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Home Page Widgets 
 
Several Home Page Widgets are available for users to access key information. The 
following widgets are available: 
 • Recently Accessed Loans – This widget displays a list of recently accessed loans 
by a TPO. You can click on a loan in the list to view the loan. 
• Company Announcements – The company announcements enable MassHousing 
to update you on valuable information including guideline changes. First time 
users should sign up for daily rate sheets.  
 • Lender Key Contacts – This widget enables Brokers to quickly access global 
Lender Contacts directly from the Welcome page. 
 
 

 
 
 
 
Start A New Loan 
 
 1. Click Add New Loan from the Dashboard to begin registering the loan. 
 2. In the pop-up window, select the loan officer and loan processor to which the 
loan will be assigned.  
 Note: Automated status updates are emailed to the file starter.  



 
 
3. Click Next.  
4. Click and Drag or Browse for your Fannie Mae 3.4 File. Click Next to import the 
data. 

 
 
 
 
 5. Review loan information and enter the borrower’s Estimated Closing Date and 
Loan Documentation Type. 
 



 6. Click Next to proceed through the rest of the loan application. Click Save to 
Register your loan. This will generate the Loan Number once saved. Please see our 
Broker Lock Desk Training for additional detail on the lock process. 
 
Note: Saving your loan does not mean submitting. 
 
 
 
Upload Documents  
 

1. On the menu on the left, click the Documents link. 
2. Utilize the submission checklists under Resources and Documents on our website 

to upload the minimum submission requirements (highlighted items) per program 
type. 

3. The initial 1003 must be signed/dated by the broker within 24 hours of 
submission. 

4.  Drag and drop the document file to the document entry in the list or click the 
Browse for Files button to select a file to attach to the document entry. The 
document is now included in the Documents.             
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://www.masshousing.com/home-ownership/mortgage-brokers


 
Reissue Credit 
 
1. Click Reissue Credit in the left-hand menu tab under Loan Actions. 
2. Select the Credit Provider from the list provided.   
3. Select Reissue Credit to pull a previously pulled report using the 
reports Reference Number. 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 


