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https://www.nchfa.org/LPPortal
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https://www.nchfa.org/LPPortal
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Read & 
Accept
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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
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Update Your Account Information

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
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Click here to change 
subscriptions.  Green 
check = Subscribed
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Announcements 
will appear in 

the bottom left 
of the screen.  

Click on them to 
enlarge and 

read the 
announcement.
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Messages regarding files 
will appear under box.  

These will include 
messages 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 Units to EITHER start 
a New Reservation or see a 

list of all active files
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Complete every field 
with a red asterisk 

Notice the dropdown 
boxes

Some fields reference a list of previous 
entries.  Please use the existing entry 

and don’t create duplicate entries.

Select Funding 
Package

Click Add New Twice

Site Name = Neighborhood, 
Community, Project
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Dashboard Updates as 
File Progresses Forward

# of REQUIRED Remaining 
Questions to Answer

Work from Top Down Answering 
All the Questions You Can
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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-Borower

If Co-Occupant is a Spouse 
and not on loan application, 

select yes.
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Check map for 
address accuracy 

& update

Update Property 
Information
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Click & 
Complete the 

Required Fields

This does not 
automatically add 

a fee for 
SystemVision or 
Green Building
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Click here to 
open FRIS
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Center Map 
and Zoom In to 
Show Property

If address not found, use Google 
Maps and find a nearby older 

address.  Enter the address and drag 
map.
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Click Map 
Export and 

Print
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Name The Map After 
the 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.
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In Adobe Acrobat 
Reader, click View, 

then Tools, then 
Comment, then 

Open
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Click the Red Pencil, 
Draw the Property 

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

your floodmap.
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Answer the 
Remaining 

Environmental 
Review 

Questions and 
Click Save
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Add Unit 
Financing Data 

Here

Change Lien 
Position and 
Term Here
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Add any LOANS 
here

Add any non-Agency 
grants or other gift 

funds here

Add any Agency 
member fees, IDA 
match, and Energy 

Certification fees here
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Total Sales Price 
Must be < 

Appraised Value

Sales Price Limit 
(based on county & 

new vs existing
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Add a household 
member, then Save

Add, Edit, or Delete 
Income Sources

Select Household 
Member Type
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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

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

estimate.

Income Limit (based 
on County & 

Household size)
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Add Additional 
Analysis Data

Use Monthly 
Housing Subsidy for 

Vouchers or MCC
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Add Homebuyer 
Education & 
Counseling 
Information
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Start Typing Closing 
Attorney’s Name.

Only Click “Not in 
List” if attorney is 

not listed
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After selecting 
attorney, add 

Paralegal contact if 
Paralegal is working 

the closing.
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Required & 
Optional 

Documents for 
Reservation

Upload, View, & Delete
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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.
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After reservation is 
submitted, underwriting 

document slots are added 
based on household 
income information
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There are 3 documents 
that must be generated, 
signed, and uploaded.

Certificate of Occupancy is 
REQUIRED before closing 

for new units, but not 
before underwriting is 

submitted.



www.nchfa.com

59

When all required 
documents have been 

uploaded, you will see a 
check mark and have the 

ability to Submit UW 
package
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The Underwriting Package 
is ready for submission.
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After underwriting 
approval, submit closing 

date will be available.

Unavailable dates 
will appear gray 
on the calendar.

VERIFY all unit 
financing details are 
still correct.  If not, 

click “Update 
Underwriting” and 
resubmit PRIOR to 
scheduling closing.
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1. Scheduling Closing
2. Pre-Closing Instructions
3. Required Documents Prior to Closing
4. Note and Deed of Trust Requirements
5. Loan Closing Disclosure (CD) 
6. Deed Restrictions and Authorization to Close
7. SystemVision™ Only
8. Post Closing
9. Common Issues
10. Questions
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If you have a servicing fee, it 
should be shown here.
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Loan Estimate section 
must be completed on CD 
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Should always have a attorney’s 
name, never a firm name

Use this section for firm contact. 
(i.e paralegal, legal assistant)
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NOTE:  Participating Partners can be found at http://www.nchfa.com/Nonprofits/HPselfhelploan.aspx
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Member identifies 
homebuyer & begins 

homebuyer 
preparation

Member submits 
SHLP reservation & 
underwriting docs

Homebuyer(s) meet 
sweat equity 

requirement & 
homebuyer 
education

Closing attorney 
closes participation 
loan for borrower

NCHFA provides loan 
funds & energy 

certification fees

Member ensures 
loan is serviced & 

sends pro-rata share 
to NCHFA

Member raises funds 
for a home & starts 

work on home

How SHLP Works
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https://www.resispeak.com/advancedenergy
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mailto:HEWRIGHT@NCHFA.COM
mailto:MGMOSS@NCHFA.COM
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mailto:HEWRIGHT@NCHFA.COM
mailto:MGMOSS@NCHFA.COM
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http://www.homeinnovation.com/
http://www.usgbc.org/cert-guide/homes
http://www.greencommunitiesonline.org/
http://www.wncgbc.org/programs/green-built
https://www.energystar.gov/index.cfm?c=new_homes.hm_index
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http://www.advancedenergy.org/portal/systemvision/Trainings:

http://www.systemvision.org/
http://www.advancedenergy.org/portal/systemvision/
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https://www.resispeak.com/advancedenergy
https://youtu.be/2lWm5FjIJ6o
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mailto:jdburton@nchfa.com
mailto:bwedwards@nchfa.com
mailto:sbjoyner@nchfa.com
mailto:kchargrove@nchfa.com
mailto:rylee@nchfa.com
mailto:dmhamilton@nchfa.com
mailto:kchargrove@nchfa.com
mailto:echair@nchfa.com
mailto:rgmoore@nchfa.com
mailto:mgmoss@nchfa.com
mailto:hewright@nchfa.com
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http://www.homeownershipstandards.com/Home/Home.aspx
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