnight Drive
Borrowers: Grant TEST (Primary) Mechanicsville, VA
23111
County: HANOVER

Drag & Drop Attachments Here

Browse for Files...

Drag the exception docs to the Drag & Drop box or click
Browse for Files... to select the documents to be uploaded

Mattress money LOX.pdf 411.97 KB b 4
Total File Count: 1
Attachment Category Comment
Exception Documents - Letter of Explanation |

= e

+ Upload Compieted A X
Matiress money LOX_ pdf was uploaded successiully.

6. Click the Request Exception button.

Exception Request Submission

Request Exception Attachments
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7. This window pops up and click Save Changes.

Unsaved Changes

A Before continuing, specify whether you want to save or discard the changes.
-
Cancel Save Changes

Workflow Warning message displays reminding you to upload supporting documents.
Refer to Steps 4-5 above to uploads documents if not already done.

Workflow Warning: The ‘Exception Request’ Utility was x
successful and has been submitted to Underwriting. If you have

not already done so, please complete the Loan Exceptions screen

and submit your documents now in Attachments.
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DELEGATED UNDERWRITING SUBMISSION

1. Navigate to the Delegated Submission page. Ensure all information on page is complete and accurate then
click the Request Delegated Approval button.

[] Correspondent Pages | Delegated Submission % Back Mext B Fe

Borrower Information

HHH E Grant TEST (primary) =

Applicalion Management '

Last Mame First Mame S5N Date of Birth

TEST Grant BB4-60-8136 O7/24/1989 ]
v First Time Homebuyer Montraditional Credit
FICC TransUnion FICO Experian FICO Equifax

725 725 725 o’
Links

Household Infarmation

Froperty Information

Loan Infermation

Delegated Appraval Submission Loan Involvement

Loan QOfficer LO NMLS Lic Number Undenwnter

Reques! Delegaled Approval DLevell, DelegatedAdmin =~ €3~ 12345 DlLevel2, DelegatedUnder... £ -

2. The system generates a Delegated Approval Confirmation Notice and Compliance Agreement which
can be accessed in Attachments. Additionally, an email is sent to the Underwriter stating documents can
be accessed through Mortgage Cadence.

3. Loan status updates to Cleared to Close.

oo + -« I
= Current Loan: Grant TEST ﬁ Cleared to Close ||Iﬂ.:k&d
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NON-DELEGATED UNDERWRITING SUBMISSION

1. Ensure all information is complete and accurate on the Loan Summary Information — C and URLA pages.

2. Navigate to the Submissions — Packages/Documents page, click the Attachments Panel header to
expand/open the panel then click the Add Attachments button.

[.] Correspondent Pages | Submissions - Packages/Documents « Back | MNext »

w

Lender Information

Lender Loan Number

123456789000

Underwriting Submission

Submit Closed Loan Package

Submit Final Documents

Attachments Panel [ 2 ]

g ~
@ Add Attachments -5

3. The Add Attachment window displays, drag and drop or browse for your Underwriting Package, select
Underwriting Package in the Attachment Category dropdown list, Comment is optional then click the
Upload Attachment button.

Add Attachment X
Loan Summary v
Loan Number: 2100084545 Property Address: 2545 Edgehill Avenue
Borrowers: Cindy Taylor (Primary) Virginia Beach, VA
23454
County: VIRGINIA BEACH

Drag & Drop Attachments Here

Browse for Files...

File Name

Drag the underwriting package to the Drag & Drop box or click
Browse for Files... to select the package to be uploaded

Package Test.pdf 411.97 KB b 4
Total Fie Count: 1
Altachment Category Comment
Underwriting Package - UW Package for Submission

| @ Upload Attachment

Upload Completed

Package Test pdf was uploaded successfully.

Note: Refer to UPLOAD ATTACHMENTS for complete details on format and file size requirements.
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4. Click the Underwriting Submission header to expand/open the panel on the Submissions —
Packages/Documents page then click the Submit Loan for Initial Non-Delegated Review button.

Underwriting Submission

Lender Underwriter

level2, levef2 e -

Submit Underwriting Package for Loan Approval

Subimit Loan for Inftial Non-Delegated Review Submit Pre-Closng LW Conditons for Review

5. Loan status updates to C_Submitted for Credit Approval.

nn W 2100084545 X

= Current Loan: Cindy Taylof | C_Submitted for Credit Approval ||Locked

6. Once Virginia Housing has acknowledged receipt, the loan status updates to In Underwriting.

QIO * -~

= Current Loan: Cindy Taylor]| In Underwriting |{Locked

7. Ifloan is Approved, the system generates an “approval’ Loan Review Notification and Compliance
Agreement which can be accessed in Attachments and the loan status updates to Cleared to Close.
Additionally, an email is sent to the Underwriter stating documents can be accessed through Mortgage
Cadence.

8. Ifloan is Suspended, the system generates a Suspense Letter which can be accessed in Attachments and
the loan status updates to Suspend. Additionally, an email is sent to the Underwriter stating documents can
be accessed through Mortgage Cadence.
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SUBMIT UNDERWRITING CONDITIONS ON SUSPENDED LOANS

1. Navigate to the Submissions — Packages/Documents page, click the Attachments Panel header to
expand/open the panel then click the Add Attachments button.

[l Correspondent Pages | Submissions - Packages/Documents €« Back w

Lender Informatien

Lender Loan Mumber

123456789000

Underwriting Submission

Submit Closed Lean Package

Submit Final Documents

I Attachments Panel

¢ ~~
@ Add Attachments -

2. The Add Attachment window displays, drag and drop or browse for your Underwriting Conditions, select
Underwriting Conditions in the Attachment Category dropdown list, Comment is optional then click the
Upload Attachment button.

Add Attachment X
Loan Summary W
Loan Number: 2100084545 Property Address: 2545 Edgenil Avenue
Borrowers: Cindy Taylor (Primary) Virginia Beach, VA
23454
County: VIRGIMIA BEACH
—_——

)
1)
i Drag & Drop Attachments Here
I

_| Drag the underwriting conditions to the Drag & Drop box or click

Browse for Files... to select the conditions to be uploaded

Package Test.pdf 41197 KB x
T:H File Count: 1
Aftachment Category Comment
Underariting Conditions - UW Cond for Suspended loan| |

Sy Upload Attachment

+ Upload Completed

Package Test pdf was uploaded successfully.

Note: Refer to UPLOAD ATTACHMENTS for complete details on format and file size requirements.
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3. Click the Underwriting Submission header to expand/open the panel on the Submissions —
Packages/Documents page then click the Submit Pre-closing UW Conditions for Review button. A
notification is sent to the Underwriting Department stating Underwriting Conditions have been uploaded.

Underwriting Submission

Lender Undenwriter

etz evel2 o0 -

Submit Underwriting Package for Loan Approval

Submit Loan for Inftial Mon-Delegated Review Submit Pre-closing LW Condiions: for Review
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CLOSED LOANS

1. Navigate to the Submissions — Packages/Documents page, click the Attachments Panel header to
expand/open the panel then click the Add Attachments button.
s

[-] Correspondent Pages | Submissions - Packages/Documents

Lender Information

Lender Loan Number

123456789000

Underwriting Submission

Submit Closed Loan Package

Submit Final Documents

Attachments Panel [ 2|

g ~
@ Add Attachments -5

2. The Add Attachment window displays, drag and drop or browse for your Closed Loan Package, select
Closed Loan Package in the Attachment Category dropdown list, Comment is optional then click the
Upload Attachment button.

Add Attachment x
Loan Summary “*
Loan Number: 2100084545 Property Address: 2545 Edogehill Avenue
Borrowers: Cindy Taylor (Primary’) Virginia Beach, VA
23454
County: VIRGIMNIA BEACH

Package Testpdf 411.57 KB x

Altachmeni Category Comment

Closed Loan Package - Closed loan plkg |

% Upload Attachment

Upload Completed A X
Package Test pdf was uploaded successfully.

Note: Refer to UPLOAD ATTACHMENTS for complete details on format and file size requirements.

@Virginia Housing Page 68 of 76 Revised: 05.01.2025



Virginiaﬂ

Mortgage Cadence User Guide Housing

3. Click the Submit Closed Loan Package header to expand/open the panel on the Submissions —
Packages/Documents page, enter the applicable contact information for notifications then click the Submit
Closed Loan Package button.

Submit Closed Loan Package

Enter contact info for Pend or Aprroval notification

Phone # 9

Contact Name Email Address "

Workflow Warning message displays reminding you to upload closed loan package.
Refer to Steps 1-2 above to upload package if not already done.
Workflow Warning: The Submit Closed Loan Package Utility was x

successful. If you have not already done so, please submit your
documents now.

4. Loan status updates to Closed Loan Submitted for Purchase.

o - oo - I
= Current Loan: Cindy Taylof | Closed Loan Submitted for Purchase |ILO|:ked

5. Once Virginia Housing has acknowledged receipt, the loan status updates to C_In Purchase Review.

DOER * - < I
= Current Loan: Cindy Tayloll C_In Purchase Review | I_ocked

6. The Quality Review Department reviews the loan and supporting documents, either Approves or Pends the
loan. If loan is approved, the status updates to C_Purchase Approved and a notification is sent to the
Purchase or Post-Closing contact. If the loan is pended, the status updates to C_Purchase Pended and a
Suspense Letter is emailed to the Purchase or Post-Closing contact (see next page to submit conditions for

pended loans).

7. After the loan is funded, the status updates to C_Purchased and a notification is sent to the Secondary
contact.
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SUBMIT CONDITIONS FOR PENDED LOANS

A pended loan status reflects as C_Purchase Pended. The Quality Review Analyst emails a Suspense Letter to the
Purchase or Post-Closing contact. Follow the steps below to submit Pre-Purchase Conditions for pended loans.

1. Navigate to the Submissions — Packages/Documents page, click the Attachments Panel header to
expand/open the panel then click the Add Attachments button.

[.] Correspondent Pages | Submissions - Packages/Documents « Back s

Lender Information

Lender Loan Mumber

123456789000

Underwriting Submission

Submit Closed Loan Package

Submit Final Documents

I Attachments Panel [ 2]

: ~
@ Add Attachments B

2. The Add Attachment window displays, drag and drop or browse for your Pre-Purchase Conditions, select
Prior To Purchase Conditions in the Attachment Category dropdown list, Comment is optional then click
the Upload Attachment button.

Add Attachment X
Loan Summary v
Loan Number: 2100084545 Property Address: 2545 Edgehill Avenue
Borrowers: Cindy Taylor (Primary) Virginia Beach, VA
23454
County: VIRGIMIA BEACH

Drag & Drop Attachments Hege

| Browse for Files... | Drag the conditions to the Drag & Drop box or click
Browse for Files... to select the conditions to be uploaded
Package Test.pdf 411.97 KB x
Iotal Fije Count
Attachmen! Category Comment
Prior To Purchase Conditions - Prior to Fund Conditions

% Upload Attachment

Upload Completed A X
Package Testpdf was uploaded successiully.

Note: Refer to UPLOAD ATTACHMENTS for complete details on format and file size requirements.
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3. Click the Submit Closed Loan Package header to expand/open the panel on the Submissions —

Packages/Documents page, enter the applicable contact information for notifications then click the Submit
Pre-Purchase Conditions button.

Submit Closed Loan Package

Submit Closed Loan Package

Contact Name Email Address

Enter contact info for Pend or Aprroval notification then
click the Submit Pre-Purchase Conditions button

Submit Pre-Purchase Conditions

Phone #

Workflow Warning message displays reminding you to upload pre-purchase conditions.
Refer to Steps 1-2 above to upload conditions if not already done.
A Workflow Warning: The ‘Submit Pre Purchase Conditions’ Utility X

was successful and has been submitted to Purchase Review. If you

have not already done so, please submit your documents now in
Attachments.

4. Once loan is approved for purchase, the loan status updates to C_Purchase Approved and a notification is
sent to the Purchase or Post-Closing contact.

5. Atfter the loan has been funded, the status updates to C_Purchased and a Loan Purchase Advice is sent to
the Secondary contact.

6. If the loan is denied, the status updates to C_Denied and a Denial Letter is sent.
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SUBMIT FINAL DOCUMENTS

1. Navigate to the Submissions — Packages/Documents page, click the Attachments Panel header to
expand/open the panel then click the Add Attachments button.
v

[-] Correspondent Pages | Submissions - Packages/Documents

Lender Information

Lender Loan Mumber

123456789000

Underwriting Submission

Submit Closed Loan Package

Submit Final Documents

I Attachments Panel [ 2]

: ~
@ Add Attachments -

2. The Add Attachment window displays, drag and drop or browse for your Final Documents, select Final
Documents in the Attachment Category dropdown list, Comment is optional then click the Upload
Attachment button.

Add Attachment X
Loan Summary v
Loan Number: 2100084545 Property Address: 2545 Edgehill Avenue
Borrowers: Cindy Taylor (Primary) Virginia Beach, VA
23454
County: VIRGINIA BEACH
| |
: Drag & Drop Attachments Here !
| ]

Browse for Files... | Drag the final docs to the Drag & Drop box or click

Browse for Files... to select the final docs to be uploaded

Actions

Package Test.pdf 41197 KB x
Total File Count
Attachment Category Comment
Final Document - DOT and TP
@ Upload Attachment
Upload Completed A X

Package Test pdf was uploaded successfully.

The Virginia Housing Post-Closing Department will be automatically notified once
documents are uploaded with the Final Document attachment category selected

Note: Refer to UPLOAD ATTACHMENTS for complete details on format and file size requirements.
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TROUBLESHOOTING COMMON ISSUES

P&l BLANK AND/OR TOTAL PITI NOT CALCULATING CORRECTLY

If you run into a scenario in which the P&l (Principal and Interest) for the proposed payment is reflecting as $0.00
and/or the total PITl is not calculating correctly, double check the following fields within the loan to ensure that they

are completed correctly:

¢ Navigate to the Dates panel in the Loan Summary Information — C page and make sure the correct First
Payment Date has been entered correctly (must be a date in the future) and it is not blank:

N Correspondent Pagesl| Loan Summary Information - C ]

Government Loan Data

Dates |

Application Date

Estimated Closing Date

First Payment Date

03/21/2024 o} 05/31/2024 (] 07/01/2024
Application Received Date Estimated Loan Disburse... Loan Approval Date
03/21/2024 i} mm/dd/yyyy i) mm/dd/yyyy

« Back Next > n

-

-

¢ Ifitis aloan with Financed UFMIP/FF/GF, navigate to the Loan Summary Information — C page and make

sure the Base Loan Amount, Financed UFMIP/FF/GF, and Cash UFMIP/FF/GF are entered correctly into
the applicable fields. Below is an example of an FHA loan with Financed UFMIP:

o - |

Property Information =

M Correspondent Fageil Loan Summary Information - C ]

APR/AMl/Income/Ratios/AUS

Loan Type Loan Amount LTV PITI

Selected Product Base Loan Amount Sales Price P&l
FHA30F_BOND ﬂ 96,500.00 100,000.00 o' 527.09
nterest Rate * UFMIP or FF Percentage Estimated Appraised Va... Other P & |
5.0000% o' 1.750000% 100,000.00 0.00

Rate Type UFMIP or FF Amount Appraised Value Taxes

Fixed e - ol 168275 100,000.00 100.00

Mortgage Type Financed UFMIP/FF/GF Down Payment Amount Hazard Ins
FHA o - o' 1,688.00 n 3,500.00 75.00

Loan Purpose Cash UFMIP/FF/GF Acquisition Cost Other Ins/RD Fee
Purchase S - o 075 n $000,000.00 o' 000

Lien Position ! Total Loan Amount LTV MI Monthly Amt
First o - o' 9318800 ' 96.5000% 67.90

Doc Type PLUS 2nd Mortgage Am CLTV HOA Dues

ole . ﬂ 0.00 o 96.5000% 5

Disclosure Type

TH A DFCRA ANAT

Other Financing

Total Housing

o' 769.99
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o Ifitis a Conventional loan with monthly MI, navigate to the Mortgage Insurance VH page and make sure
the applicable Renewal Rates and Terms are entered correctly:

ml Mortgage Insurance VH I b 4

Renewal Premium

MI Type Renewal Type
Monthly @ ~  Declining e -

First Renewal Rate 1st Renewal Term - Years
0.5400000% 10

Mortgage Insurance Sec... 2nd Renewal Term - Years
0.2000000% 20

Mortgage Insurance Thir... 3rd Renewal Term - Years

M1 Monthly Amt

v MI Remitted Monthly 139.97

Exclude State M| Fees from High Cost Test

Lender Paid MI

CO-BORROWER INCOME NOT INCLUDED IN QUALIFYING RATIOS

If you run into a scenario for a loan with multiple borrowers and the system is not including the co-
borrower/additional borrower(s)’ income in the qualifying ratios calculation, navigate to the Income Totals section of
the URLA 1b-1e Borrower Information page for the co-borrower or additional borrower(s) and make sure the box
shown below is checked to include financial information in qualifying ratios:

n IURLA | 1b.-1e. Borrower Information - Employment and Income ] n

s

Income Totals

= 2 H Click to toggle

between borrowers

Net Rental Income

Total Other Income

0.00

Qualifying Ratios

Include financial information in qualifying ratios

ON-0CCUPYING DOTTOWer INCome, assets, and iabines)

Income Totals
Total Borrower Income

o’ 4,000.00
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CLEAR CACHE AND HARD RELOAD

If you're having issues with connectivity, loading data, and/or receiving odd error messages, please try performing a
clear cache and hard reload following the instructions below as this can sometime resolve odd issues:

Clear cache in Chrome folllowing the steps highlighted below:

%) 0 &
O nNewtab Cirl+T
X New window Ctri+M
#  New Incognito window Ctrl#Shift=N
2 Person1 Mot signedin >
o Passwords and autofill *
D History »
%  pownloads Ctri+)
w  Bookmarks and lists E]
O  Extensions ¥
B  Clear browsing data... Ctrl+Shift+Dal
. @ Toom = 100% + HH
Clear browsing data
=  Print.. Ctrl+p
S AChmcac & search this page with Google...
o Translate..
Time ramge All time -
B Find and edit 3
Browsing hestory ['} Save and share *
Clears history, including in the search box
B8 More tools £}
H Coplies and other site data
Sagns you out of most sites @ Help ¥
Cached images and files o] Settings
F J 6 MB. 5 es may koad more siowly on your next visit. ;
rees up 91.6 MB. Some sites may load more slowly on your next visi B Exit
B  Managed by your organization

Cancel Clear data

After completing the the cache clear in Chrome, perform an Empty Cache and Hard Reload following the
additional steps shown below:
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Navigate to the Mortgage Cadence login page and click the F12 key on your keyboard. This opens up a new panel
on the right hand side of the screen which you can ignore then right click on the page reload button in the top left
side and select Empty Cache and Hard Reload as shown below. The system will think for a few seconds. Once
done you will see the username and password fields then close the panel on the right side of the screen and login
as normal.

2! Apnos Normal Reload Ctri«F MCP-Dev ) Deyforce
| Fard Reload o
lx O Elen
Empty Cache and Hard Reload
& v C
Fiiter
All  Fetch/XHR K

Virginia Housing

Mame

Virginia Housing

Logo
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