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Once you have registered your loan with a product, the 
user may upload documents anytime during the 
origination life cycle of the loan into our customized 
document containers. 

 
The Loan Package Upload container has been replaced 
with the following NEW containers: 

 

First Mortgages 

o 1st Mortgage 
Prepurchase 
Review 

o Exception Review 
o Post Purchase 

Documents 

Subordinates 

o Subordinate 
Prepurchase 
Review 

o Exception Review 
o Post Purchase 

Documents 

WFA DPA 

o Subordinate 
Prepurchase 
Review 

o Income 
Certification 
Review 

o Exception Review 
o Post Purchase 

Documents 
 

NOTE: The above containers will only show after a loan product has been selected. It 
is critical that lenders upload documents into the correct container above. The 
appropriate container will show up depending on the product chosen. These 
containers segregate the documents. As long as the documents are uploaded into 
the appropriate container, this enhancement should help to streamline MH review 
process !!!! 



 

 
To begin your submission of documents, click Pipeline found in 
the top ribbon of the screen to locate your loan. Next select the 
loan that you are looking to submit documents. 

 
NOTE: A DPA loan requires a separate registration or lock from 
the first and a product MUST be selected for the DPA. An 
income certificate is required on all WFA DPA loans. All WFA 
3.0 and WFA 3.0 FHA loans should include all the required 
documentation as outlined in Form L-106 to be income 
certified. Please see Step by Step Income Certificate 
Instructions for further detail on the process. 

https://www.masshousing.com/home-ownership/lender-library
https://www.masshousing.com/home-ownership/lender-library


Loan Submission Process 
 
 

To Submit a first or second mortgage for review start in 
the Loan Summary Tab: 

 
Step 1 - Update your File Contact (by clicking the person 
icon in the top-right corner) 

 
Step 2 - Under Loan Actions provide an updated 3.4 file – 
Import Additional Data 



Loan Submission Process (CONT) 
 
 
 
• Step 3- Upload any Loan Documents required through 

the DOCUMENTS tab under Loan Summary. Uploaded 
documents are required to mark the loan as being 
delivered to MassHousing. The lender can tell if a 
document is successfully uploaded when the 
username and time stamp show up (beneath the 
merged document completion) as highlighted below. 

 
 

 
 



Loan Submission Process (CONT) 
 
The following steps occur after MassHousing has completed a review of the 
uploaded loan file: 
 

• Step 4- Click the CONDITIONS link from the menu on the  
left. 

 
•  

 
  



Loan Submission Process (CONT) 
 
 
 
 
 
 
 

 NEW  Step 5- Once you have uploaded the 
conditions in the respective custom container on 
the Documents page - select the “Notify Lender” 
button (no longer “Submit for Review“ or 
“Resubmit”) and MassHousing will be notified. 
NOW, the pre-purchase reviews, Income 
Certificates and all subordinate delivery documents 
will show up in the document's container below. 
Please do not mix the 1st mortgage and 
subordinate mortgages together. 



Loan Submission Process (CONT) 
 
 

 NEW  Step 6- Once the “Notify Lender” Button is selected, MassHousing will 
receive a notification that the condition(s) was uploaded. If the “Notify 
Lender” button is greyed out (as seen in the example below), MassHousing 
has not yet reviewed the condition. Should MassHousing require additional 
documents the button will be activated, and all Users will be able to see the 
updated loan status in their “Loan Messages” mailbox. Should any conditions 
need to be resubmitted click on the BLUE “Notify Lender” button and a 
subsequent review process for missing loan information and documentation 
requirements will begin. 

 
 
 



 
 

 

Viewing & Submitting Conditions 

Once the documents have been reviewed and conditions have 
been issued by MassHousing, you can view them by clicking 
Conditions under the Loan Summary . Next click the Expand Icon 
to view the condition details. 
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