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Case Number Assignment

The first step in establishing a new single family FHA case with HUD is to provide the required information
and obtain an FHA case number. This FHA Connection Guide module describes and illustrates the
Case Number Assignment function and workflow.
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Figure 1: Case Number Assignment menu

The Case Number Assignment menu (Figure 1), used for all case number assignment tasks, is reached
by the menu path: Single Family FHA > Single Family Origination > Case Processing > Case
Number Assignment.

The procedures for using the Case Number Assignment menu functions are described in Case Number
Assignment Workflow. The following summary explains how these three functions are used:

1. Establish a New Case has two parts:

o The first part is borrower/address information validation using Validate Borrower/Address for Case
Number Assignment. See the Establish a New Case: Validate Borrower/Address for Case
Number Assignment section.

o The second part is completing the Case Number Assignment page, a detailed page with multiple
sections: General Information, Property Address, Borrower Information, Compliance Inspection
Fields, and As Required (used for specific case types, e.g., a streamlined refinance or a Veterans
Affairs (VA) case). See the Establish a New Case: Case Number Assignment section.

2. Update an Existing Case is used to change, add, and/or correct information after a case number is
assigned but before the case is endorsed. See the Update an Existing Case section.

3. Holds Tracking is used to a) determine if new or updated borrower information failed overnight
validation against federal government records, and b) monitor cases that are put on hold when
requesting an FHA case number and determine the hold reason(s). Refer to the FHA Connection
Guide’s Holds Tracking module which provides in-depth information on the holds tracking process.

Important: For all Case Number Assignment functions, key information resources (described in some
detail in the User Resources section and illustrated in Figures 8-13) are:

e the interactive What I Need to Know (WINK) modules accessible on the Case
Processing and Case Number Assignment menus.

o the on each processing page (Business Background, Steps for
Processing, and Field Descriptions).
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Case Number Assignment Workflow

Successful case number assignment is the essential first step toward endorsement for FHA mortgage
insurance. A key factor is validation of address and borrower information, e.g., Social Security Number
and credit history, against official government databases.

Because case number assignment is a comprehensive process, it is advisable to consult each functions’
Help and related WINK modules for very detailed, illustrated step-by-step assistance with the workflow
and the options and variations encountered during processing. The process is explained in the following
sections: Establish a New Case: Validate Borrower/Address for Case Number Assignment,
Establish a New Case: Case Number Assignment, and Update an Existing Case. The detailed user
assistance available is outlined and illustrated in the User Resources section.

Establish a New Case: Validate Borrower/Address for Case Number Assignment

To establish a new case, property address and borrower data must first be validated. Use Establish a
New Case on the Case Number Assignment menu to access the Validate Borrower/Address for Case
Number Assignment page. This page (Figure 2) has two parts, Property Address and Borrower Data.
Procedures are explained in the Validate Property Address and Validate Borrower Data sections.

Important: Refer to the User Resources section which directs you to the assistance available, illustrates
the workflow (Figures 10 and 12), and shows where to find guidance in dealing with failed
validation issues.

|. Validate Borrower/Address for Case Number Assignment |

* Property Address * Property Address section
Hse No Unit Pre Street Name Type Post
123 aQl \ain St qQl qQl
City State Zip Code County Lot Blk/Plat
Vienna Virginia w| 22182

Borrower Data section

* Borrower Data *

Borrower Name SSEN/TIN Date of Birth
(Last, First Mi) (MM -DD - YYYY)
Borrl [Smith, Sam SSM v | 123 45 {6789 01 01 1961
Please Re-enter SSN/TIN: 123 -45 -I6789
Borr2 |Smith, Sally SSN »| 1234 456 7890 02 02 1962
Please Re-enter SSN/TIN: 234 56 -7890
Borr3 NiA- l l

Please Re-enter SSN/TIN: i i

Borrd NiA v Tl Tl

Please Re-enter SSN/TIN: i i

Borrs NiA (v Tl Tl

Please Re-enter SSN/TIN: i i

I certify that the lender associated with this case number request has an active loan application for this property
address and listed borrower(s): —

Loan application verification statement

Figure 2: Validate Borrower/Address for Case Number Assignment page

Updated: 04/2011 Case Number Assignment - 2



Single Family FHA | Single Family Origination > Case Processing > Case Number Assignment

Validate Property Address. The data you enter in the Property Address section of Validate
Borrower/Address for Case Number Assignment (Figure 2, upper section) is validated against United
States Postal Service (USPS) information. When you submit the page for processing, if you have
successfully passed the property address validation, the Case Number Assignment page appears (see
Establish a New Case: Case Number Assignment).

Factors that impact the address validation process include:

o USPS updates the data it provides to the FHA Connection on a quarterly basis. Therefore, some
properties, e.g., proposed construction, may not yet be listed in the database provided from USPS.
o the property may be listed in the USPS database with a slightly different address from the one you entered.
Error handling on the processing page takes place as shown in Figure 3:
o |If there is a problem, an Error Message is displayed at the top of the page.

o Next to the Error Message notification is the Review Error(s) link that goes to the end of the page
where the problem or issue is explained in the Details section.

o The field name where the error occurred is displayed in red.

‘_ Validate Borrower/Address for Case Number Assignment ‘

» | ERROR

DUE TQ LISTED ERROR(S), REQUEST HAS NOT BEEN PROCESSED{ Review Error(s)

* Property Address *

Hse No Unit Pre Street Name Type Post

123 [ [ q Main st q | q
City State Zip Code County Lot Blk/Plat
[vienna | Virginia v| [22158 [ [ [

* Borrower Data *

Borrower Name SSN/TIN

Date of Birth
(Last, First Mi)

(MM -DD - YYYY)

Borr1 [Smith. Sam SSN v| [123 45 6789 o1 for 1961

Loan certification statement must also be checked [123 M5 5789

before processing the case number request

I certify that the lender associated with this case|
address and listed borrower(s): —

[1 override address validation. Borrower(s) Accepted

number request has an active loan application for this property

Error{s) Detected: [Top]

STREET NAME NOT FOUND IN THIS ZIP CODE

Figure 3: Validate Borrower/Address for Case Number Assignment page with errors displayed

To resolve the error, you have several options:

o If the address was entered incorrectly, you can correct the address and resubmit, or

o If a suggested address is offered, you may accept the address on record with the USPS and it is
automatically entered
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o If the address you entered is correct but did not pass USPS verification, check the Override
Address Validation checkbox (available only when address validation fails) to temporarily bypass
address validation. An alert displays as shown in Figure 4. The entered address is used for
continued processing, but this address is marked as unvalidated against the current USPS data
recorded in HUD’s system.

Microsoft Internet Explorer, [5_(|

' The address will be enterad
[ bt it will be marked as unvalidated.

Figure 4: Override Address Validation alert

Prior to endorsement, a valid address must be entered using Borrower/Address Change (accessed via
the Case Processing menu).

Note: If the street address is undetermined because of proposed or current construction, the lot, block,
and plat information for the property may be entered instead. For a preconstruction property, the case
number can be assigned, but the address information must still pass validation later, prior to
endorsement.

Validate Borrower Data. Information for the primary borrower (Borr1) must be entered at this time in the
Borrower Data section (Figure 2, lower section). Coborrower data may be entered now or later on in the
processing cycle; however, before you can process either Insurance Application (or HECM Insurance
Application, depending on the case), any other coborrower information must be entered.

Borrower information entered at this time is validated against federal government records, for example,
HUD'’s database to check for borrowers with multiple loans and the Credit Alert System (CAIVRS)
database of delinquent federal debtors.

Note: To reduce data entry errors, the SSN/TIN must be re-entered for each borrower entered. After
submitting the page for processing, the entries are compared. If they do not match, you are prompted to
re-enter the information before continuing.

The identification information (i.e., name, Social Security Number (SSN), and date of birth) for each
borrower entered is validated overnight with the Social Security Administration (SSA). The results of the
validation can typically be obtained the next business day using Holds Tracking on the Case
Processing menu (see the FHA Connection Guide module, Holds Tracking). However, in the
meantime, case processing can continue; you can enter the case information and obtain a case number
(see Establish a New Case: Case Number Assignment).

Loan Application Certification. For case numbers assigned on or after April 18, 2011, the lender
associated with a requested case number must certify that they have an active loan application for the
entered property address and borrower(s). The certification statement box at the bottom of the Validate
Borrower/Address for Case Number Assignment page must be checked (Figure 3); if the statement is not
checked, an alert message is displayed (Figure 5) and a case number cannot be assigned.

Windows Internet Explorer

"j Cettification that the lender associaked with this case number request has an ackive loan

application for this property address and listed borrower(s) is required.

Figure 5: Loan application certification alert message
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Establish a New Case: Case Number Assignment

Upon completing Validate Property/Address for Case Number Assignment, continue the process using
Case Number Assignment (Figures 6a and 6b). Case Number Assignment has multiple sections:

¢ General Information
e As Required

e Property Address (information previously entered using Validate Property/Address for Case
Number Assignment appears in these fields)

¢ Compliance Inspection Fields

o Borrower Information (information previously entered using Validate Property/Address for Case
Number Assignment appears in these fields)

e Lender Notes

Hame Main Menu Il Maintenance E-mail Us Contact Us Sign Off

Single Family FHA Single Family Origination > Case Processing * Case Number Assignment > Establish a New Case

.. Help Links ?
| Case Number Assignment |

* General Information *

Field Office: |Washingt0n. DC V| Lender Case Ref: |

Is this a Sponsored Select Response v

Originator Case?

Originator 10: v| I— E’l Sponsor/Agent ID: I— @

First Name: MI: Last Name: Suffix:

Loan Officer Name: I I I Select Suffix v
Loan Officer NMLS ID: I

Case Type: Construction Code: Processing Type: Financing Type:
Regular DE |+ Existing Construction V| | MIA V|
ADP Code: | S| Living Units: |U1 Program ID: |(UU}-Defau|t V| 3| Loan Term: |

ADP Code Characteristics:

Ameortization Type Housing Program Property Type

Elect Armortization Type V| Select Housing Program V| | Mot a condeminium

Special Program Buydown Principal Write-down

|No Special Pragram v| |Not a principal write-down V| ﬁ

Type of Case: | SPECifY TYpe of Case v |

If Purchase: Was this case previously sold as Real Estate Owned (previously sold by HUD)? O Yes O No

If Refinance: Specify type of refinance: Not a Refinance +

* As Required *

i i . | Not Streamlined |+
All Refinances: (a) select streamline refinance type:

(b) Is this a Cash-out Refinance: O ves O No

Prior FHA and prior REO cases: Enter case number of previous case: | -I

WMM/\,

Figure 6a: Top portion of the Case Number Assignment page
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HOPE Loans:
(a) Confirm that this case qualifies as HOPE Loan: |Select
(b) Debt-to-Income (DTI) Ratio: as of: I ,1 }1

(c) Number of payments made on old loan:

I_
(d) Date of first payment for old loan: | ,|'| ,ii |

FHA: [ va: [ Rural Development: O private: []
(e) Current Mortgage Provider(s):
Prime: [ Sub-Prime: [] Alt-A: [J other: []
Fixed: [] Interest Only: [0 other: [
(f) Type of Loan Product(s):
arm: [ Option ARM: [  2/28 Arm: [] 3/27 ARM: []

(g) Combined loan-to-value (CLTV) of all liens:

203k Consultant ID: | g

PUD/Condo Indicator: PUD/Condo ID: Submission: gyt condo:
— J—

VA CRV Number: |

Month /Y I_,I_ VA CRV |_1_,|_
C:rr:lplet:::r Expire Date:

HECM Counsel TIN: I -l HECM I_)1_)1_ P

. e Counsel Date: i
or: HECM Counseling Certificate Number: |

Prior FHA (Forward) Case: Enter the following for new case:

Projected Closing Date: | -'"I ,.iI i

Contact Name: | Contact Phone: (| ) | H

* Property Address *

Hse No Unit Pre Street Name Type Post Lot Blk/Plat
123 I | a wan [sT | q

City St Zip Code County

VIENNA VA 22182 1059

* Compliance Inspection Fields *

Assi t Choice: |MN/A b AssignmentID:l gl

* Borrower Information *

1 certify that the lender associated with this case number has an active loan application for this property address and listed

borrower(s):

Borrower Name: SMITH, SAM SSN: 123-45-6789 Birth Date: 01/01/1961
Coborrower Name: SMITH, SALLY SSN: 234-56-7890 Birth Date: 02/02/1962
Coborrower Name: Not Entered Birth Date: Not Entered
Coborrower Name: MNot Entered Birth Date: Not Entered
Coborrower Name: Not Entered Birth Date: Not Entered

* Lender Notes *

Lender Notes:

CED €D

Figure 6b: Bottom portion of the Case Number Assignment page
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User assistance features available for completing some of the Case Number Assignment fields include:

o Look ups accessed via the magnifying glass g| that provide information relevant to that field, i.e.,
ADP Code, Program ID, 203k Consultant ID, PUD/Condo ID, and Assignment ID

e an interactive calendar to set the date fields:

Projected Closing Date: | ,I"| ,I"| it

Figure 7: Calendar user aid

After completing all the required fields, click . If processing is successful, the Case Number
Assignment Results page displays the following:

¢ the assigned case number in the FHA Case Number field (this is the unique 10-digit identifier
assigned to that mortgage loan by the Federal Housing Administration (FHA))

e a Warning message:

Case Number Has Been Successfully Assigned
Warning: Pending Borrower Validation;, Check Holds Tracking Next Business Day

The next business day, determine if the borrower(s) passed or failed validation using Holds
Tracking. (Alternatively, you can use Case Query to check an individual case.) If the borrower
validation failed, a case warning remains on the case and it cannot be endorsed without making

the necessary corrections.
Note: Cases that successfully pass borrower validation are not listed in Holds Tracking.

o view-only fields (for most changes or additions, use the Update an Existing Case function,
described in the following section).

Update an Existing Case

Once the case number is assigned, information on an existing nonendorsed case can be corrected or
updated using Update an Existing Case.

Note: All address and borrower information must be updated using Borrower/Address Change.

To update an existing nonendorsed case:

1. On the Case Number Assignment menu (Figure 1), click Update an Existing Case, and the Case
Number Assignment - Update Existing Case page (Figure 8a) appears.

2. Enter the case number assigned to the mortgage loan in the FHA Case Number field.

3. Click to submit for processing.

El \
- FHA Connection A — |

N Home Main Menu ID Maintenance E-mail Us Contact Us Sign OFf

Single Family FHA Single Family Origination » Case Processing * Case Number Assignment » Update Existing Case

\_ Case Number Assignment - Update Existing Case |

FHA Case Number: 052 I—ﬁ234557

CED €D

Figure 8a: Case Number Assignment — Update Existing Case
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4. The Case Number Assignment Update page appears with available fields open for additions and/or
changes, except for the address, borrower, sponsored originator, sponsor/agent, and/or originator
information which is view-only. Case Number Assignment Update fields are nearly the same as those
in Case Number Assignment (shown previously in Figures 6a and 6b). The additions are that the FHA
Case Number appears at the top with the Case Number Assigned on date (above and to the right of
the case number) (Figure 8b).

Note: Use Case Transfer to record a) the transfer of a case to a new mortgage originator, b) the
update of the sponsor or agent for a case, or c) the transfer of a case to/from a sponsored originator.

Single Family FHA Single Family Origination * Case Processing * Case Mumber Assignment » Update Existing Case

| Case Number Assignment Update |
| Case number assignment date

| Zase Mumber Assigned on: 08022006 |
FHA case number ——rFHa Case Number: 062-1234567

Figure 8b: Case Number Assignment Update

5. Complete the necessary changes and click to submit for processing.

User Resources

This section provides an overview of the role of What I Need to Know (WINK) modules and the Help in
processing Case Number Assignment, as well as a Detailed Case Number Assignment Tips subsection.
WINK . Case Number Assignment Assistance

WINK modules are offered at the menu-level, directly adjacent to the function they describe. Open a

WINK module by clicking the WINK icon [E2to the left of the loan processing option of interest (Figure 9),
e.g., Case Number Assignment.

{#) FHA Connection

Home HMain Menu ID Haintenance E-mail Us Contact Us

Single Family FHA Single Family Origination * Case Processing

[eserecesis —— \\NN\\\

Case Number Assignment @ Processing a Mortgage

Case Number
Assignment [
WINK module

for FHA Insurance

Appraisal Logging

Insurance Application What I Need to Know B

HECM Insurance Application

L T R

Figure 9: WINK modules on the Case Processing menu

The WINK module available next to the Case Number Assignment function (Figure 10) provides the high-
level overview and a workflow that shows the process and links to details and illustration (Figure 11).
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What | Need to Know . ..
About Case Number Assignment

Print

Site Map Other Resources

P Ovearview
P Workflow

Figure 10: WINK Case Number Assignment Overview and Workflow

What | Need to Know . ..

About Case Processing
Print

MNGM Processing steps from case establishment .

Workflow through case number assigned or not assigned
Oy ey

Select Establish a New Case « Pyiarkflow

Enter barrower and praperty address infarmatian in
Validate Borrower/Address for Case Number Assignment

Bormmower information validated
1 Dealing with borrower or

I 1 address validation issues

Property address validated & -or-  Property address not validated
(What are my options?) #

Complete Case Number Assignment and submit #
1

1 1
. . Options when a case
Case number assigned -0r- Case number not assigned — . .
e . number is not assigned
(What are my options?)

Figure 11: WINK Case Number Assignment Workflow

The WINK modules accessed via the Case Number Assignment menu itself provide very detailed
processing procedures, requirements, and problems/solutions.

e Home Main Menu ID Maintenance E-mail Us Contact Us

Single Family FHA Single Family Origination * Case Processing * Case Number Assignment

| Case Number Assignment |

Each WINK module focuses on the specific function’s
tasks, e.g., see the Topics for this module in Figure 13

[Ep Establish a New Case
[E® Update an Existing Case
[EP Holds Tracking

H&G/FHA Home Page | HUD Single Family Housing Page

HUD Multifarmily Hous

Figure 12: WINK modules on the Case Number Assignment menu
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The illustrated WINK modules that are accessed using the WINK icon located next to each function,
provide details, list problem solutions, and point out tips to expedite case number assignment processing.
For example, WINK’s About Establishing a New Case (Figure 13) covers:

Before Getting a Case Number (authorization requirements; the data to enter in 13 key fields)

Validating Borrower(s) and Property Address (why and how; correct address entry; correct
borrower information entry; zip code issues; address discrepancy issues; borrower problems)

Entering Case Information (user aids and tips)
Case Number Assignment Results (case number assigned or not assigned)

What I Need to Know . . .
About Establishing a New Case

Site Map Other Resources Print

Before Getting a Case Number
P Case Number Assignment Authorization

PPreparing to Enter Information

Validating Borrower(s) and Property Address

PWhy and How
PEntering the Address Correctly

P Entering Borrower Information Correctly
FNew or Changed Zip Codes
PHandling Address Discrepancies
PHandling Borrower Discrepancies
Entering Case Information
PUser Aids
F Tips for Entering Key Information
Case Number Assignment Results
FCase Number is Assigned
FCase Number is not Assigned

Figure 13: WINK topics in About Establishing a New Case
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HELP: Case Number Assignment Assistance

Use the FHA Connection Help by clicking at the upper right of the function page
for Business Background, Steps for Processing, and Field Descriptions.

#) FHA Connection

Business Backeround
General background inforrmation on this application

including the business model and function of this
screen in the overall process,

Steps for Processing
Steps required to cornplete thiz 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 format for all data.

Help Index
Alphabetical index of 2ll FHA Connection Single Family

Crigination help,

Figure 14: Help menu

See the Steps for Processing for assistance with each stage of entering, correcting, and overriding
address or borrower information.

Detailed Case Number Assignment Tips
The following are some helpful case processing tips:

¢ Projected Closing Date: For refinance cases, it is important that the Projected Closing Date is
correct because the upfront mortgage insurance premium (UFMIP) netting (credit) amount is
calculated using this date. If the actual closing date differs by a month or more, the UFMIP
netting available for the new case (if any remains) will be less and the UFMIP required will be
greater. UFMIP not paid within 10 days of the actual closing is assessed a late fee.

¢ Refinance Netting (Credit): When an FHA case number is assigned for a refinance case, the
netting (credit) authorization information displays at the bottom of the Case Number Assignment
Results page in the Refinance Authorization section. This section does not appear again on the
Case Number Assignment Results page once you close the page. To view the refinance netting
information at a later time, use Refinance Authorization on the Case Processing menu.

¢ Sponsored Originator: If using a sponsored originator, a record for the sponsored originator
must already exist in Sponsored Originator Maintenance and cannot have a termination date. If
the sponsored originator is not already recorded in the FHA Connection, use the Sponsored
Originator Maintenance Help (Business Background, Processing Steps, and Field
Descriptions) for details concerning how to add the information (your Application Coordinator
may provide authorization if needed). Sponsored Originator Maintenance is located on the FHA
Approval Lists menu.
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