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Chapter 1: Portal Overview 
 
Chapter 1 gives an overview of the VHFA Lender Portal, explaining how to log in, use the Lender Home 
screen, and access important loan management tools. It describes how to view loans in progress, 
download pipeline reports, cancel reservations, request program changes, and update user information.  
 
1.1 Accessing the Portal 
 
To access the portal, navigate to loc.vhfa.org and sign in using your credentials. If you are already a user in 
the previous VHFA Loan Origination Center, you may use your existing username and password to log in. 
Each lender has a designated VHFA lender administrator (ADMIN) who can add, edit, or disable users and 
help with login issues. If you forget your login credentials or need assistance accessing the portal, contact 
your designated lender admin. 
 

 
 
1.2 Editing User Information 
 
Click on the username found on the far-right hand side of the Lender Home screen to edit email address, 
password, and other information if necessary. Each lender has a designated VHFA lender administrator 
(ADMIN) who can add, edit, or disable users and help with login issues. If you forget your login credentials 
or need assistance accessing the portal, contact your designated lender admin. 
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1.3  Lender Home Screen 
 
After logging in you will be directed to the Lender Home screen. This screen displays the essential tools to 
manage your loans in progress, including a message center, current rates, access to loans by status, 
outstanding conditions, pricing, income limits, and guides, forms and resources. 
 

 
 
The navigation menu on the left side of the Lender Home screen provides links to start a New Reservation 
or use Loan Lookup to access the Loan Details screen for loans in process. Chapter 2 of this guide 
provides step-by-step instructions regarding how to reserve a new loan. 
 

 
 
At the bottom of the Lender Home screen are links to pricing, income and purchase price limits, guides, 
forms and resources, etc. These links will appear on the bottom of all screens. 
 

 
 
Select Guides, Forms, and Resources to access the most current VHFA Program and Procedural Guide, 
helpful quick reference guides, and VHFA Forms available for download. However, it is recommended that 
lenders obtain forms directly from the Loan Details screen where the forms will automatically populate 
with the relevant loan information.  
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1.4 Viewing and Accessing the Loan Pipeline 
 
Lenders have three options for viewing and accessing loans that are currently in progress: Loan Look Up, 
Loans by Status, and Outstanding Conditions.  
 
(1) Loan Lookup 
 
Loan Lookup is the most comprehensive view and enables lenders to view, sort, filter, and access all loans 
that are currently in process. Select a loan to navigate to the Loan Details screen. 

 
 
(2) Loans by Status 
 
Lenders can view and access loans by selecting the desired Loan Status. This method categorizes loans 
according to their current stage, making it easy to focus on segments of the loan pipeline. See section 
1.8. for an explanation of all loan statuses. 
 

 
(3) Outstanding Conditions 
 
Lenders may also view and access loans based on Outstanding VHFA Conditions. This feature allows 
lenders to easily identify, monitor, and access loans that require further action. 
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1.5  Downloading Pipeline Reports and Loan Information 
 
Lenders can download loan pipeline information in an Excel spreadsheet compatible (xlsx) file wherever 
the Excel Icon appears.  

 
1.6 Requesting Program Changes 
 
Lenders have the option to request a change to a different VHFA First Mortgage Program (MOVE, MOVE 
MCC, Advantage). To request a program change, select Program Change Request at the bottom of the 
Lender Home screen. After selecting this option, complete the required form with the necessary details. 
All program change requests must be submitted using this method. Requests made by any other means 
will not be processed.  
 

 
 

1.7 Canceling a Reservation 
 
Lenders can cancel an existing reservation directly from the Lender Home screen. To initiate the 
cancellation process, navigate to the bottom of the Lender Home screen and select Cancellation 
Request. Complete the form with all necessary details to ensure that the cancellation request is properly 
submitted. All cancellation requests must be made using this specific method. Any cancellation requests 
submitted through other means will not be processed. 
 

 
 
1.8 Loan Statuses 
 
As a loan progresses, VHFA will change the loan status to reflect the current stage of the loan. Lenders can 
view the current Loan Status on the Lender Home screen and on the Loan Details screen. Below is a 
complete list of the loan statuses that a lender will see.  
 

Loan Status Explanation and Lender Action 

Incomplete Reservation 

Lender began a loan reservation but did not finish entering all required 
information. Return to the Loan Details and select Modify 
Reservation to complete all required fields and submit the 
reservation. 

Reserved Lender has completed all information required to reserve the loan. 
When loan status reaches Reserved, select Print Forms on the Loan 
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Details screen to download VHFA forms and begin preparing the 
documents required for the VHFA compliance review. 

Incomplete 

VHFA has issued conditions after reviewing the documents uploaded 
for the initial VHFA Compliance Review. Outstanding Conditions are 
viewable from the Loan Details screen. To satisfy, from the Loan 
Details screen follow the instructions listed in the condition(s) and 
upload documents through Manage Documents. 

Conditional Commitment 

VHFA has reviewed the documents uploaded by the lender per the 
Compliance Checklist and confirmed the lender’s determination that 
VHFA eligibility requirements have been met. From the Loan Details 
screen select Print Forms, download the Conditional Compliance 
Commitment and follow the instructions regarding which VHFA forms 
to prepare for closing and how to upload to VHFA after closing.  

Post-Closing Conditions 

VHFA has issued conditions after reviewing the documents delivered 
to VHFA after closing. Outstanding Conditions are viewable from the 
Loan Details screen. To satisfy, follow the instructions listed in the 
condition(s) and upload documents through Manage Documents on 
the Loan Details screen. 

ASSIST (PC Approved) 

VHFA has reviewed the post-closing documents for the VHFA ASSIST 
down payment assistance loan and confirmed that all VHFA 
requirements for this program have been met. Continue monitoring the 
Loan Details screen for any remaining or newly issued Outstanding 
Post-Closing Conditions until the Loan Status reaches All VHFA 
Programs Approved. 

First Generation (PC Approved) 

VHFA has reviewed the post-closing documents for the VHFA First 
Generation down payment assistance grant and confirmed that all 
VHFA requirements for this program have been met. Continue 
monitoring the Loan Details screen for any remaining or newly issued 
outstanding Post-Closing Conditions until the Loan Status reaches 
All VHFA Programs Approved. 

VHFA Shared Equity (PC Approved) 

VHFA has reviewed the post-closing documents for the VHFA Shared 
Equity down payment assistance grant and confirmed that all VHFA 
requirements for this program have been met. Continue monitoring the 
Loan Details screen for any remaining or newly issued outstanding 
Post-Closing Conditions until the Loan Status reaches All VHFA 
Programs Approved. 

MCC Issued 

All Mortgage Credit Certificate (MCC) conditions have been met and 
the certificate issued. Continue monitoring the Loan Details screen for 
any remaining or newly issued outstanding Post-Closing Conditions 
until the Loan Status reaches All VHFA Programs Approved. 

All VHFA Programs Approved VHFA has reviewed the post-closing documents and confirmed that all 
VHFA requirements have been met for all programs. 



Lender Portal Guide 
 

VHFA Form #G104                          7 of 48 Rev Date: 2026 04 

Chapter 2: Reserving a Loan 
 
This chapter provides step-by-step instructions for reserving a loan. Lenders may reserve a loan after 
receiving a completed Loan Application and a Signed Purchase & Sale Agreement. The portal accepts 
reservations Monday–Friday, 10:00 a.m.–7:00 p.m. EST, unless VHFA notifies lenders otherwise. Fields 
highlighted RED are required; all other fields are optional (but recommended). You cannot submit a 
reservation unless all required fields are completed. 
 

2.1 Starting a New Reservation 
 
To begin a new reservation, select ‘New Reservation’ in the top left corner of the Lender Home Screen.  
 

 
 

Enter Mortgagor (i.e. Primary Borrower) name and social security information (required) and select 
‘Continue’. 
 

 
 
At the next screen enter all required information in the following order: Property, Mortgagors, Income 
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2.2 Property Section 
 
Enter all fields indicated with a RED highlight. The Reservation Number is automatically generated. For 
Lender Reference Number, enter the desired internal lender identifying loan number. For Lender 
Underwriter Name, enter the First and Last Name of the person reserving the loan. For Underwriter 
Contact Info, enter the EMAIL address of the person reserving the loan. 
 

 
 
For Purchase Price, lenders may enter the purchase price listed in the Purchase and Sale Agreement. The 
total acquisition cost must be below the VHFA limits published at the time of purchase. To calculate 
accurately, lenders are encouraged to review the Acquisition Cost section of the VHFA Federal Act Income 
and Acquisition Cost Worksheet (VHFA Form #S-601) prior to reservation. 
 

 
 

For property location use the physical address listed in Purchase and Sale Agreement. 
 

 
 
For Home in Targeted Area select ‘No’ in all cases. This is not applicable to reserve. 
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For Number of Units, VHFA has a two-unit max for all programs, select 1-unit or 2-unit ONLY.   
 

 
 
For Property Type select the applicable property type. As noted, maximum property size is 5 acres.  
 

 
 

For Construction, the only eligible selections are Existing Construction and New Construction. Select 
Existing Construction for a home that has been previously occupied, and New Construction for home that 
is newly constructed and has never been occupied. 
 

 
 
For Construction Type, select the improvement that best fits the subject property.  
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For Loan Purpose, the only eligible selection is Purchase. 
 

 
 
For Number in Household list the total number of all borrowers, non-borrowing spouses, and their 
dependents only.  
 

 
 
Complete Is Brokered Loan and Broker Name fields only if specifically instructed by VHFA. 
 

 
 
For Primary Loan Officer NMLS# and Primary Loan Officer fields enter information of Loan Officer 
working with the borrower. This information is important in case VHFA has questions regarding the 
reservation. VHFA only accepts reservations for borrowers working with loan officers who are physically 
located within Vermont.  
 

 
 
2.3 Mortgagor Section 
 
All Fields with RED highlight are required for each borrower, co-borrower, and non-borrowing spouse (if 
any).  The First Name, Last Name, SSN fields at the top will automatically populate from the first screen. 
Select Insert to add any additional co-borrowers or non-borrowing spouse to the reservation record. 
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For the Relationship choose between Primary Mortgagor, Co-Mortgagor, and Spouse (Non-Borrower) 
ONLY. 
 

 
 
For Credit Score, Enter representative credit score for Primary Borrower and Co-Borrowers. For Non-
Borrowing Spouse leave as “0” in all cases. 
 

 
 
Next complete Marital Status and Date of Birth. Selecting a Marital Status is MANDATORY for all 
Borrowers and Non-Borrowing Spouses. Select Married, Single, Separated, Unmarried, or Divorced only. 
Do NOT select Other, Unknown, or Not Provided. The Date of Birth is NOT required for Non-Borrowing 
Spouses. 
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Select Citizenship Status indicated on Uniform Residential Loan Application (URLA). This is not required 
for Non-Borrowing Spouses. 
 

 
 
Select the Gender provided on the URLA. This is not required for Non-Borrowing Spouses. 
 

 
 
Select Race/Ethnicity indicated on the URLA. This is not required for Non-Borrowing Spouse. 
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Select and enter the Present Residence and number of years at that residence (No. Years) based on the 
URLA. This is not required for Non-Borrowing Spouses. 
 

 
 
For Mailing Address select ‘Copy from Property Address’ to input from Property Fields (optional). For 
Email, enter the Primary Mortgagor’s email. This is not required for Non-Borrowing Spouses. 

 

 
 
2.4 Income Section  
 
Select Insert to add primary borrower income and repeat for any additional co-borrower or non-borrowing 
spouse. 
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For Income Type select Base Income and then input the total gross MONTHLY income as calculated on 
the VHFA Federal Act Income and Acquisition Cost Worksheet (VHFA Form #S-601).   
 

  
 
Repeat for each co-borrower or non-borrowing spouse (if any).  
 

 
 
When you have completed all fields, select Continue to get to the Program Selection screen. 
 

 
 
2.5 Program Selection  
 
You will arrive at the Program Selection page after completing property, borrower, and income. The Program 
Selection section requires lenders to specify the: 
 

• Underlying mortgage 
• VHFA first-mortgage program (MOVE, MOVE MCC, Advantage) 
• VHFA down payment assistance programs (if applicable)  
• Non-VHFA subordinate financing/grants (if applicable) 

 



Lender Portal Guide 
 

VHFA Form #G104                          15 of 48 Rev Date: 2026 04 

For Product Categories, select the VHFA First Mortgage Program (Advantage, Move, Move MCC). Only 
select Mortgage Credit Certificate if using a ‘Standalone’ MCC without VHFA MOVE MCC.  
 

 
 
For Products, select the underlying loan type: Fannie Mae (FNMA), Freddie Mac (FHLMC), FHA, RD, or VA 
and select Choose Product. 
 

 
 
After selecting both the VHFA program and underlying loan, enter information for the underlying loan. Enter 
the Base Loan Amount. For Funding Fee Financed include the amount for any financing that will be 
included in the first mortgage (i.e. financed upfront MI or Guarantee Fees). For P&I Payment select Calc 
and verify accuracy. For Loan Type select applicable loan product. MERS# and ULI# are NOT required and 
may be left blank. 
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2.6 VHFA Down Payment Assistance (DPA) Layers 
 
If applicable, select the VHFA Down Payment Assistance Program(s) to add to the loan record. 
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Select ASSIST to add it to the loan record if applicable. The box below will appear explaining some of the 
details of the program. The lien position defaults to “2” but may be adjusted by VHFA after reservation 
based on other subordinate financing. Base Loan Amount defaults to “$10,000”. However, eligible 
borrowers receive up to $10,000 for down payment and eligible closing costs, so the amount may be 
adjusted by VHFA or the lender after reservation.  

 

 
 
Select First Generation Homebuyer Grant to add it to the reservation record if applicable. Eligible 
borrowers receive $15,000 for down payment and eligible closing costs. Unlike Assist, which is a lien, First 
Generation Assistance is a GRANT. The amount CANNOT adjust after reservation, and the grant does NOT 
count toward the Combined-Loan-To-Value (CLTV). 
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Borrowers purchasing a property receiving a Shared Equity subsidy with a VHFA First Mortgage Program 
(Advantage, Move, Move MCC) may receive $5,000 for down payment and eligible closing costs. To add to 
the reservation, select Shared Equity Assistance Grant. Unlike Assist, which is a lien, Shared Equity 
Assistance is a GRANT. The amount CANNOT adjust after reservation, and the grant does not count toward 
the Combined-Loan-To-Value (CLTV). NOTE: If the Shared Equity Assistance is selected, then lenders must 
complete the Create a Mortgage Finance Layer section (below). 
 

 
 

2.7 Homeownership Development Program (HDP) Layers 
 
Eligibility for borrowers purchasing a property benefiting from the Homeownership Development Program 
(HDP) are reviewed by VHFA to ensure all compliance requirements are met. There are two types of HDP 
subsidies: Middle-Income Affordability Subsidy and VHFA Tax Credit. To determine which subsidy 
applies (or if both do) review the listing on the MIHDP Homes for Sale webpage at 
vhfa.org/developers/programs/MIHDP/homes.  
 

 

https://vhfa.org/developers/programs/MIHDP/homes
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After selecting MIHDP Affordability Subsidy, for Base Loan Amount use the subsidy indicated in the 
documentation. Leave Lien Position as the default.  
 

 
 
Repeat the same for VHFA Tax Credit, if applicable. 
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2.8 Non-VHFA Mortgage Financing Layers  
 
Select Create a Mortgage Finance Layer for borrowers receiving subordinate financing from a non-VHFA 
source that will result in a lien or a forgivable loan. This is REQUIRED for any borrower receiving non-VHFA 
subordinate financing and is necessary for the accurate calculation of the Combined-Loan-To-Value 
(CLTV) which must remain below 105%. Common examples include Shared-Equity, Federal Home Loan 
Bank of Boston down payment assistance programs like HOW, Lift Up, and EquityBuilder.  
 

  
 
For lien position enter “3” or greater, but the number is not critical and will be adjusted by VHFA after 
reservation if necessary. For Interest Rate, enter the rate for the subordinate financing, if applicable. For 
Base Loan Amount, enter the total amount received from that source. For Term, enter the length of 
amortization, or if forgivable, enter the period before forgiveness. If there is a monthly payment, select 
Calc and include P&I Payment. For Loan Type leave BLANK. For Community Lender Source enter the 
entity providing the financing. Other Description enter any other relevant information such as the source 
of financing and any additional information about the financing structure.  
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For Non-Agency Financing Type select the description for the applicable funding type. If the funding type 
is not listed, then select Other (Requires Description) and complete the description field with relevant 
details. 
 

 
 
Repeat for each finance layer, for example: 
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When you have completed all fields, select Continue. This will bring you to the last screen to complete 
the Reservation. 
 

 
 

2.9 Submitting the Reservation 
 
Disregard Transaction Detail, no selection is required. Select ‘Submit’ to complete loan reservation. 
Select Back to return to the reservation screen if you are not ready to submit.  
 

 
 
Once Submit is selected the reservation will be complete and you will be directed to the Loan Details 
screen. 
 

 
 
On the Loan Details screen, check the borrower and property details in the Loan Information and 
Additional Finance Layers sections for accuracy. If the information is not accurate, then select Modify 
Reservation or contact VHFA. This is important because VHFA Forms downloaded from Loan Details will 
auto-populate with the information provided in the reservation. 
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Chapter 3: Compliance Review 
 
This chapter outlines the steps for processing after the loan is reserved, including how to access and 
download required VHFA forms, upload the Compliance Checklist along with supporting documents in the 
specified order, and how to upload additional documents to address any outstanding conditions. 
 
3.1 Accessing Loan Details 
 
After the loan is reserved, navigate to the Loan Details page. See Chapter 1 for instructions regarding how 
to access the Loan Details page from the Lender Home Screen.  
  

 
 
On the Loan Details page, check the borrower and property details in the Loan Information and 
Additional Finance Layers sections for accuracy. If the information is not accurate, then select ‘Modify 
Reservation’ or contact VHFA. This is important because VHFA Forms downloaded from Loan Details will 
auto-populate with the information provided in the reservation. 
 
3.2 Checking Loan Status 
 
Loan Status History on the Loan Details page lists where the loan is in process. VHFA forms required for 
the compliance upload are available for download once the loan status reaches Reserved. 
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3.3 Printing Forms  
 
To access VHFA forms required for the initial compliance upload, select Print Forms. 
 

 
 
Download the Compliance Checklist to use as the checklist, stacking order, and coversheet for the 
compliance upload to VHFA.  
 

 
 
The VHFA forms listed in the Compliance Checklist must also be downloaded from this screen and will 
auto-populate with the loan information provided in the reservation. 
 
3.4 Accessing VHFA Down Payment Assistance (DPA) Forms 
 
If the borrower is using any VHFA down payment assistance programs with a VHFA First Mortgage (MOVE, 
MOVE MCC, or Advantage), download the required DPA forms from this screen as well. These forms must 
be completed to meet VHFA program requirements. 
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3.5 Uploading the Compliance Checklist and Supporting Documents 
 
From the Loan Details page, Select Manage Documents when you are ready to upload the Compliance 
Checklist with the required VHFA forms and documents. 
 

 
 
 
Select Upload next to Compliance Document and then select the document from your computer files 
that you wish to upload.  
 

 
 
Lenders can upload the required documents as one complete document or build the upload by selecting 
Add Page and merging the file within the portal. Upload forms and documents in the stacking order listed 
on the Compliance Checklist. Only PDFs are accepted. Upload the Appraisal Report separately and select 
Upload next to Appraisal Report when the Appraisal is available.  
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3.6 Viewing and Satisfying Outstanding Conditions 
 
After the documents are uploaded and have been reviewed, if there are outstanding conditions, the loan 
status will change to Incomplete, and VHFA will issue Outstanding Conditions that will be viewable from 
the Loan Details page. In addition, a loan status email will be sent to the designated recipient for your 
organization. To satisfy, upload documents through Manage Documents. If you have questions regarding 
who the designated loan status recipient for your organization is, contact the designated lender portal 
administrator for your organization or VHFA at vhfahomeownership@vhfa.org. 
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3.7 After Compliance Review is Complete 
 
VHFA’s compliance review is complete once the loan reaches Conditional Commitment status. See 
Chapter 4 for instruction regarding lender portal procedures after Conditional Commitment. 
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Chapter 4: Closing Forms and Post-Closing Review 
 
This chapter explains how lenders use the VHFA portal to access and download VHFA forms required for 
closing, how to upload forms and documents to VHFA for post-closing review, and instructions for 
satisfying outstanding post-closing conditions when necessary. 
 
4.1  Accessing VHFA Closing Forms 
 
VHFA closing forms will become available once the loan status reaches Conditional Commitment. Loan 
Status can be viewed on the Lender Home Screen and Loan Details page. See Chapter 1 for instructions 
regarding how to view Loan Status and access the Loan Details page from the Lender Home Screen. 
 

 
 

Select "Print Forms" from the Loan Details page and download the required documents.  
 

   
 
Download Conditional Commitment and use as the checklist, stacking order, and coversheet when 
uploading post-closing documents to VHFA. VHFA closing forms listed in the Conditional Commitment 
must be downloaded from this screen and will auto-populate with the loan information. 
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4.2  Accessing VHFA Down Payment Assistance (DPA) Forms 
 
If the borrower is using any VHFA down payment assistance programs with a VHFA First Mortgage (MOVE, 
MOVE MCC, or Advantage), download the required DPA forms from this screen as well. These forms must 
be completed to meet VHFA program requirements. 

 
 
4.3  Uploading Conditional Commitment and Supporting Documents 
 
When you are ready to upload the Conditional Commitment and supporting documents, select "Manage 
Documents". Use the Conditional Commitment as the checklist, stacking order, and coversheet when 
uploading forms and documents to VHFA. 

 
 
Select "Upload" next to the Loan Closing Documents section. This action will prompt you to choose the 
appropriate document from your computer files for submission.  
 

 
 

Lenders have two options for submitting required closing documents to VHFA. They may upload all 
necessary forms and documents as a single complete PDF file. Alternatively, lenders can build their 
submission within the portal by using the "Add Page" feature, which allows individual files to be merged 
into one document during the upload process. 
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Regardless of the chosen method, it is important to ensure that all forms and documents are organized in 
the stacking order specified on the Conditional Commitment. This guarantees that the submission meets 
VHFA’s requirements and facilitates efficient review and processing. 
 
4.4 Viewing and Satisfying Post-Closing Conditions 
 
After VHFA’s post-closing review, if there are post-closing conditions, then the Loan Status History changes 
to Post-Closing Conditions.  
 

 
 
All conditions will show up in Outstanding Conditions on the Loan Detail page and a loan status email 
notification will be sent to the designated recipient(s) for your organization. If you have questions regarding 
who the designated recipient for your organization is, contact your LOC administrator or VHFA at 
vhfahomeownership@vhfa.org. 
 

 

mailto:vhfahomeownership@vhfa.org
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To address Post-Closing conditions, upload the necessary documents using the "Manage Documents" 
feature. Continue to check the Outstanding Conditions section on the Loan Details page for any newly 
issued conditions until the post-closing review is complete. 
 
4.5 When Loan Status Reaches Post-Closing Approved 
 

 
 
Once VHFA’s post-closing review is complete, then the loan status will show as ALL VHFA Programs 
Approved. VHFA will notify U.S. Bank that all VHFA compliance requirements have been met. U.S. Bank 
will purchase after the lender satisfies all U.S. Bank requirements, and VHFA will arrange for 
reimbursement of any VHFA Down Payment Assistance (DPA) table funded by the lender at closing. 
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Chapter 5: Managing Users (Admin Guide) 
 
This chapter provides step-by-step procedures for managing user access, permissions, and loan status 
update email recipients. Designated VHFA Lender Portal administrators (Admins) should use this chapter 
to ensure that all lender staff have appropriate access.  
 
5.1 Portal Administrator (Admin) Roles and Responsibilities 
 
Each VHFA participating lender has a designated Lender Portal Admin who has the power to:  
 

• Add, edit, and delete users 
• Select user permissions 
• Reset expired passwords 
• Reactivate locked users 
• Manage Loan Status Change Email notifications 

 
If you are unsure who your designated ADMIN is, contact vhfahomeownership@vhfa.org.. 
 
5.2 Logging in as the Admin 
 
Log in to the VHFA Lender Portal at loc.vhfa.org using your lender number, username “admin,” and 
password. First time users must log in with the temporary password and reset it upon access. For 
assistance, contact vhfahomeownership@vhfa.org. 
 

 
 
5.3 Viewing and Managing Users 
 
Select ‘Manage Portal users’ to access and edit all user information for your organization. 
 

 
 
 
 

mailto:vhfahomeownership@vhfa.org
mailto:vhfahomeownership@vhfa.org
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The box at the top right lists all active and inactive users for your organization. Scroll or filter to locate a 
user or select the Excel icon to download a user list.  
 

 
 
Below the User List is the individual user information for the user highlighted on the User List. 
 

 
 
5.4 Adding New users 
 
To add a new user, filter or scroll to see if the user already exists. If the user does not exist, select Insert 
New user and complete the required fields. 
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Enter User ID (FirstName LastName), Name, Email Address, City, and State. Select the appropriate 
Security Role (see Section 5.5). Assign a temporary Password (Minimum 8 characters, uppercase, 
lowercase and numeric required). All other fields are OPTIONAL. Select Insert and email the temporary 
password to the user. The new user will be prompted to reset it at first login. 
 

 
 
5.5 Security Roles 
 
Lenders may choose from a menu the level of access each user has in the Portal. There are five Security 
Roles/User Permissions allowing lenders to assign user access and permissions from a predefined 
menu. 
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Review Security ID for the list of Permissions/Security Role you have selected for the user.   
 

 
 
5.6 Loan Access   
 
IMPORTANT: Below the user information field is a checkbox titled ‘May access all Loans 
for this lender’. Leaving this unchecked will restrict the user’s access only to the loans that 
they reserved. If you want the user to have access to all loans, then select the Pencil Icon 
and check the box. Title and NMLS Number are NOT required. 
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5.7 Editing Users 
 
Filter or scroll to find user. Click ‘Edit user’. Edit desired fields and select Update. 
 

 
 
5.8 Resetting Expired Passwords  
 
User passwords automatically expire after 365 days. Locate the user from the User List. Select Edit User, 
then select Change Password on Login and Generate. When you are finished select Update. The system 
emails the temporary password to the user with instructions to reset. If the email is not received, check 
spam filters or try again 
 

 
 
5.9 Disabling Users 
 
Locate the user from the User List and select Edit user. Select Disabled Account and Update. The user 
will be grayed out but will remain in the User List.  
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5.10 Reactivating Users 
 
Users will be automatically deactivated after 365 days of inactivity. Disabled users will be grayed out in the 
User List.  
 

 
 
To reactivate, select Edit User, then unselect Disabled Account. Select Change Password on Login,  
Generate, and Update. A new system generated password will be emailed to user email address entered. 
Notify the user that their account has been reactivated and a new password sent to them. The user will be 
prompted to reset their password after first login with the temporary password. 
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5.11 Status Change Email Notification  
 
At the bottom is the list of email addresses where loan status change emails are sent. Lenders can enter 
MULTIPLE email addresses for each Status Change. To edit one status change notification, select the 
Pencil Icon next to the status being changed. To edit multiple status changes at once, select the Pencil 
Icon at the bottom. Best Practice is to use a group or shared email inboxes. 
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Chapter 6 Reserving for a Homeownership Development Program Property 
 
Eligibility for borrowers purchasing a property benefiting from the Homeownership Development Program 
(HDP) must be reviewed by VHFA to ensure all compliance requirements are met. This chapter explains 
how participating lenders reserve for compliance review when a borrower is NOT using a VHFA first-
mortgage program (MOVE, MOVE MCC, Advantage) to purchase an HDP property. If a borrower IS using a 
VHFA first-mortgage program (MOVE, MOVE MCC, or Advantage) to finance the purchase of an HDP 
property, then use the standard reservation and review procedures detailed in Chapter 2 Reserving a Loan, 
Chapter 3 Compliance Review , and Chapter 4: Closing Forms and Post-Closing Review. 
 
6.1 Starting the Reservation 
 
Begin a new reservation and complete the Property, Mortgagor, and Income sections per the instructions 
listed in Chapter 2 Reserving a Loan Sections 2.1, 2.2, 2.3, and 2.4. All required fields highlighted in RED 
must be completed because this information establishes the foundation for eligibility review and accurate 
generation of VHFA forms. 
 
6.2 Choosing the Applicable HDP Option 
 
From the Finance Layers Page select (HDP) Homeownership Development Program from the Product 
Categories screen. 
 

 
 
Four HDP options will appear under Products. All require document upload to VHFA for eligibility review. 
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Select one of the options based on the information for the subject property shown on the MIHDP Homes 
for Sale listing webpage at vhfa.org/developers/programs/MIHDP/homes. The table below shows how to 
determine the applicable HDP program.   
 

HDP Program When to Select Example Listing 

HDP Buyer Eligibility Only 
Listing shows $0 for both MIHDP 
Affordability Subsidy AND State 
Tax Credit Homebuyer Subsidy. 

 

MIHDP  
Affordability Subsidy 

Listing shows an MIHDP 
Affordability Subsidy amount 
only. 

 

State Tax Credit 
Homebuyer Subsidy 

Listing shows an amount for the 
State Tax Credit Homebuyer 
Subsidy only 

 

MIHDP Subsidy & 
VT Affordable Tax Credit 

Listing shows an amount for 
both MIHDP Affordability 
Subsidy and State Tax Credit 
Homebuyer Subsidy.  

 

https://vhfa.org/developers/programs/MIHDP/homes
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Option 1: HDP Buyer Eligibility Only 
 
Select this option when The Homes for Sale listing does not display an amount for MIHDP Affordability 
Subsidy or a State Tax Credit Homebuyer Subsidy, for example: 
 

 
 
Highlight HDP Buyer Eligibility Only and select ‘Choose Product’   
 

 
 
In the ‘For Eligibility Purposes Only’ screen there are no fields to complete. 
 

 
 
Next go to Section 6.3 Entering Non-Agency First Mortgage Information.  
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Option 2: MIHDP Affordability Subsidy 
 
Select this option if the Homes for Sale listing shows an MIHDP Affordability Subsidy amount only, for 
example:  
 

 
 
Highlight MIHDP Affordability Subsidy and select ‘Choose Product’   
 

 
 
In the MIHDP Affordability Subsidy screen, leave Lien Position as the default. For Base Loan Amount 
enter the amount shown in the Homes for Sale listing.  
 

 
 
Next go to Section 6.3 Entering Non-Agency First Mortgage Information. 
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Option 3: State Tax Credit Homebuyer Subsidy 
 
Select this option if the Homes for Sale page shows an amount for State Tax Credit Homebuyer Subsidy, 
for example: 
 

 
 
Highlight Vermont Affordability Housing Tax Credit and select ‘Choose Product’   
 

 
 
In the MIHDP Affordability Subsidy screen, leave Lien Position as the default. For Base Loan Amount 
enter the amount shown in the Homes for Sale listing.  

 

  
 
Next go to Section 6.3 Entering Non-Agency First Mortgage Information. 
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Option 4: MIHDP Subsidy & VT Affordability Tax Credit 
 
Select this option if the Homes for Sale listing shows both an MIHDP Affordability Subsidy and State Tax 
Credit Homebuyer Subsidy.  
 

 
 
 
 
 
 
 
 
 

Highlight Vermont Affordability Housing Tax Credit and select ‘Choose Product’   
 

 
 
In the MIHDP Affordability Subsidy screen, leave Lien Position as the default. For Base Loan Amount 
enter the amount shown in the Homes for Sale listing.  
 

 
  

Next go to Section 6.3 Entering Non-Agency First Mortgage Information. 

$25,000 
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6.3 Entering the Non-Agency First Mortgage 
 
For all four options, complete the required fields in the Non Agency Mortgage screen. Enter information 
for the lender’s first mortgage loan information. Leave Lien Position as 1. Interest Rate and Base Loan 
Amount. For Funding Fee Financed include the amount for any financing that will be included in the first 
mortgage (i.e. financed upfront MI or Guarantee Fees). For P&I Payment select Calc and verify accuracy. 
Leave Loan Type, Community Lending Source, and Other Description blank.  
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In all cases, for Non-Agency Financing Type select ‘Lender Retained 1st Mortgage’. 
 

 
 
6.4 Entering Other Mortgage Finance Layers 
 
If applicable, add any additional Mortgage Finance Layers (e.g., Housing Trust Shared Equity, VHCB,  
Federal Home Loan Bank of Boston, etc.) using the instructions provided in Section 2.8 Non-VHFA 
Mortgage Financing Layers of this guide. 
 

 
 

6.5 Submitting the HDP Reservation 
 
When you have completed all fields, select Continue.  
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This will bring you to the last screen to complete the Reservation. Select ‘Submit’ to complete loan 
reservation. Select Back to return to the reservation screen if you are not ready to submit. Once Submit 
is selected the reservation will be complete and you will be directed to the Loan Details screen. You may 
not be able to make changes once you have submitted.  
 

 
 
On the Loan Details screen, check details in the Loan Information and Additional Finance Layers 
sections for accuracy. If the information is not accurate, then select Modify Reservation or contact VHFA.  
 
6.6 Printing HDP Compliance Checklist and Other Forms  
 
After the reservation is complete, select Print Forms to access VHFA forms required for the initial 
compliance upload.  
 

 
 
Download the HDP Compliance Checklist to use as the checklist, stacking order, and coversheet for the 
compliance upload to VHFA. The VHFA forms listed in the HDP Compliance Checklist must also be 
downloaded from this screen and will auto-populate with the loan information provided in the reservation. 
 
6.7 Uploading the HDP Compliance Checklist and Supporting Documents 
 
From the Loan Details page, Select Manage Documents when you are ready to upload the HDP 
Compliance Checklist with the required VHFA forms and documents. 
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Select Upload next to Compliance Document and then select the document from your computer files 
that you wish to upload.  
 

 
 
Lenders can upload the required documents as one complete document or build the upload by selecting 
Add Page and merging the file within the portal. Upload forms and documents in the stacking order listed 
on the Compliance Checklist. Only PDFs are accepted. Upload the Appraisal Report separately and select 
Upload next to Appraisal Report when the Appraisal is available.  
 
6.8 Viewing and Satisfying Outstanding Conditions 
 
After the documents are uploaded and have been reviewed, if there are outstanding conditions, the loan 
status will change to Incomplete, and VHFA will issue Outstanding Conditions that will be viewable from 
the Loan Details page. In addition, a loan status email will be sent to the designated recipient for your 
organization. To satisfy, upload documents through Manage Documents. If you have questions regarding 
who the designated loan status recipient for your organization is, contact the designated lender portal 
administrator for your organization or VHFA at vhfahomeownership@vhfa.org. 
 
6.9 When Compliance Review is Complete 
 
The HDP compliance review is complete once the loan reaches Conditional Commitment status. 
Follow the instructions in the HDP Conditional Commitment.   
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