CalHFA MAS User Guide:

Uploading and viewing documents

Where do I upload -_— e v
Cal HFA| MortgageAccess Signout
loan documents?
Help &
1. Once you have logged into CalHFA Lender Access
MAS, select the “View or O Loan Inquiy
Upload Supporting Loan 2 New Loan Reservation
Documents” from the main # Update Loan Reservation
MAS menu. % Cancel Loan Reservation
® view or Upload Supporting Loan Documents 4= MNew Feature
2. Find your reservation by & Duplicate Loan Morigage Submission Voucher
searching “loan number,” & Duplicate Loan Confirmation Transital
“last name” or “address.”
MAS
3. Click “upload” next to your -
reservation to begin upload- View/Upload Document Loan Inquiry
ing documents. Search Type: Loan Number @ LastName @ Address
Lasthame (Sl
LoaniD  CalbFA1st  Type LastName  FirstName  Status  Address
1303048 CalHFA FHA SMITH GINA 415 123 UPLAND COURT
1303058 CalHFA EEM + Grant  SMITH PATTI 410 1245
1303059 IvHome SMITH PATTI 410 1245 [WEe—

Loan Inquiry page listing loan reservations

HELPFUL TIPS FOR UPLOADING LOAN DOCUMENTS:
e 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.

e 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.

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



How do I upload loan documents?

1. Click on “Choose Files” next to

Upload Supporting Loan Documents

each document that you want to
upload.

LoanlD
Loan Type
Eorrower Name

Status Description

Navigate to the location where
you saved the document, then

1303068
CalHFA FHA
SMITH | GINA

120 - New Reservation as of 01/08/2018

Your Loan Package is incomplete and has not been submitted to CalHFA.

click “Open.” You'll return to the
Upload Screen and the name of
your document will now appear.

CalHFA Borrower's Affidavit (3/9/14)

Final Automated Underwriting Findings (DU or LP)

To upload multiple docu-
ments at a time, for example
W-2’s, use the CTRL button

on your keyboard while clicking
your documents. When you
return you'll see the number of
documents you selected instead IRS Form 45067 ©
of the file name. E

Credit Report @

W-2(s) @

Homebuyer Education Certificate ©

Final 92900-LT wisigned 92900-A page 3 @

Lender's In-House Underwriting Approval

Signed Final or Initial First Mortgage Loan Application (1003) @

Verification of Employment (VOE) @

Federal Income Tax Returns {1040) or Transcripts (3 years) @

Paystubs or other Income Documents @

Choose Files | Bomower Affidavit. pdf
| Choose Files | Mo file chosen
Choose Files | Mo file chosen
Choose Files | Mo file chosen
Choose Files | Mo file chosen
Choose Files | Mo file chosen
Choose Files | Mo file chosen
Choose Files | Mo file chosen
| Choose Files | Mo file chosen
Choose Files | 2 files
Choose Files | Mo file chosen
Choose Files | Mo file chosen

it or Escrow Instructions Mo file chosen

d Purchase Ag

Appraisal (URAR)
Once you have selected your
documents, you must click the
“Upload Documents” button at
the bottom of the page. You'll
then see the upload confirma-
tion page.

Lender Communication

Income Calculator

@ Upload Documents

If you need to delete and/
or replace a document that you
have uploaded, you can return

to the View Upload Documents
page and click the “X"” next to

the document.

LoaniD

Loan Type

Borrower Name

Status Description

Preliminary Title Report @

“Life of Loan" Standard Flood Hazard Certificate

Choose Files
Choose Files | Mo file chosen
Choose Files | Mo file chosen

Choose Files | Mo file chesen

Loan Document upload page

Upload Supporting Loan Documents

1303068
CalHFA FHA
SMITH | GINA

120 - New Reservation as of 01/08/2016

Your Loan Package is incomplete and has not been submitted to CalHFA.

CalHFA Borrower's Affidavit (9/9/14)

®

Homebuyer Education Certificate &

®

Final 92900-LT wisigned 92900-A page 3 @

Final Automated Underwriting Findings (DU or LP)

Barrower Affidavit. pdf

Homebuyers Cert pdf

Choose Files | No file chosen
ejohnson@calhfa.ca.gov 1/8/2016 4:18:23 PM

Choose Files | No file chosen
ejohnson@calhfa.ca.gov 1/8/2016 41910 PM

Choose Files | No file chosen

Choose Files | No file chosen

Loan Document upload page showing delete buttons



How do I submit the completed package for review?

]' ' O nce al l dOC um ents for yOU r Upload Supporting Loan Documents - Success

loan have been successfully loanp 1303068
uploaded, you will now see LoanType  CalHFA FHA
the “Submit Initial Package to orrouer Name - SHITHT GINA

Status Description 120 - New Reservation as of 01/08/2016

CalHFA” button.

The following document(s) have been successfully uploaded. [l JERFITTITE =R SRS TeET T

LM Be sure to click this but-

Document Name Document Type Upload Date Upload by
ton to submit your completed Apprasaloct Aporasal (URAR) 2016 42307 P ciomson@ealtfacag
paC kage tO Ca | H FA Prelim.pdf Preliminary Title Report /812016 4:23:07 PM ejohnson@calhfa.ca.g
Flood Certpdf “Life of Loan™ Standard Flood Hazard Certificate 1/8/2016 4:23:.07 PM ejohnson@calhfa.ca.g
You'll lose the ability to Upload success page showing complete loan package

delete and replace documents
once you “Submit Package,” so
make sure all the documents Foan Submission Confirmation

are accurate before completing Yes, my loan application package is compiete. 16 ike o submit it fo CalHFA
this step.

Cancel Submit Package

2. Once you have submitted

the Completed paCkagev you Confirmation message and final “Submit Package” button
can verify that the Status
Description has Changed from Upload Supporting Loan Documents
Status 120 (new reservation) loanp 1303068
to Status 410 (file received for LoanType  CalHFA FHA
Compliance rEVieW). 5(::::::::‘: j:::::::ived for Compliance review as of 01/08/2016
3. You will also receive a confirma- CalHFA Borrower's Affidavit (9/9/14) [ Ghoose Files | No fil chosen
tion email that your documents Boroner Ao ehrson@saliiasagor | 12075 41823 U
have been submitted for com- Homebuyar Education Cartficate © Ghooss Bl No e chosen
Homebuyers Certpaf eomson@ealtacagoy | 820454440 Pl

pliance review.

Upload page showing file status change
If you need to upload
additional documents, you
can do that by returning to the P—
View/Upload Screen. ponce
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