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Login with Your Username & Password
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Read &  
Accept
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Update Your Account Information

Enter the Portal Here
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Use the dropdown list to
select you project if you
have multiple projects.

Enter the Portal Here
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Awaiting Action  
Worklist

Start a New Reservation or  
Access an Existing One

Messages About Your Units
General Program  
Announcements
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Select Active, Completed  
units or New Reservation

Completed Projects and Completed Units will  
be visible for five years.
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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 or  
completed units

www.nchfa.com
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Select the Program and  
Program Cycle

Select Project will have a
dropdown list only if you
have been approved for
more than one project.

Enter all required fields
marked with an asterisk.

Click “Next”

www.nchfa.com
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Enter the Requested Loan  
Amount (Hard Costs). This  

is the reserved amount and  
can be changed later in the  
Settlement Data Sheet. The  
amount will be corrected if  
over the maximum. A 20%  
Contingency Amount will  
be added automatically.

Click “Save”
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Dashboard updates as  
file progresses forward

Number of required  
fields to complete.

Hover over the number  
to see what fields are  

required.

Work from top down

www.nchfa.com
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Complete every field with a  
red asterisk

Notice the dropdown boxes

Enter all 9 digits of the SSN

If widow, death certificate  
document slot will be  

genertated

Select “Save”
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Click on the blue edit box  
to enter information

Current Mailing Address for  
Disclosure Documents
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Select “Save”

If no PO Box, select “Use  
Property Address”
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Enter Co-Borrower if  
applicable. Always  

enter the spouse of a  
borrower. If the  

spouse will not be on  
the promissory note,  

you will be able to  
designate them as  

“excluded from loan  
documents.”

Checkmark means  
complete

www.nchfa.com
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Update Property  
Information and  

save

Not necessary to  
adjust map.
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Click to complete the  
required fields  
Click “Yes” if the

borrower, co-
borrower or any  

immediate family  
member is an  

employee of the
loan pool partner’s  

organization. A  
document slot will  

be generated

www.nchfa.com
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If Household  
Income is over the  

HUD HOME income  
limits, a Warning  
will be displayed  

and the  
homeowner will be  

ineligible for the  
program.

www.nchfa.com
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Click to add one  
or more special  
needs. Use the  
trashcan icon if  

you need to  
delete one.

www.nchfa.com
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Energy / Green  
Standard – select  

“None” for  
ESFRLP 2016 and

beyond

90 days is the  
default but may  

be changed
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Website links  
provided for  

source maps that  
will be saved to  
your desktop as
.jpg or .pdf and  

uploaded

Each question  
must be answered  

unless N/A

www.nchfa.com

26

http://www.nchfa.com/


These two  
questions will be  
auto-filled. If >45  

years old, you must  
complete a  

Historic Evaluation  
Request (pre-filled  
template available  
in “Documents”)

www.nchfa.com
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Click on the house  
icon to enter  

address

Historic districts  
outlined in color

Save a screen  
capture to upload  

later

www.nchfa.com
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Click on the  
magnifying  

glass to enter  
address

Blue  
designates  
100 year  

flood plan

www.nchfa.com
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Save a screen  
capture, including  
Flood Information  

menu

Note panel  
number and  

effective date for  
entry into portal

www.nchfa.com
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Click on the  
search field to  
enter address

Turn on  
appropriate  

layers for  
mapping
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Link for NEPA  
site

If the well or  
septic is not  

being repaired  
or replaced,
answer “No”

www.nchfa.com
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Enter address  
with city and  

state
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Turn on  
Wetland layer

Make sure  
screen capture  

includes  
“Select Map  

Contents”  
menu

www.nchfa.com

34

https://nepassisttool.epa.gov/nepassist/nepamap.aspx
http://www.nchfa.com/


These default  
to N/A

If the well or  
septic is not  

being repaired  
or replaced,
answer “No”
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Link for website

If the well or  
septic is not  

being repaired  
or replaced,
answer “No”
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Turn on Wild  
and Scenic  
Rivers layer

Make sure  
screen capture  

includes  
“Select Map  

Contents”  
menu

www.nchfa.com
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This defaults to  
N/A

If the well or  
septic is not  

being repaired  
or replaced,
answer “No”

www.nchfa.com
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Maps and noise calculations for ESFRLP are not required due to the programs standardized continuation treatments.
All repaired or replacement components to the building envelope under ESFRLP will meet or exceed the Essential 
Rehabilitation Standards.
Please contact NCHFA if you have any questions.
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This defaults to  
N/A
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Use the NEPA 
site to generate 

the airport 
hazards maps
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Turn on Airport  
Points and  

Airport  
Polygons under  
Transportation

www.nchfa.com
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Change the  
buffer distance  
and make sure  

that Airport  
Points and  

Airport Polygon  
layers are on

www.nchfa.com
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Left click on the  
magenta cross,  

enter buffer  
distance and  

unit of  
measurement,  
then click “Add  

to Map”

www.nchfa.com
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Zoom out until  
the entire  
buffer is  

visible. Close  
the Project  

Details window  
before screen  

capture

www.nchfa.com
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This defaults to  
N/A
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Change the  
buffer distance  

and turn on  
Brownfields  

and Superfund  
layers under  
EPA Facilities

www.nchfa.com
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Change the  
buffer distance  

and turn on  
Brownfields  

and Superfund  
layers under  
EPA Facilities

www.nchfa.com
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Turn off the  
Project Details  
window before  
capturing the  
screen (site  
icons can be  

hidden under  
the window)

www.nchfa.com
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Click on each  site 
to get a  Facility

Report.
Contact Laura 

Altimare or
Mark  Lindquist 
for  instructions.

www.nchfa.com
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This defaults to  
N/A

Enter your  
name and the  

date, then click  
“Save” and  

rejoice!

www.nchfa.com
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Click on the blue edit  
box to enter  
information

There are three methods to determine a Post-Rehab Value:  
1)Estimate of Value (Comparable Sales), 2) Tax Assessments of a  

comparable property, or 3) an Appraisal.

• If you select to use an Estimate of Value or Tax Assessments of a  
comparable property, please enter the comparable property figure and  
upload the documentation of the target and the comparable property.

• If you select the Appraisal method, please enter the Appraisal figure and
upload the documentation that includes the work to be performed.

• If the Post-Rehab Value is greater than the Max. Property Value, the unit
is ineligible.

www.nchfa.com
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Enter post-rehab  
value estimate

Click inside the  
shaded box to  

indicate valuation  
method – must be  
the same for each  
unit in the project

Click “Save”
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The unit is still in  
“Pending Setup”  

status

The next menu  
item to complete  

is “Funding”
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Edit hard costs  
(loan)

Add other (non-
HFA) funding if  

applicable

Edit soft costs  
(grant)
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Edit hard costs (loan)

The Contingency  
Amount will  

automatically add  
20% of the  

requested amount  
up to the maximum

Term will  
automatically  

calculate

www.nchfa.com
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Click to add  
document slots

Instructions on  
uploading files

Pre-filled template  
available. This  

document must be  
generated, signed  

and uploaded.

www.nchfa.com

57

http://www.nchfa.com/


Icons for Upload,  
View and Delete

Number of  
documents required

www.nchfa.com
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Upload the HUD Income  
Eligibility Calculator that  

was done during  
application intake

https://www.hudexchange.info/ 
incomecalculator/

www.nchfa.com
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Slots turn green after  
upload

All documents have  
been uploaded

Click “Submit  
Reservation”

www.nchfa.com
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Click “Submit”

www.nchfa.com
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Status changes to
“Submitted”

Confirmation  
message
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Reservation or Environmental Questions?

www.nchfa.com
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If you have any problems with portal operations or any stage of the  
environmental submission process, please contact:

Mark Lindquist  
mwlindquist@nchfa.com 
919-501-4263

Mike Handley  
mghandley@nchfa.com 
919-877-5627
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