Using the FHA Connection

This FHA Connection Guide module describes and illustrates the many features and tools provided to
assist you in using the FHA Connection, including:

¢ Navigation and Organization in the FHA Connection, provided through:

o “Always Available” Information Links in the Page Header and Footer
o Breadcrumb Trail (Red Banner) which shows your navigation path and links to previous pages
o Page Title (Blue Banner) which identifies the current function and its processing stage

e User Assistance in the Processing Environment, including tools such as:

o User Aids, e.g., buttons, drop-down lists, calendar, favorites lists, lookups, and report, display,
and download options

o Default Settings that affect processing outcomes
o Success, Error, and Warning Messages
o Training and Information Tools (available via the menu and processing pages)

e Bookmarking FHA Connection Pages

Navigation and Organization in the FHA Connection

The following navigational and organizational aids are provided in the FHA Connection.

“Always Available” Information Links in the Page Header and Footer

The “always available” information links in the headers and footers of FHA Connection Web pages
provide access to menus and information pages (Figure 1). See User Aids, p. 6, for a description of
these links.

Note: The header links are not available until you have signed on to the FHA Connection.
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FHA Connection

Home *Main Menu ' I Maintenance  E-mailUs | Contact Us  Sign OFF

Available header
upon successful
sign in

Provides access to the online business areas used to originate
" HA .
Single FEI'I'I"Y F process, insure and service FHA loans,

Provides access to MDDR, PASS, and the Web-based el OCCS
» Multifamily FHA iR

Provides acces: to lender-related functions.

MORE

* Lender Functions

FHA Connection Resources

HUDCLIPS: The HUD Client Infarmation and Policy Systern (HUDGCLIPS) offers HUD clients free access
to HUD's official repositary of palicies, procedures, announcements, and other materials using full-text
online searches,

Lenders Information: The Lenders page located on HUD's Internet Web site provides access to
inforrnation originated and raintained by HUD's Office of Housing on how to becormne an FHA lender,
what FHA lenders need to know, and a comprehensive index of FHA-related inforrmation.

Mortgagee Letters: The FHA Maortgagee Letters page on HUD's Internet Web site enables you to view

online andfor print all mortgagee letters issued since 1976,

Information links
HUD Multifarnily Housing Page | HUDCLIPS | Lenders Info etters in page footer

HsG/FHA Home Page | HUD Single Family Housing Page

Figure 1: Page header and footer links
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Breadcrumb Trail (Red Banner)

The navigation—breadcrumb—itrail appears at the top of the page in a red banner. Its purpose is to
display your location as you progress through the menu structure. Figure 2 shows this sequence,
beginning from the Main Menu via the path Single Family FHA > Single Family Origination > Case
Processing. Each title in the trail is also a direct link to that page or function.

Note: The breadcrumb trail is also helpful when receiving or providing user assistance.

‘W) EHA Connection

Option Home ' Main Menu ' ID Maintenance ' E-mail Us ' Contact Us ' Sign Off
selected (on

each page)

Provides access to the online business areas used to originate
'
Single Family FHA process, insure and service FHA loans, MeRE

Single Family FHA

| Single Family FHA Business Areas @ Message Boards Updated as of:

»Single Family Origination Friday, January 05, 2007

5 Single Family FHA Single Family Originaton

: Single Family Origination

» Case Processing Processing a Mortgage

)

Single Family FHA Single Family Origination * Case Processing

O B\ N

Case Number Assignment @ Processing a Mortgage

i . for FHA Insurance
Appraisal Logging

HECM Insurance Application

[T T

Figure 2: Breadcrumb trail progression—Main Menu to Case Processing menu

When you have progressed through the menu structure from the Main Menu to a function-level menu,
e.g., Case Processing (Figure 2), select a function in which to perform the desired processing task, e.g.,
Insurance Application. On each function page, the page title identifies the function and the processing
stage you are in; this is explained and illustrated in Page Title Changes in Processing Functions
(Figure 3) and Page Title Changes in List Functions (Figures 4 and 5).
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Page Titles (Blue Banner)

The page title appears toward the top of the page in a blue banner. It is positioned directly below the red
breadcrumb trail. The page title names the function you are using, e.g., Insurance Application, and the
stage in using the function, e.g., Insurance Application (request), Insurance Application Update, or
Insurance Application Results (Figure 3). Page Title Changes in Processing Functions and Page Title
Changes in List Functions give examples of two types of pages and their naming patterns.

Page Title Changes in Processing Functions. The Insurance Application function pages shown in
Figure 3 show the sequence of page title changes during a loan processing progression:
1. Initial (request) page: function name alone (Insurance Application)

2. Continued processing: function name plus “update” (Insurance Application Update) has fields open
for authorized users to make changes or additions.

3. Processing stage completed: function name plus “results” (Insurance Application Results). Fields
are view only. For users not authorized to update, the “results” page follows the query.

&
®

pannty
&

& FHA Connection

j e

Home  Main Henu ' ID Maintenance ' E-mail Us | Contact Us ' Sign Off

Single Family FHA Single Family Origination * Case Processing 4 Insurance Application _

| Insurance Application Request page title :|

N lecn
| Insurance Application Update Update page title :|

FHA Case Mumber: 062-1111111

* General Information *

Property Address: PUD/fCondo:NfA
610 N 39TH ST
BLUFFS, IA 50005 County Code: 155

| Insurance Application Results Results page title |
’ )

4 IMSURAMNCE APPLICATION SUCCESSFULLY COMPLETED

FHA Case Mumber: 062-1111111

— * General Information * —

Froperty dddress: FPUD Condo: MR
610 N 39th ST
BEluffs, 1A 50005 County Coge: 001

Cwlginator/Crincipad 1D 0414102033
HOME LOANS, INC.

Figure 3: Page title progression: request --> update--> results

Updated: 12/2012 Using the FHA Connection - 3



FHA Connection Guide i Using the FHA Connection

Page Title Changes in List Functions. List functions, e.g., those found on the FHA Approval Lists
menu, allow retrieval of information from HUD lists. Examples are lists of appraisers, inspectors,
business partners, mortgage limits, and properties. The examples from the FHA Approval Lists
Underwriters function show the page title changes in a list function from query page (Figure 4) to results
page (Figure 5).

|@ Query page title ¥|

Sorted By: |Underwr|ter I} '

Lender ID:
Underwriter ID:

Underwriter Name: |Smith

State: |Georgia j

Status: Artive -
=

Figure 4: Portion of Underwriters query page (for page title illustration)

et [l e

SUCCESS

UMDERMWRITERS LIST REQUEST SUCCESSFULLY COMPLETED

Underwriter{s) on file as of 01302007

{3 records were selected, 3 records pownload Report to Excel File

displayed.)
rn Narmre Address Status
1234 SMITH, LAURA 3324 VINE ACTIVE

MAGREW, GA 31204

980 HIDDEN TREASURE
9876 SMITH, NATHAN REVILLE, GA 30088 ACTIYE

202 DENDRON
1122 SMITH, ROBERT LARUE, GA 30008 ACTIYE

Search criteria:

Sorted by Underwriter ID
Lender ID!

Underwriter 10!

Linderwriter Name! Smith
State: GA
Status: Active

Hew Request

Figure 5: Portion of Underwriters List page (for page title illustration)
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User Assistance in the FHA Connection Processing Environment
The numerous and varied user assistance provisions discussed in the following sections are:

e User Aids, located directly on the page, e.g., links to contacts and resource pages, specialized
buttons, or “favorites lists”

o Default Settings, i.e., preselected options in drop-down lists

e Success, Error, or Warning Messages

e Training and Information Tools located directly at the point of processing need.

User Aids

The FHA Connection integrates a number of user aids into its pages to assist users directly at the point of
need during processing. Examples of these user aids are described and/or illustrated:

e Buttons assist in performance of standard and special purpose tasks and to expedite navigation.

Some examples are: ( Next }3' { New Request )

o Send: Transmits the page for processing
o Next: Navigates to the next page in a list of results

o New Request: Returns you to the initial data input (query) page of a function to enter a new
request

e The Calendar provides an interactive function to select a date to enter in a field:

Date of Contract:|{01 /04 /07 o
Date field with calendar

e Favorites List is used to build a resource list for data to enter in a field:

Actual Appraiser field with
WAN12345 Favorites List used to select
appraiser (and appraiser ID)

o The first time you click the Favorites List icon, a pop-up page, e.g., Add an Appraiser, appears
for entry of appraiser information:

Add an Appraiser
sgprafsrm: [ Pop-up page to build an

Appraiser Name: — Appraiser Favorites
ancel H
_Garcel | reference list

Error Messages:
MNone

o The Appraiser Favorites List provides search, select, and list maintenance/update options:

Appraiser Favorites
Available Appraisers

AZ12345-Jim Reneaux

Maintain or search
list, or return to
Main Form

Available Functions:
Click on an Appraiser
" Perform Appraiser List haintenance
" Search Appraiser List
" Eeturn to Main Form
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¢ Information pages include “always present” links in page header and footer (Figure 1).

Note: If you have not already done so, you may be required to sign on to the FHA Connection
depending upon your selected link.

Page header links access: Page footer links access:

o the Home page o the HUD Housing/Federal Housing

o Main Menu (access points for business Administration (HUD HSG/FHA) Home page
areas) o HUD Single Family Housing page

o ID Maintenance menu for password

e , , o HUD Multifamily Housing page
change/other administrative functions

o E-mail Us to contact Single Family FHA o HUDCLIPS
Connection Administrator o Lenders Information
o Contact Us — FHA Resource Center, o Mortgagee Letters

other contacts

o The Help link located at the upper right of the page provides very detailed assistance in the areas of
business background, steps for processing, and field descriptions.

Help Links ?

¢ Information links go to pages that provide detail on a specific form field, e.g., the information link for
Case Query page’s Originator Name field, illustrated below, provides the lender’s address and
telephone information.

23 FHA Lender - Microsoft Internet Exploren E”E|E|
Oviginator Wame:  MORTGAGE, INC. gﬁm, FHA Connection
Lender Name Address Phone
O"glnator Name ﬁeld's information Ilnk MORTGAGE, INC 1196 BOOME ST, WVIEMMNA, WA (703) 555-1213

to lender information page

[ Close )

¢ Lookup pages are reached by clicking the magnifying glass next to the relevant field, e.g., the ADP
Code below. Use to obtain information for field input.

ADP Code: [729 3'

e Other Functions is offered in various business areas in the FHA Connection. Where available, it
provides a drop-down list of options to view the currently displayed case or data in another function.
For example, the drop-down list illustrated below is typical in origination functions.

Click Other Functions to

open a drop-down list. Click

Case Mumber Assignment an option on the list, e.g.,
Appraisal Logging Appraisal Logging, and the
Borrower/Address Change case/data is displayed on
Insurance Application the selected page.

Case Warning

Mortgage Insurance Certificate
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e Report or data display and download options are provided in all functions that retrieve reports.
This includes the ability to view information online and print it via the browser. Additional download
and display capabilities, available in some functions, include:

o download to a Microsoft Excel®/spreadsheet file format

o display (for view, download, print) in portable document format (PDF) using Adobe® Reader®
available from http: www.adobe.com

Default Settings

Some query pages open with preselected, default settings, e.g., a drop-down list with an option already
selected. These preset options reflect the most common selection for a field, and are intended to
expedite processing. An example is the FHA Approval Lists Underwriters function page which opens
with Underwriter ID as the preselected Sorted By option for the results page (Figure 6). Checking all
settings prior to submitting your input will ensure that the search and sort criteria are the ones you want.

Sorted By: | Underwriter 1D ﬂ

LInderwriter D
Underwriter Marme
otate

Figure 6: Default setting for Underwriters results page

Success, Error, and Warning Messages

After you click to transmit an FHA Connection page, the information you entered on that page
is checked against information in HUD databases and other official agency databases. Processing status
is indicated by a Success, Warning, or Error message at the top of the page.

Success Message. A success message indicates successful processing (Figure 7).

] %
P =
4 FHA Connection

- Home ' Main Menu ' ID Haintenance  E-mailUs = Contact Us ' Sign Off

Single Family FHA Single Family Drigination * Case Processing ¢ Case Query

|. [of. 11-] q“ery Results |

{ SUCCESS Success message ﬁ

CASE QUERY SUCCESSFULLY COMPLETED

FHA Case Murmber! 105-9876511
Borrower Marme! ATHELL, JON A.
Froperty Address: 611 MORRILLCT

DALECAST, GA 301340000

Figure 7: Success message appears beneath the page title at top of page
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Error and Warning Messages. Error and Warning messages offer help with processing problems.
These messages appear at the top of the page in a blue banner to flag a problem (Figure 8). The brief
Error message at the top of the page includes a Review Errors link. Click Review Errors to go to the
bottom of the page where the Details section (Figure 9) describes the error.

Optionally, some function pages, e.g., the Insurance Application Update page, may have a More Details
link that leads to an Error Message Details page (Figure 10) describing the error in more detail and
offering tips on how to rectify it.

FHA Connection

3
—

Home Main Menu ID Maintenance E-mail Us

Single Family FHA Single Family Origination » Case Processing * Insurance Application

|_ Insurance Application Update |

Erormessoge JHNNN
L

INSURANCE APPLICATION NOT PROCESSED DUE TO ERROR(S). Review Error(s] —

m

Contact Us

Property Address:
1234 PINECONE DR
FREDERICK, MD 21703-0000

Sponsored Originator EIN: 34-5634563
QUAKER TRUST

ink to page-end Error Details section
to review error(s)

FHA Case Number: 241-1122334

* General Information *

PUD/Condo:

County Code: 021

Sponsor/Agent ID: 1234509999

ADP Code Characteristics:

Amortization Type

N/A

MY HOME BANK
Mot on File

(= Yes () No

# Yes (INo

NMLS ID: 3345678 NMLS ID:

Loan Officer Name l ,f“J_ Issue MIC in
First, MI: f Sponsor Name:
Last, Suffix: l ¥

Loan Officer NMLS ID: | Mail to Sponsor:

ADP Code: ﬁﬁ_’} i g! Program ID: ! (00yDe

fault

Housing Program

Property Type

fl;&ed

Special Program
[No Special Program

|FHA Standard Mortgage Program (203b)

Borrower Type:

Loan Purpose:

Cash-out:

Refinance Type:

Credit Qualifying Streamline: N/A

|Mot a condominium

Buydown Principal Write-down
[No [Not a principal write-down
Occupant v| Living Units: Wh
Existing Occupied Vi Construction Code: MNew Construction (Less than 1Year) vi
Mo v‘i Construction to Permanent: EM! i _
Mot a Refinance Vi Building on Own Land: I.N,fA v| Field name

appears in red

£100 REO Down q
Payment Program: Cyes ®no when selection or
Solar: )Yes () No Manufactured Housing: () Yes (¥ No ﬂ data entry in that
L OYes @Ne | field is incorrect
Escrow Data
I(E;l‘]:;‘:(‘}‘:EEMIRepair) ()¥es () No Escrow Complete Date: ] ,f! i
Escrow Amount: I .00

Figure 8: Processing error on Insurance Application Update page
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ETEEES \\\\\\\

Brief statement of

Errcr(s) Detected: [Top] problem; optionally,
[More Details] SOMSTRUCTION SODE IS INVALID FOR PROPERTIES MORE THAM 1 | | has link to Error

VEAR OLD Message Details
[More Details] wWARMING: RETURN T APPRAISAL LOGGING, CONSTRUCT CDSCOMPLT page

DTfAGE INCOMPATIBLE

Figure 9: Error Details

The Error Message Details page describing the construction code selection error and how to rectify it is
shown in Figure 10.

2 Error, Message Details - Microsoft Internet Explorer E”Elgl
R ==

Error Message Details

Program Error Detailed Error Description

Message

CONSTRUCTION CODE  The indicated property is greater than one year old, This information is

15 IMNWaLID FOR located on the Case Number Assignment and the Appraisal Logging

PROPERTIES MORE screens, For these properties the Construction Code selected must be

THAMN 1 YEAR OLD either "Substantial Rehahilitation” or "Existing Construction”. Return to
the appraisal Logging screen (the Case Number Assignment screen for
cases without appraisals) and verify the Construction Code, Year Built
and Effective Age are correct and consistent,

Figure 10: Error Message Details pop-up page

Training and Information Tools

Some FHA Connection training tools are available directly on the processing or menu page. This section
briefly discusses three such tools:

e Help
e What I Need to Know (WINK) training modules
e Processing a Mortgage for FHA Insurance.

For more detail on these and similar resources, see the FHA Connection Guide: FHA Connection
Training Resources module.

Help. Reach the Help menu via which is provided at the upper right of FHA
Connection function pages. The Help menu (Figure 11) includes Business Background, Steps for
Processing, and Field Descriptions. Some business areas and functions offer variations of this Help.

Updated: 12/2012 Using the FHA Connection - 9
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File Edit ‘iew Favorites Tools Help ;,

Business Backeround
General background inforration on this application
including the buziness model and function of this

screen in the overall process,

Steps for Processing

Steps required to complete this portion of the business

process,

Field Descriptions

Detailed descriptions of all of the fields and their
contents on this screen. Includes data validation rules
and farrmat for all data,

Help Index
Alphabetical index of all FHA Connection Single Farnily

rigination help.

Cormments or Questions_<5F Administration>

Figure 11: Help menu

What | Need fo Know (WINK). These training modules are function-specific user aids located on the
Single Family Origination Case Processing, Case Number Assignment, FHA Approval Lists, and
Origination Reports menus adjacent to the functions they illuminate.

For example, the WINK E&icon to the left of a loan processing option, e.g., Case Number Assignment
(Figure 12), opens a Topics page from which you can select the subject of interest.

[eserracessrs—— \\NNNNN\\

Case Mumber Assignment @ Processing a Mortgage
for FHA Insurance

Appraisal Logging

Insurance Application What I Need to Know E

HECM Insurance Application

QUDQ

Figure 12: WINK modules available via the Case Processing menu

Processing a Mortgage for FHA Insurance. Processing a Mortgage for FHA Insurance (Figure 13)
is an illustrated tutorial available on the Single Family FHA Case Processing menu page and on the
Quick Start Guide Home page's Information Resources section. The tutorial is aimed at Title Il Direct
Endorsement (DE) lenders with access to HUD's origination system. Two workflows presented in
flowchart format depict the following sequences:

e Single Family Origination business tasks for Existing Construction and
o the 203k process for Substantial Rehabilitation of property

Updated: 12/2012 Using the FHA Connection - 10
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Single Family Origination on the FHA Connection
Print Page

Processing a Mortgage for FHA Insurance

The Single Family Origination menus on the FHA Connection
provide Title II Direct Endorsement (DE) lenders access to
HUD's origination system, Computerized Homes Underwriting
Management System (CHUMS/F17), This enables lenders to
process requests for FHA insurance for mortgages they are
originating and research supporting information,

Below are links to Single Family Origination worlk flows
(zeguence of business tasks) and task descriptions based on
the construction type of the property.

o Existing Construction (new purchase or refinance)

e 203k Substantial Rehabilitation (new purchase or refinance)

Figure 13: Main page of Processing a Mortgage for FHA Insurance

Bookmarking FHA Connection Pages

Bookmarking the FHA Connection Home page (https://entp.hud.gov/clas/index.cfm) and the key pages
you use in the FHA Connection is a good practice. It can expedite access to the FHA Connection. To
bookmark:

1. Use the Favorites (Internet Explorer (IE)) (Figure 14) or Bookmarks (Netscape or Mozilla Firefox)
command located in the upper left of your Internet browser. Once a bookmark is added, you can later
select it from the Favorites or Bookmarks list. Refer to your browser’s Help for assistance with
bookmarking.

<3 FHA Connection - Microsoft Internet Explorer

File Edit Wew Favorites Tools Help — Use Help for bookmarking assistance

Click Favorites to bookmark a page

n
Search 5 Favorites
[ |

- Address |@ httpsdfentp hud gov/clasiindex cfin

b
*

> FHA Connection

&

= marl

Home

Figure 14: IE browser showing Favorites (for bookmarking) and Help

2. If you bookmark a page that requires sign on to the FHA Connection, the Welcome page is displayed
for you to enter your user ID and password (Figure 15).

3. You can only bookmark menu and initial query pages, not update, results, or list pages.
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I .
‘x_ﬁf F H A Conn ection Home | Main Menu © ID Maintenance | E-maills | ContacklUs © Sign Off

Welcome

The FHA Connection provides FHA-approved | Getting Started |
lenders and business partners with direct,

Secure, online access to com puter systems of

the U.S. Department of Housing and Urban About This Site
Development (HUD). Registering a New User
Warning! Misuse of Federal Information at this Web Hours of Operation

cite Falls wndar the provisions of Title 18, United

States Code, section 1030, This law specifies penalties Contact Us

for exceading authorized access, alteration, damage
or destruction of information residing on Federd

user 1D: | "| Enter your User ID ' |
_| and Password, Frequently Asked Questions

then click Sign on Quick Start Guide

/ FHA Connection Guide

Eoraot Your Password?—  Use this link to reset your password
rerqetYeur sar 107 Use this link if you have forgotten your user ID

Password:

Figure 15: FHA Connection Welcome page
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