State Assistance for Housing Relief
Mortgage Assistance Counseling
Manual Application Instructions
The manual application feature is a tool designed for Mortgage Assistance Counseling (MAC) agencies who are assisting
applicants that are unable to complete the application electronically. MAC agencies should provide applicants with the
SAFHR for Homeowners Paper Application, then use this information to complete the online manual application. This
document is intended as a guide to MAC agencies who are assisting applicants with their SAFHR for Homeowners online
application and is not intended for the use of individual applicants.

1. Once you have logged into the online portal, select “Applicants” located in the upper-right corner of the screen. Then
select the “+” option to the right of the Search bar.

2. After you’ve selected the “+”, a window will appear to begin your Manual Application. Enter the First and Last Name
of the applicant, along with their Email Address (if applicable), and how they heard about the SAFHR for Homeowners
program. Click “Start Application” at the bottom of the window. Note: Agencies should not use their own emails. Once
an email is used, it cannot be used again.
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3. You’ll start by navigating to the “Applicant” section in the Toolbar on the lefthand side of your screen Click the “Edit”
button in the top-right corner of the application.

4. Input primary applicant information.
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5. Input subject property information into the “About the Property” portion, then select “Verify Address”.

6. If the ““Suggested Address” looks correct, select “Use This Address”. Save this section by clicking the “Save” button at
the bottom of the screen once all fields are completed.
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7. Now you’ll move onto the Co-Applicant(s) section. If there is a co-applicant on the paper application, selected “Add
Co-Applicant”. If there is not a co-applicant, select “I Don’t Have Co-Applicants”.

8. If you selected “Add Co-Applicant” enter their information from the paper application here. Then select the “Save”
button at the bottom of the screen.
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9. Once the Co-Applicant section is complete, you’ll move onto the Household section. To add household members,
select the “Add Household Member” button in the top right hand corner of the screen.

10. Enter the first household member’s information (do not re-enter the primary applicant or co-applicant’s
information here) from the paper application, then click “Save”. Repeat this until the entire household has been added.
If there are not additional household members, you can skip this section.
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11. Once you have completed the “Household” section, you will move onto “Loans”. Select the “Add Loan” button in the
top right-hand corner of the applcation.

12. Enter the loan information from the paper application. When this is complete, select “Save” at the bottom of the
screen. Repeat this step if there are additional loans on the subject property.
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13. Once you’ve completed the “Loans” section, you can start the “Assistance” portion of the application. Click the
“Edit” button in the top right-hand corner of the screen.

14. The only option for assitance, at this time, is Reinstatement. Check the box next to “Reinstatement”, then click
“Save” at the bottom of the screen.
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15. Once you’ve completed the “Assistance” portion of the application, you’ll move on to “Financials”. First, select the
“Add Income” button in the middle-right section of the screen.

16. Input the income information from the paper application, then select “Save”. Continue this step until all of the
household income has been added.
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17. Once the household income has been added, you are ready to move onto the next section. Please do not add
household expenses to this section. This information is not needed to move forward with the application.

18. Once the “Financials” section is complete, you will move onto “Hardship”. Select the “Edit” button in the top righthand corner of the screen.
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19. Input the hardship information from the paper application, then select “Save”.

20. After completing the “Hardship” section, you will move on to “Documents”. Upload all corresponding
documentation into their appropriate folders by selecting “Upload File”.
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21. After uploading the document, you may see a “Status” drop-down appear next to the “Notes” section. This may also
appear as an option to “edit”. Do not make any changes to the status of the documents. This will be updated by our
processing team.

22. Once all documentation has been uploaded, you will upload the signature packet that was included in the paper
application. First, you must download the signature bundle, even if you already have a completed packet to upload.
Downloading the signature bundle will unlock the “Upload Signed” option. To upload the signed packet, select, “Upload
Signed”. **Please note that the Signature Bundle does not include the Homeowner-Agency Authorization or the
Applicants Consent to Release of Information. If you download the signature bundle, these two forms will have to be
manually uploaded
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23. Once the signature documents have been uploaded, you will see a “Status” drop-down appear next to the “Notes”
section. This may also appear as an option to “edit”. Do not make any changes to the status of the signature bundle.
This will be updated by our processing team.

24. The application has now been submitted. You can check the status of the application by selecting “Applicants” in the
top right-hand corner of the screen. The status of the application will show “Application Submitted”. Note: Once you
refresh the page, the application will disappear from the list. The application will only re-appear if there are
corrections needed.
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25. If the application needs corrections after review, it will re-appear in your list and the Status will be “Cure”. Select
“View” next to the application to review the corrections.

26. You can review the corrections in the “Communications” section of this application. Your processor will send all
correspondence regarding corrections in this tab. You can also communicate with the processor via this section.
Corrections may require you to upload additional supporting documentation.
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27. Once all corrections have been made, submit the application by selecting “Processing Team” under the “Group”
drop-down. Once the processor begins reviewing the updates, the status will change to “Under Review” Note: The
application will disappear from the list once the page is refreshed.

28. You will continue this process until all corrections have been made and a decision has been made regarding the
eligibility of the application. Once eligibility has been determined, the application process is complete.

Note: Applications assigned to your agency will be viewable by all agency team members.
Once the applications are submitted or assigned to the processing group, these applications
will no longer be viewable until they are sent back for corrections.

-

END OF SAFHR-MAC MANUAL APPLICATION INSTRUCTIONS -

For questions or feedback, please contact:
Amanda Eisenmann
Housing Program Administrator, MHDC
amanda.eisenmann@mhdc.com
816-759-6698
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