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Viewing and Assigning/Deleting Loans November 7, 2025

Correspondent

Housing Finance Agency (HFA)

Summary U.S. Bank provides best practices and helpful hints to assist lenders in using Lender Portal
including successful loan registration, delivery, review/underwriting, and loan funding.

We encourage you to share these communications with the various team members in your
organization who may not be on our distribution list who also utilize Lender Portal.

Viewing and View Loan
Assign Loans The View Loan button returns a user to the Registration page to view and/or make any loan
attribute changes, as allowed and applicable.
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Assign Loan

To view users who are assigned to the loan, or to assign additional users, click the Assign
Loan button. The number associated to the Assign Loan button represents the number of
users that are assigned.

The Assign Loan button on the Loan Details page is not enabled while the loanisin a
Purchased or Cancelled status.

Post-registration, users can be assigned from the View Loan button.
To view and or assign users to the loan:
1. Click Assign Loan

2. Search for users to assign by utilizing the search box, scroll bar, or click the Select
box to search by their assigned role

3. Select the checkbox next to user’s name and click Assign
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Deleting a User To delete an assigned a user:

1. Click Assign Loan

2. Click Assigned Users tab

3. Click the red trashcan icon to delete assigned user
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Select Yes when presented with the Delete User confirmation window

&0

Assign Loan

Users List = Delete User
T t Assigned Users

Are ¥Oou sure, you want 1o defete PSS Ened U ser?

Hame Emiad Rale

Mary User maryuserdsampletani com Lender Frocessar 3]

Training To access updated training material, simply login, click on Resources on the left navigation menu
Resources and then click on Additional Resources.

Training Topic  Description

Administrators can use the portal for a variety of administrative needs, including
creation and maintenance of Lender users, as well as granting and revoking
permissions to users to perform specific tasks within the system. The Seller
Administrator user role in the Lender Portal will be used to set up all new users
and their associated permissions.

Seller
Administrator

The Loan Pipeline tool may be used by permissioned users for all loan pipeline
Pipeline tasks and management. Users may view all loans in the pipeline, or just their
Management specific loans. The Filter allows for easy sorting and may be customized to the

user’s preference.

Loan Lender Portal provides flexible options for submitting loans quickly. With just a
Registration and | few clicks a user may convert a reservation to loan registration, confirm
Document program eligibility and quickly upload and associate credit and closed packages

Package Upload | to registered loans as well as loan documentation.

A user can upload documentation to submit conditions from the Pipeline view.
Conditions The current open condition count is shown, along with shortcut options to view
and upload conditions.

The following Training Guide is located in the Support tab within the Resources section:

Training Guide Description

HFA User The HFA User Manual is a compilation of all training material with additional
Manual detail.
Questions Correspondent: Please contact your Account Executive or the Client Support Area

QD at 800.200.5881, option 1.
HFA: Please contact the Housing Finance Agency Hotline at 800.562.5165, option

2 for the HFA Client Support Team.
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