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https://www.nchfa.org/LPPortal
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https://www.nchfa.org/LPPortal
http://fris.nc.gov/fris/Home.aspx?ST=NC
https://www.google.com/maps
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Login with Your Username & Password

https://www.nchfa.org/LPPortal

https://www.nchfa.org/LPPortal
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Read & Accept 
1ST Time 

logging into  
the Portal
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Update Your Account Information here … 
including Changing Your Password

Enter the Portal Here
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Awaiting Action 
WorklistStart a New Loan File

Messages About Your Org’s Files
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Change Your Message 
Subscriptions



www.nchfa.com

12

Click here to change 
subscriptions.  

Green check = Subscribed
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General 
Announcements 

will appear in the 
bottom left of the 

screen. Click to 
enlarge &  read. 
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Inbox will contain 
messages regarding files 

submitted, including 
those about the status of 
approvals, pended items, 

or general questions 
about the file.
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All files Awaiting Action 
Will Appear in Your Work 

List
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Click on UNITS & select New 
Reservation to start one.

Can also see Active Units ... 
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… to see list of CLOSED 
LOANS, click on 

Completed Units
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Must enter info in every box with a RED asterisk

Project Cycle = Current 
Program Year

Project = CPLP Member 
Name

Notice the Drop Down 
Boxes

CPLP

Enter Member Name

2021
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Select CORRECT Funding Package:

STANDARD = DPA
*with or without SystemVision™ & Green Building fees

OR
SystemVision™ Only = SV + Green fees

OR
IDA Match Only = Grant Funds

Click Next
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Some fields reference a list of 
previous entries.  Please use 
the existing entry and don’t 

create duplicate entries.

Site Name = 
Neighborhood, 

Community, Project

CPLP Loan Amount Requested  
= Up to $30,000 or 20% of Sales 

Price, whichever is less

$30,000.00
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Loan Status updates as File progresses 
thru Review & Approval Process

MENU BOX: Lists the Portal File Sections
• # in Blue Circle = Required Questions 

To Be Answered
• Check Mark = All required Questions  

Have Been Answered

Work from Top Down Answering All 
Questions Until You Have No #’s Showing
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Click Pencil to Edit Fields 
and Complete all Red 

Asterisk Fields 

Current Mailing Address for 
Disclosure Documents
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Click Green + to 
Add a Co-
Borrower

Select YES ONLY if co-borrower is Spouse 
and will not be part of the loan 

application.  They must be included as 
part of the household income & sign 

loan pool deed of trust & deed 
restrictions.

EMAIL Address MUST 
be for borrower.  

Disclosures are sent 
here.
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Check map for  
Accuracy & if 

needed, Select 
Blue Edit Pencil 

to Correct

Enter Property 
Information
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Click & Complete the 
Required Fields

NOTE: 
Choosing Energy/Green 

Standard does not
automatically add 

SystemVision™ & Green 
Building fee(s) to the 

Funding Section.  
Member must ADD 

fee(s) requested. 
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Click here to open 
Flood Risk Information System (FRIS)
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Center Map 
and Zoom In to 
Show Property 

If address not found, enter a nearby 
existing address & drag YELLOW 
INDICATOR to property location.
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Click Map Export and 
Print

Check that your “Pop 
Up” blocker is off. 

Otherwise, you may 
not be able to 

generate the required 
flood map PDF.
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For the Map Title, 
enter the 

HOME ADDRESS
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Save the Map 
where you can find 
it later.  Close the 
browser map and 

re-open it from 
where you saved 

the file.

MAP TITLE = HOME ADDRESS
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In Adobe Acrobat 
Reader, click VIEW, 

then Tools, then 
Comment, then 

Open

Map Title = HOME ADDRESS
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Click the Red Pencil, 
Draw the Property 

Boundaries, and 
then Save.  It’s now 
ready to upload as 

your flood map.

Map Title = HOME ADDRESS
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Answer the 
Remaining 

Environmental 
Review 

Questions and 
Click Save
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Add Unit 
Financing Data 

Here

CPLP Lien Position 
should be relative to  

other subordinate 
loan(s).
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Add ALL LOANS here.  If 
there is a promissory note, 
it MUST be listed as a loan.

Add any non-Agency grants or 
other gift funds here.  

Borrower contributions 
(deposits), seller contributions, 

grants, gift funds

Member fee auto populated but 
must ADD any SystemVision™ & 

Green Building fees here!

$2,000
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Total Sales 
Price Cannot

Exceed 
Appraised 

Value

Sales Price Limit 
(based on County 
& Type of home) 
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Always Select “Fully 
Amortizing” for 

Amortizing Loans

Select Deferred if loan is 
Deferred. In Additional 

Info/Notes add Terms of 
Forgiveness, if loan is forgiven

Do NOT add a 
P&I Payment for 

Deferred or 
Forgivable Loans
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Required & 
Optional 

Documents 
for 

Reservation

Upload, View, & Delete

If you 
accidentally 
upload the 

WRONG 
document, click 

the orange 
button again & 

upload the 
correct 

document.
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If you submit 
before required 
information is 
provided for 
reservation.

# of Required Questions 
Remaining
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If you submit 
after required 
information is 
provided for 
reservation.



www.nchfa.com

43



www.nchfa.com

44

Add EVERY
household 

member one at a 
time, then Save

Add, Edit, or Delete 
Income Sources

Select Household 
Member Type

Missing HH Members = Wrong 
Income Limits
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For Income that 
varies over time 

(hours, overtime, 
bonuses), Select 

Year To Date

Add Previous Year 
+ Year to Date
Example: 2017 
(30,000) + YTD 

(12,000) = 42,000

Input Income Period Start & End Date
Example: All of 2017 to February 2018
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Select Income 
Type

Select Time 
Period & add 
Income per 

Period
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As you add income, it 
will automatically add 
here & split between 

household & qualifying

Note:  This is not the 
final underwriting 
calculation, but an 

estimate.

Income Limit 
(based on of 
Property & 

Household size)

See how Year-to-Date 
Income Averaged 
Income.  $42,000 
over 14 months = 

$35,803  
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ADD Additional 
Analysis Data

Monthly Housing 
Subsidy = Any Section 8 

Assistance secured

TOTAL Monthly 
Debts = Student 

Loans, Car 
Loans, Credit 
Cards, & Child 
Support Paid
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https://www.nchfa.com/homeownership-partners/community-partners/community-programs/community-partners-loan-pool/forms-and-resources
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ADD Info on Home Buyer 
Education & Counseling 

provided

Education needs to be completed 
within 12 months of anticipated 
closing. Must be RECERTIFIED if 

Education Certificate > 12 months old

*REMINDER: HUD Rule Takes Effect AUG. 1, 2021*

6.0

2.5

04/20/2020
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https://www.nchfa.com/homeownership-partners/community-partners/community-programs/self-help-loan-pool/forms-and-resources
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Select attorney by clicking 
blue pencil.

Make sure attorney 
information is correct

Closing Contact is almost 
ALWAYS the paralegal 
handling the closing

Is there a W9 on 
file for attorney?  

If not, one must be 
uploaded.
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Start Typing Closing 
Attorney’s Name.

Only Click “Not in 
List” if attorney not 

listed

ONLY ONLY ONLY click 
“Not in List” if attorney is 
truly not listed or address 

is incorrect
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VERIFY ADDRESS!
If attorney’s office has moved, 
send message Portal Message 

with new address.   

However, if this is a secondary 
location, select “Not in List” 

and enter address.
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After reservation is submitted, 
underwriting document slots are 

AUTO POPULATED 
based on household income 

information

Click the GREEN PLUS button to 
add any documents not already 

requested (divorce decrees, 
letters of explanation) or to 

create additional slots for things 
like paystubs
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Select the 
relevant 

document 
type and add 
a description 

for the 
underwriter
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There are 3 portal 
generated documents that 

must be signed & 
uploaded.

Certificate of Occupancy is 
REQUIRED before closing for 
new homes, but not before 
underwriting is submitted.
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Amount of Assistance: Affordability Period:

More than $40,000 15 years

More than $15,000 10 years

Less than $15,000 5 years

NOTE: 
Home must remain 

PRINCIPAL RESIDENCE 
of Borrower even 

beyond affordability 
period.
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2. Borrower 
Affidavit

Must Enter HUD 
Counselor ID 

Number
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2. BORROWER AFFIDAVIT
• Must disclose any FEES PAID. If 

not disclosed, they cannot be 
charged.
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When all required 
documents have been 
uploaded and you see  

Check Marks & No 
Numbers, you can click on  

“Submit UW Package”
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The Underwriting Package 
is ready for submission.



www.nchfa.com



www.nchfa.com



www.nchfa.com

69



www.nchfa.com

70

After underwriting 
approval, Member can 

select closing date.

Unavailable 
dates are 

GRAYED OUT
on calendar.

VERIFY unit financing is 
CORRECT.  If not, click 

“Update Underwriting” 
& resubmit PRIOR to 
scheduling closing.
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Closing related   
documents are 

clearly detailed in 
Pre-Closing 

Instructions sent 
to the Closing 

Attorney.
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Track Closing Documents 
Needed for Payment

You can now see what 
documents are required, 

received, and still awaiting 
receipt
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Track Disbursements After Closing
You can now see when a payment was 

processed by NCHFA
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https://www.nchfa.com/homeownership-partners/community-partners/community-programs/community-partners-loan-pool/forms-and-resources
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Training Resources & Additional Program Info

https://www.nchfa.com/homeownership-partners/community-partners/community-programs/community-partners-loan-pool/forms-and-resources
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See completed and 
active loan pool units 

Five years of active and 
complete units available 

now
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Select active or 
completed projects, then 
click the printer symbol 
to generate a report of 
all loans closed by year
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mailto:vmimms@nchfa.com
mailto:dmhamilton@nchfa.com
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