How to Apply for a Mortgage Credit Certificate with a Non-VHDA Loan

Purpose

This document provides the basic procedure for lenders to create an application for a VHDA
Mortgage Credit Certificate (MCC). Only lender-authorized users may access the MCC
system.

Lenders will only access the MCC system when processing the MCC with a non-VHDA loan.

(See the below steps for additional information.) For MCCs with a VHDA loan, all processing
be done in Mortgage Cadence, VHDA's loan origination system.

The MCC program is open to eligible individuals and families who:
* Meet income and home purchase requirements.
* Have not owned a home as primary residence in the past three years.

*  Meet the qualifying requirements of the mortgage loan. O Will use the home as their
principal/primary residence.

In Targeted Areas, the first-time homebuyer requirement is waived and there are increased
income and purchase price limits. The MCC may not be used in connection with the
refinancing of an existing loan.

Please visit the MCC Information page on VHDA.com for more detailed information.

Step

Action

In Internet Explorer, navigate to

= https://mcc.vhda.com P~

NOTE: red for using the MCC application ¢
not function correctly, 1ay receive errors during applicatiol

2 ] Log into the Mortgage Credit Certificate System using VHDA-supplied credentials.

NOTE: The logged-in point of contact (POC) receives all email correspondence on the MCC
from application through post-closing and is responsible for distribution of information relevant to
the MCC to others in the organization. The POC cannot be changed in the application process.
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y.... .

VHDA

& Sign In

Type your user name and password.

User name:
Password:
Affiliation: VHDA Partner  [+]
Sign In ]
Step Action

3 | The MCC Home screen appears. Click New Application to start.

If you have existing applications in the pipeline, they are displayed in a list on this screen.

%R» Mortgage Credit Certificate System
Secure Portal MCC Information Help
Filters: | Active v | l Atlantic Coast Mortgage, LLC Vv Enter Search Criteria Reset Filter New{t;pphcalmn
# Borrower's Name VHDA Loan # MCC App Date E lion Date Loan Closing Date Status Contact Name Reviewer
MCC0000016 Christmas, Mary C. 1111072015 New Ford, Harrison
MCC0000021 Thompson, Todd T. 111102015 11/30/2015 Application Review Ford, Harrison Hogeer

4 |The Lender Information screen appears. This shows your lender information (this is
autopopulated and cannot be changed). Click Save and Continue.

NOTE: You must proceed through the entire MCC application form in order to save the record. If

you exit the form without completing all sections, the application will not be saved.

Home Secure Portal MCC Information Help

Lender Information
Lender Information
Borrower Information

* Required Field
Property Information
Loan Information
Application Summary *Lender. | Atlantic Coast Mortgage, LLC Vv

*Loan Point-of-Contact: | Harrison Ford v
| Cancet | [ save :
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5 |The Borrower Information screen appears. For new applications, this starts with no borrowers
listed. Click Add Borrower to set up a new borrower.

Borrower Information

Lender Information

Borrower Information
No MCC Borrowers Listed
Property Information
Please enter a Borrower before continuing

Loan Information

Application Summary
Add Borrower

Step Action

6 ] Complete the borrower form. Required fields are marked with red asterisks. Click Save
Borrower to continue.

Borrower Information

Lender Information
Borrower Information
Property Information
Loan Information Pagutinad Fisd

Application Summary < Borower Type: [IB S
er Ty

Middle Initial :‘
Suffx W

*SSN:
*Date of Birth:

Homeowner within Past 3 Years?: | Select Homeowner Vv
*Ethnicity: | Select Ethnicity v

Ethnic Background:
7) American Indian or Alaska Native 7 Asian (O Black

") White (O Pacific Islander/Hawaiian (O Other

Borrower Current Address

*Street Address 1 ‘ ‘

Street Address 2 ‘ ‘

*City: | Select a City v }
County: | Select a County v
State: | VA
*Zip:
Save Borrower Cancel
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7 |Repeat if needed to add additional borrowers. You can also edit borrower information or delete
borrowers from the application on this form. Click Save and Continue to proceed in the

application.

Lender Information
Borrower Information
Property Information
Loan Information

Application Summary

Borrower Information

Name

Borrower Current Address | DOB Primary Edit Duplicate SSNs

Bobby Jones

11409 Silver Bird Ct 01/18/1977 |Yes

Midlothian, VA 23112

Add Borrower

(« Go Back

¥

Step

Action

The Property Information screen appears. Complete the form. Required fields are marked with
red asterisks. Click Save and Continue to proceed in the application.

Lender Information
Borrower Information
Property Information
Loan Information

Application Summary

Property Information

* Required Field

<< Go Back

*Street Address 1 ‘ | |

Street Address 2 ‘

“City ‘ Select a City

State: | VA

*Zip: ‘
Is Targeted

*Sales Price:
*Acquisition Cost:
Property Type: | Select Type v
*Construction Type: | Select Type V
*Number in Household i |
*Gross Annual Income:

Cancel Edit Save

Save and Continue >>
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9 |The Loan Information screen appears. Complete the form. Required fields are marked with red
asterisks. Click Save and Continue to proceed in the application.

Lender Information

Borrower Information

Property Information
Loan Information

Application Summary

Loan Information

* Required Field

*First Mortgage Amount:

“Program Type: | Select Program v

“Interest Rate Type: | Select Rate v

=Interest Rate (%)
*Loan Application Date:
“Estimated Loan Closing Date:

*Number of Dependents

*Number of Wage Eamers:

Cancel Edit Save and Continue >>

Rl

Step

Action
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10

An application summary screen appears. This shows most of the information that you entered in
one view (screenshot edited for space).

Click Finish (bottom of screen) when you are ready to finalize the application.

Home Secure Portal MCC Information Help Ll LS

The MCC application is ready to be submitted!

MCC Application Summary

Status: MCC Draft
Application # MCC0000124
Application Date:  11/18/2015
Expiration Date:

Actual Closing/lssue Date:

Loan

Sales Price:  $100,000.00

S X T Z 222222222222 22 2 2 2 2

VHDA Loan Number:

Primary Borrower

Name: Jones, Bobby

Date of Birth: ™/*/1977 View DOB

Social Security Number: ™"-"-3987 View SSN

Property
Property In Targeted Area: No

P8 LLLOSEVETFTEEFFIOOOO0O000 0022

Number in Household: 1

Lender

0 8 S P PP IPPOOPFNFEFPYVDIPOOOSOOSOSISISOSSS

Contact Phone:  (5804) 343-1111

Entered By: Harrison Ford

Step| Action
11 |After you submit the application, click Upload to open the VHDA Electronic Document Transfer (EDT)
portal.
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NOTE: The MCC application will remain in a status of New and will not be reviewed by VHDA until the
required application documents are uploaded.
Edit [ % Upload 3¢ Cancel
The MCC application has been submitted and is awaiting Approval!
MCC Application Summary
Status: New
Application # MCC0000124
12 ]Select Application Package in the VHDA Document Type menu and review the documentation
requirement for the application. The list of required documentation is also included in the appendix of this
document.
Create a PDF package including the required documents and click Browse to select the package for
upload. If applicable, enter the VHDA loan number.
Click Submit to upload the package.
g ...} ELECTRONIC DOCUMENTS TRANSFER
VHDA
Upload MCC Document(s) Navigate
You may upload mumple documents but only one at a time Upload MCC Document(s)
* Required fields
* VHDA Document Type Application Package ¥
* Document BrowseT}
* MCC Application Number:  MCC0000048
Contact Us
* Borrower Name Strong, Bill Last name, first name
VHDA Loan #
Required Documents = 45067
= Affidavit of Seller (Ex. F)
= Appraisal
= Divorce Decree or Settlement Statement (if applicable)
= Federal Tax Returns (most recent 3 years)
= Income Documentation
= Lender Loan Approval
= Loan Application / 1003
= Loan Program Disclosure and Affidavit of Borrower (Ex. E)
= MCC Application [signed by borrower and underwriter]
= Originating Lender Loan Submission Cover Letter (Ex. O) [signed by
underwriter]
= Sales Contract
Step Action
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13

When you see the confirmation message, note the confirmation number and close the EDT
window. You will also receive an email confirmation when the documents are uploaded.

We received your document. Thank you. Your confirmation Number is : 8009

* Required fields

* VHDA Document Type Please select... v

* Document [ Browse...

14

When the documents have been uploaded, the MCC application status changes to Awaiting
Application Review.

Home Secure Portal MCC Information Help

Active v ‘ ‘ Atlantic Coast Mortgage, LLC v ‘ Enter Search Criteria Reset Filter New Application

Filters:

Application # Borrower's Name VHDA Loan # MCC App Date Date Loan Closing Date Status Contact Name Reviewer

MCC0000016 Christmas, Mary C. 1111012015 New Ford, Harrison

Jones, Bobby 11/18/2015 Awaiting Application Review Ford, Harrison

When the application is being reviewed by VHDA, the status changes to Application Review.

Application # Borrower's Name VHDA Loan # MCC App Date Expiration Date | Loan Closing Date | Status Contact Name | Reviewer

MCC0000124 Jones, Bobby 11/18/2015 Application Review | Ford, Hamison | Hogeer

15

When the VHDA reviewer reaches a determination about the application, the status will change
to one of several options; you will receive an email notification about the status change.
« Committed (funds have been reserved for the MCC certificate pending loan closing)

Application # Borrower's Name VHDA Loan # MCC App Date Expiration Date Loan Closing Date Status Contact Name Reviewer

MCC0000124 Jones, Bobby 1171812015 12/1812015 Committed Ford, Harnson Hogeer

+ Application Pend (you will receive notification from the reviewer regarding additional
documentation requirements; repeat the upload process in steps 11-12 to continue)
* Rejected (you will receive notification of the reason behind the application rejection)

te Status Contact Name | Reviewer

Rejected | Fisher, Sally Hogeer

Step

Action

16

After closing the loan, you are expected to provide post-closing documentation to VHDA for
review. The list of required documentation is included in the appendix of this document and can
be viewed on the EDT portal.

When you have collected the required documentation, log into the MCC system and click the
Application # to open the application. The Application Summary opens.

Click Upload to go to the EDT portal.

NOTE: The MCC application will remain in a status of Committed and will not be reviewed by
VHDA until the required closing documents are uploaded.
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Home Secure Portal MCC Information Help s e
"} Upload
MCC Application Summary
MCC DOCUMENTS
Status:  Committed = Recapture Tax
Application #: MCC0000124 = Recapture Tax Chart
= Mortgage Credit Commitment
Application Date:  11/18/2015
= Print MCC Application
Expiration Date:  12/18/2015
17 |]Select Closing Package in the VHDA Document Type menu and review the documentation
requirement for the application. (This is also included as an appendix to this document.)
Create a PDF package including the required documents and click Browse to select the
package for upload. If applicable, enter the VHDA loan number.
Click Submit to upload the package.
y... . ELECTRONIC DOCUMENTS TRANSFER
VHDA
Electronic Document Transfer > Upload MCC Document(s) Text Size: A-A A+ | Print B
Upload MCC Document(s) Navigate
You may upload multiple documents but only one at a time Upload MCC Document(s)
* Required fields
* VHDA Document Type
* Document
pplication Number: MCC0000124 ContactUs
* Borrower Name Last name, first name
Required Documents = HUD 1 Settlement Statement 7
= Final Loan Application / 1003 (signed & dated)
= Note
= Post-Closing Cover Letter (Ex. P) [signed by lender]
= Recapture Tax Notification (signed & dated) [this document prints on
legal-size paper]
= Deed of Bargain and Sale
| Submit
Step Action
18 JWhen you see the confirmation message, note the confirmation number and close the EDT
window. You will also receive an email confirmation when the documents are uploaded.
We received your document. Thank you. Your confirmation Number is : 8009
* Required fields
* VHDA Document Type Please select... -
* Document Browse...
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19 [ When the documents have been uploaded, the MCC application status changes to Awaiting
Closing Review.

Application # Borrower's Name VHDA Loan # MCC App Date | Expiration Date Loan Closing Date Status Contact Name Reviewer
MCC0000124 Jones, Bobby 1171872015 12/1812015 Awaiting Closing Review | Ford, Harrison Hogeer

When the application is being reviewed, the status changes to Closing Review.

20 |When the VHDA reviewer reaches a determination about the application, the status will change
to one of several options; you will receive an email notification about the status change.

NOTE: You must change the filter to view MCC Issued and other post-review options. The
default Active filter does not show applications after VHDA has completed review.

*+ MCC Issued (the MCC certificate has been approved and will be sent to the borrower;
the point of contact is notified by email)

Home Secure Portal MCC Information Help

Filters: | MCC Issued v l\|Atlamlc Coast Mortgage, LLC Vv | Enter Search Criteria Reset Filter New Application

# Borrower's Name VHDA Loan # MCC App Date iration Date Loan Closing Date Status Contact Name Reviewer

MCC0000124 Jones, Bobby 111812015 12/18/12015 12/18/2015 MCC Issued Ford, Harrison Hogeer

+ Closing Pend (you will receive notification from the reviewer regarding additional
documentation requirements; repeat the upload process in steps 16-17 to continue)
* Rejected (you will receive notification of the reason behind the application rejection)

Ee

Reprinting Documents
You can reprint available documents from the MCC Application Summary screen. All documents
associated with an application are displayed in the yellow panel on the summary screen for that

application. Click the document name link to open it (PDF format); you can save or print the document
from your PDF software.

Home Secure Portal MCC Information Help

% U%Ioad

MCC Application Summary MCC DOCUMENTS

Status: Committed = Recapture Tax

Application # MCC0000002 = Recapture Tax Chart

= Mortgage Credit Commitment
Application Date:  5/18/2015

Expiration Date:  7/17/2015
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APPENDIX: Application and Closing Package Requirements

Application Package

« 4506T
«  Affidavit of Seller (Ex. F)
* Appraisal

» Divorce Degree or Settlement Statement (if applicable)

* Credit Report

* Income Documentation

* Lender Loan Approval

* Loan Application / 1003

* Loan Program Disclosure and Affidavit of Borrower (Ex. E)

* MCC Application [signed by borrower and underwriter]

» Originating Lender Loan Submission Cover Letter (Ex. O)[signed by underwriter]
+ Sales Contract

Closing Package

* Final Closing Disclosure

* Final Loan Application / 1003 (signed and dated)

* Note

* Post-Closing Cover Letter (Ex. P)[signed by lender]

* Recapture Tax Notification (signed and dated) [this document prints on legal-size paper]
* Deed of Bargain and Sale

APPENDIX: Automated Emails

The following are the emails that may be sent automatically from MCC to the lender point of
contact during the application workflow.

* Acknowledgement of Request with attached Recapture Tax Notification and Chart

+ Cancellation (reason specified in email)

« Commitment with attached Commitment Letter

* Expiration (application expiration period has passed)

+ Expiration Reset (application expiration period has been extended)

» Expiration Warning (10 days remaining before expiration of application)

*  Pend Application (additional documentation requirements specified in email)

* Pend Closing (additional documentation requirements specified in email) O Rejection
(reason specified in email)
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