How to Sign Up for
Eligibility Determination
Session Appointments
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Please complete the steps in the following pages, if you can answer “yes” to the
following questions!

1. 1 have a preapproval letter for a first mortgage from a NeighborhoodLIFT®
program approved lender

2. | have a fully executed purchase and sale agreement on a home located in
Clayton, Cobb, DeKalb, Fulton or Gwinnett county
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T ownership Steps for Borrower
The NeighborWorks* Way |
Prepare. Invest. Retain.

Follow these steps if you attended the launch event on May 4th & 5, |f
you did not attend the event, proceed to page/slide 5.

1. Visit https://nwcolumbus.force.com/nwcolumbuscft/.

2. Sign in to your account using the email address you provided at the
launch event.

3. You received an email from NeighborWorks® Columbus the day
your account was created at the event to confirm your account and
set up your password.

4. If you cannot remember your password, please click the “Forgot
Password” link.
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https://nwcolumbus.force.com/nwcolumbuscft/

If you have an account,
click here to sign in.
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Steps for Borrower

The NeighborWorks* Way |
Prepare. Invest. Refoin.

Follow these steps if you need to create an account.
1. Visit https://nwcolumbus.force.com/nwcolumbuscft/.
2. Click the “Sign Up Now” button.

3. You will receive an email from NeighborWorks® Columbus to
confirm your account and set up your password.

4. Click the link in the email you receive to Confirm your account.
Once your account is confirmed follow the steps outlined beginning
on page/slide 8.
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Your User Name & Password

Email address™

Email address

Step 3 - Click | "
login. ~

Don't have an account? Create Account

/ Step 1 - Enter email address
you provided at launch

event.
Password* /

Step 2 - Enter password you
created when confirming
your account.

' Forgot password? Click

“Forgot Password” and you
will be able to reset your
password.
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Steps for Borrower

Prepare. !mllmm

Once you are logged into your account, you will need to complete the
steps in the following pages of this guide.

1. Take the LIFT Quiz by clicking the LIFT Quiz button at the top of your
screen.
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m Completing the LIFT Quiz

1. Another screen will pop up (make sure your pop-up blocker will
allow this).

2. Answer both questions on the LIFT Quiz. Remember only answer
“Yes” to both of these questions if you have the following two

documents:
a. Fully executed purchase and sale agreement within the defined LIFT
geography

b. Pre-approval from a NeighborhoodLIFT approved lender

3. Click the “Next” button.
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LIFT Quiz

Do you have a signed purchase and sales agreement on a home
located in the LIFT Geography? *

Yes

Do you have a mortgage pre-approval from an approved
NeighborhoodLIFT lender? *

Yes

LIFT Quiz

_enter Contact Us My Profile
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m Completing the LIFT Form

1. You will be taken to another screen where you will fill out the
following fields:

Borrower First Name

Borrower Last Name

Co-Borrower First Name (if applicable)

Co-Borrower Last Name (if applicable)

Current Mailing Address including city, state and zip code.

Purchase Property Information including address, city, state and zip code.

Sales Price

Closing Date

Under the first responder, military, teacher information, check any and all
that apply.
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Excellent! To start the process for NelghborhoodLIF T® assistance, we wlll need to collect the following Information fromyou, If you

haven't already provided It

Personal Info

Buvyer First Mame'

LIFT

Corbuyer First Mame (F applicable)

Mailing Address

Srest Address'

Postal Code !

Buyer Last Mame '

Custamer

Co-buyer Last Mame (F applicable)

At #

SratefProvinee !

--Mone-- ~




Postal Code !

Furchase Froperty

Sreet Address!

Postal Code !

Sales Prlce !

Estimated Closing Drate '

mimy ddiyyyy
[B/252018 ]

CtatefProvinee '

--Mone--




First Responder/Military/Teacher Information

* Choose any radio button that applies to you.

* For example, if you are a teacher, you would
choose the radio button near teacher.

First Responder/Military/Teacher Info

Areyou 3 veteran?

es '™ Mo

Areyou acthe miltary?

Yoo ™o

Areyol the suriing spouse of miltany?

feg Mo

Dovyou ke Ice cream?

Yoo ™o

Areyou ateacher?

es = Mo




Uploading Documents

1. You will be taken to another screen where you will be able to
upload documents. This is called the “My Documents” section of
your account.

2. At this point you should upload the following documents:
a. Fully executed purchase and sale agreement
b. Pre-approval from a NeighborhoodLIFT approved lender

3. Click on the “Choose File” button.
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Documents for LIFT Customear

If you have not done so already, please upload a copy of the flrst page and the signature page only of your executed purchase and sales agreement AND
mortgage pre-approval document you recelved from your MelghborhoodLIFT® approved lender. We do not need all pages of thess two documents.

If we clo not recehrs thege documents from you within 24 hours, your spot In the NelghborhoodLIFT® program will be released, and you wlill need 1o take the
fulz agaln, assuming NelghborhoodLIFT® funding s still avallable.

If after following these steps you have difficulty uploading your reguired docs, please click on "Contact Us" and send us an emall and we will call you andwalk you
through the steps. If you have not provided us your phone number wia your Profile, please include 1t In the emall.

Additionally, If you have already completed your Home Buyer Education course, please submit a copy of your certificate as well (note: successful completion of an 8-
hour HBE course |5 reguired prior to closing on your new home).

Meedtoupload documents but don't have access 1o a scanner? Log Into your account with your smartphone or tablet, and you can use your device's camera totake a
plcture of your documents to send them to us that wiay!

Choose File | Moty chosen

FILE UPLZAD - Allowed file types - dog, dock, ppt, ppte, pdf, jpg, png, «ls, «lsx.

Flease note that w152train2 CFT reserves the right to request re-uploads of any documents that are unclear.

Select Document Type




Uploading Documents

1. A screen will pop up on your computer for you to select the
documents you will be uploading.

2. Go to the folder you have your documents saved on your computer
and select the file one at a time.

3. Click the “Open” button.
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Uploading Documents

1. The document you selected from your computer will be listed next
to the “Upload” button.

2. Select the type of document you are uploading from the dropdown
list.

3. Click the “Upload” button.
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through the steps. If you have not provided us your phone number via your Profile, please Include It In the emall.

Additlonally, If you have already completed your Home Buyer Education course, please submit a copy of your certificate as well (hote: successful completion of an &-
hour HEE course |5 reguired prior to Closing on your new home).

Meedto upload documents but don't have access to a scannet? Log Into your account with your smartphone of tablet, and you can use your device's camera totake a
plcture of your documents to send themto us that way!

The name of the document

Choose File | Pre-Approval Letterpdf €= you selected from your

FILE UPLCAD - Allowed file types - doc, docx, ppt, ppts, pdf, jpg, png, s, slss.

computer will appear here.

Please note that v1b2train2 CFT reserves the right to request re-uploads of any documents that are unclear.

Select Document Type

LIFT Pre-Approval Letter

o

When ready to upload your
document click “Upload”.

Click this arrow to choose the
type of document you are
uploading such as “LIFT Pre-
Approval Letter” in this
example.




Uploading Documents

1. A box will pop up indicating your file is uploading. It may take some time

to upload depending on your internet connection and the size of your
file.

2. Repeat the document upload steps for the next document you need to
upload.

3. You have now completed uploading your purchase and sale agreement
and pre-approval letter.

4. Inthe next 48 business hours your documents will be reviewed. As soon
as the documents have been verified, you will receive an email to login
to your account and sign up for your Eligibility Determination Session.



o Signing Up for an Appointment

The NeighborWorks® Way
Prepare. Invest. Retoin

1. Once you have received the email to sign up for your appointment,

login to your account and click on the “Training Center” within your
account.

2. Click the “Register” button under the NeighborhoodLIFT Eligibility
Determination Session appointment.
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My Appointments

Clagses and appolntments we recommend, as well as those you have scheduled, appear under My Appolntments. ywiB2traln2 CFT hag a
no refund policy regarcing all appointments, classss and workshops. Appolintments may be rescheduled once booked via the
'Reschedule’ function for a scheduled appolntment. If you reglster for a class or appalntment, then find you are unable to attend and cannot
find an avallable date to reschedule, please Contact Us.

=i

MNelghborhood LIFT® EligIbliity Determination Se=sslon

iou wlll not be able to schedule your Ellgibility Session untll you pass the LIFT
guiz (link abowe) and submit your signed purchase agreement and mortgage

fre-approval from your lender

English




o Signing Up for an Appointment

The NeighborWorks® Way
Prepare. Invest. Retoin

1. When you click register, a new window will pop up, where you will
be able to select the location of your appointment. Please be sure
to choose the correct location.

2. Click the Any Available provider option on the next screen. By
choosing any provider you will be given the option to choose any
appointment that is available at the location you selected.

3. Select the date and time of the appointment that works best for
you. Be sure to remember that you must complete your Eligibility
Session at least 21 calendar days prior to your closing date.



Lacations

R OnC Office

MR, Mewy Yiork Office

5 550 Secure  About

25 miles

Hurs DC Office =
999 MNarth Capital Street NE, Washington, District of
Columbia 20001

©

Appointment booking by

-

Step 1 - Choose the location
you prefer. Make sure it is
within your LIFT geography!

Step 2 - Click “Schedule”.

Step 3 - Choose a provider. It
is best to choose the option
“Any Available” so you can
choose an appointment that
fits your schedule best. All
appointments available at
the location selected will
display when this is chosen.

Providers

Locations:

aelect a Service Provider

Any available

The provider will be autematically selected foryou

koara Tracey
Lender
00SnO000002 S62 1AAT

Sarah Bentley
Counszelar
Q0Sn0000002 552 Cans




Locations

Providers

Schedule

Select the day and time for your appointment
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1:00 pm
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500 pm

click to change.

Appointment booking by :

Step 4 - Choose the date that
works best for you.
Remember your
appointment must be
completed 21 calendar days
prior to closing! Keep that in
mind when scheduling!

-

Step 5 - Choose the time that Step 6 — Click the Submit
works best for you. button.

Locations Providerz Schedule mr

Flease Complete Details

Date:
Time:
Location:
Service:

Provider:
Marme:
Email:
Email:

MHotes:

6 S50 Secure  About

Friday, June 1, 2018

4:00 prn - 5:00 prm EDT (GMT-04:003

MWA, DS Office

MeighborhoodLIFTE Eligibility Determination Session

Ary available

LIFT Custormer
litcustomerng@yopmail.com

liftcustomerng@yopmail.com

Suhrmit

Appointment booking by




o Signing Up for an Appointment

The NeighborWorks® Way
Prepare. Invest. Retoin

1. A screen will pop up letting you know your request was successful.

2. Inyour Training Center in your account you will be able to see that
your appointment has been booked.

3. If you need to reschedule your appointment for any reason, go to
your Training Center and click “Reschedule” and follow the Signing

Up for Appointment instructions again.
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My Appointments

Classes and appolntments we recommend, as well as those you have scheduled, appear under My Appolntments. yvi62traln2 CFT has a
no refund policy regarding all appolntments, class=s and workshops. & ppointments may be rescheduled once booked via the

‘Reschedule’ function for a scheduled appointment. If you reglster for a class of appolntment, then find you are unable to attend and cannot
find an avallable date to reschedule, please Contact s,

JUN MekghborhosdLIFT® Eliglbliity Determinatien Sesslon 05012012
1 ou will not be able to schedule your Eligibllity Session untll you pass the LIFT ECOKED Reschedule
gquiz {link abowve) and subimit your signed purchase agreement and mortgage
A pre-approval from your lender F WS DC Office 5400 P

This screen shows a Booked
appointment. If you need to
reschedule do that by click
the “Reschedule” button.




o i» Documents for Eligibility Determination Session

The Neighbong:lif:ngt;cr !
1. Once you have booked your Eligibility Determination Session
appointment, you will receive an email confirming the date, time
and location of that appointment.

2. Attached to the email confirmation will be a list of documents that
you MUST upload at least 72 hours prior to your appointment time.

3. To upload the documents go back to the “My Documents” section
of your account and follow the “Uploading Documents” section of
this guide.



