CalHFA MAS User Guide:

Purchase Review document

Where do I upload - M e
‘A| MortgageAccess sign out

my Purchase

Package? e

CalHFA Lender Access

1. Once you have logged Q Loan nquiry
into MAS, select “Upload TR e
Documents for Compliance AN Reea
and Purchase Review” from X Cancel Loan Reservaion
the main MAS menu. ® Upload Documents for Compliance and Purchase Review 4= New Feature

- Best Used with Google Chrome

& Closing Documents 4= New Feature

2. Find your reservation by
searching “loan number,”
“last name” or “address.”

& Loan Mortgage Submission Voucher

Main MAS menu, click “Upload Documents for Compliance and Purchase Review

Compliance and Purchase Document Upload Loan Inquiry

3. Click “Select” next to your

. . Search Type: # Loan Number LastName (. Address
reservation to begin upload-
ing documents. LoanNumber {30368
Loan ID CalHFA 1st  Type Last Name First Name Status  Address
1303581 CalPLUS Conventional with ZIiP 4% DAWSON GINA 440 1112 ELECTRIC AVENUE Select

Loan Inquiry page listing loan reservations

HELPFUL TIPS FOR UPLOADING LOAN DOCUMENTS:

e This site works best with the Chrome browser. All other browsers may encounter problems. To
download Chrome, please visit www.google.com/chrome

¢ |f you do not have access to CalHFA's MAS lender portal please visit www.calhfa.ca.gov and
click on MAS Login to register. Contact your company MAS system administrator for approval.

¢ All documents must be in PDF format and must not be locked or encrypted.
¢ Roll the mouse over the question mark icon for additional help.

¢ A note of incompletion in red text will be visible until you have uploaded all necessary
documents. At that time the note will disappear and the option to submit documents will
appear. Don’t forget to submit.

e View our Uploading Purchase Document video at www.calhfa.ca.gov/about/videos/sftraining.htm



4.

Then click on “Upload Purchase
Documents”

If you don’t see the

option to upload purchase
document and instead you

only see “Upload Compliance
Documents” you are currently
viewing details of the First loan.
Select the correct loan from the
associated loan table and try
again.

From the Purchase Review
Document Upload screen click
on “Choose Files.”

Navigate to the location where
you saved the document, then
click “Open.”

Loan Details

CalHFA Loan ID 1303582

Lender Loan #
Status Description
Loan Type Zero Interest Program (ZIP)
Borrower Name DAWSON | GINA

Lender 999 - CalHFA

1112 ELECTRIC AVENUE

Address
Loan Amount $11.000
Reviewer Name
Comments
Associated Loans
Loan Type

CalPLUS Conventional with ZIP 4%

©Back |

® Upload Purchase

510 - Purchase file received as of 07/15/2016

Loan ID

1303581 440

Status

hLockrae | Eatiom

Loan Details page, click “Upload Purchase Documents”

Purchase Review Document Upload
Loanip 1303582

Loan Type Zero Interest Program (ZIP)

Borrower Name DAWSON | GINA

Status Description

Mortgage Submission Voucher (MSV Il)
Promissory Note and Endorsement/Allonge @
Deed of Trust @

Assignment of Deed of Trust @

Closing Disclosure/TIL @

Signature Affidavit @

1st Loan Payment History ©

MIN Summary @

@® Upload Documents

440 - Conditional Approval as of 07/13/2016

Loan Purchase Package is incomplete, your review cannot be initiated. Please upload all required documents.

Choose Files | No file chosen
_Choose Files | No file chosen
Choose Files | No file chosen

Choose Files

Choose Files | No file chosen

Choose Files

Choose Files | No file chosen

Choose Files

No file chosen

No file chosen

No file chosen

Purchase Review Document upload page, click “Choose Files”

=1

v‘l « CalHFA » SampleDocuments P Sample Closing Documents

v| +5 ‘ ‘ Search Sample Closing [

Organize ~ New folder B

4\ Favorites RE Name . Date modified Type Size
M Desktop “% Allonge 7/11/2016 4:33PM  Adobe Acrabat D.. 539KB
I Personal = n; Assignment of Deed of Trust 7/11/2016 437 PM  Adobe Acrobat D... 534 KB
l4 Downloads “L Closing Disclosure-Sample 7/11/2016 338 PM  Adobe Acrobat D... 61 KB
< Recent Places "L Deed Trust - MyHome FHA 7/11/2016 346 PM  Adobe Acrobat D.. 176 KB
'1 MIN Summary 7/12/2016 8:18 AM  Adobe Acrabat D... 171 KB
4[] Libraries “L MsV-I-subordinate-5-16 7/11/2016 438 PM  Adobe Acrobat D.. 696 KB
). Documents =L Payment History 7/12/2016 10:03 A.. Adobe Acrobat D... 220 KB
» . Music ‘1 Promissory Note - MyHome FHA 7/11/2016 3:44PM  Adabe Acrobat D... 91 KB
& Pictures Z Signature Affidavit 7/12/2016 8:26 AM  Adobe Acrobat D... 18 KB

B videos =
9 items Offline status: Online
) Offline availability: Not available

Navigate to file you wish to upload



7. The name of your docu-
ment will now appear on the o
Purchase Review Document Coaniupe; oG G
Upload page. Click the “Upload el SRR SN
Documents” button at the bot- Hpemgn TR
tom of the page.

Purchase Review Document Upload

Loan Purchase Package is incomplete, your review cannot be initiated. Please upload all required documents.

Mortgage Submission Voucher (MSV Il) [ Choose Files | MSV-Il-subor _te-5-16. paf
8. The Purchase Review Promissary Note and Endorsement/Allonge @ [ Choose Files | No file chosen
Document Upload - Success Deed of Trust @ | Choose Fies | No fle chosen
page W| | | Confi rm your u p|oad . Assignment of Deed of Trust @ | Choose Files | No file chosen
Please aISO see your ema” Closing Disclosure/TIL @ \icnnnse Files | No file chosen
inbox for a confirmation of ok e e
documents added. S —

9. If you have met the document
requirement you will see the The name of your document appears. Click “Upload Documents.”
option to “Submit Purchase
Package to CalHFA.” Your file
will not be reviewed unless you loantype  Zer0 Inerest Frogram (Z1P)
click the “Submit Package” BoriowerName  DAWSON | GINA
button in the next screen. s peserpton 0 Cenelionalfpprova e T

Purchase Review Document Upload - Success

LoaniD 1303562

The following document(s) have been successtully uploaded

I Submit Purchase Package to CalHFA

It is important to note you

can always add to your docu- e — — . — ;2
ment folders by returning to the T meewee
i Allonge.pdf Promissory Note and Endorsement/Allonge 7/15/2016 11:01:28 AM ejohnson@calhfa.ca.gov

upload Screen bUt you Wl ” nOt Promissory Note - MyHome FHA pdf Promissory Note and Endorsement/Allonge 7H52016 11:01:28 AM ejohnson@calhfa.ca.gov
be able to delete documents If requirements are met, click “Submit Purchase Package to CalHFA”
once you have submitted your S SR ——
fl |e to Cal H FA for reVIeW )] Signature Affidavit.pdf ejohnson@calhfa.ca.gov 7/15/2016 11:01:30 AM

1st Loan Payment History @ Choose Files | No file chosen

@ Payment History.PDF ejohnson@calhfa.ca.gov 7/15/2016 11:04:20 AM

MIN Summary @ | choose Files | No file chosen

@ MIN Summary PDF ejohnson@calhfa.ca gov 7/15/2016 11:04:20 AM

@® Upload Documents I Submit Purchase Package to CalHFA

If requirements are met, click “Submit Purchase Package to CalHFA”

Loan Submission Confirmation

I have submitied all documents required for purchase review. | understand if my package

is incomplete or incorrect it will be suspended or rejected.
Cancel Submit Package

Your file will not be reviewed unless you click “Submit Package”




10.0nce you submit you will notice
L Purchase Review Document Upload
the status description changed i
LoaniD
from “440 - Conditional (oantype 2o nsrest Program (2P)
Approval as of ..."” to “510 - Bortower Name  DAWSON | GINA
H - us Description 510 - Purchase Tile received as of 07/15/2016
Purchase file received as of ...” et
Mortgage Submission Voucher (MSV I1) [ Choose Files | Na file chosen
CheCk your ema”, you W||| MSVAHl-subordinate-5-16.pdf ejohnsen@calhfa ca gov THE2016 11:01:30 AM
recelve an emall Conflrmlng you Promissory Note and Endorsement/Allonge @ | Choose Files | No file chosen
have Submltted your purchase Allonge.pdf ejohnson@calhfa.ca.gov THE/2016 11:01:30 AM
Promissory Note - MyHome FHA pdf ejohnson@calhfa.ca.gov THM5/2016 11:.01:30 AM
paCkage' Deed of Trust e Choose Files | No file chosen
Deed Trust - MyHome FHA pdf ejohnson@calhfa.ca.gov 7152016 11:01:30 AM
Submitted files are reviewed in Assignment of Deed of Trust R v i hosei
the order they are rece|ved MIN Summary.PDF ejohnson@calhfa.ca.gov TH5/2016 11:01:30 AM
Closing Disclosure/TIL @ Choose Files | Na file chosen
If you upload additional Status Description code is now “510 - Purchase file received ...”

documents once the file has
been assigned to a reviewer
you do not need to contact the

reviewer, the reviewer will be LLLgl Check our website to
copied on the document upload see what day our reviewers
confirmation email. are working on and determine

where your file is in line.

Post-closing

MyHome/ZIP/ECTP

485 July 6

Subordinations

July 14

HOxx 07/16

Cal HFA| B
California Housing Finance Agency Visit: WWW.Cthfa.ca.gOV or call: 877.9.CalHFA (8779225432) Not printed at taxpayers’ expense.




