
Lender Portal --
https://lender.hotbreservations.com/login/wa
On the Dashboard, choose "Start New Application"

Drag and drop your Fannie Mae 3.4 file or click to select the file from your 
machine.

System will ask to Validate the Property Address as well as any missing data that 
was not submitted in the Fannie Mae 3.4 File.

Note: Credit Score is required for all borrowers on the application, however, 
WSHFC does not require every borrower to have a credit score.  To proceed with 
the application, you must enter a score between 300-900.  WSHFC can edit the 
application once it's been locked.

Once you validate the address and complete the missing fields, Save

Uploading Fannie Mae File & Locking Loan File
Thursday, August 20, 2026 6:44 PM
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Navigate to the Rate Locks tab
Any values listed in blue are missing from the application and required before you 
may proceed with locking the loan file.
Click on any of the missing items listed in blue to be directed back to the Fannie 
Mae 3.4 tab to complete the data.  

Once all missing data is complete, navigate back to Rate Locks tab.

Selecting Programs and Locking the Loan File
Programs that fit the borrower's details as entered into the Fannie Mae 3.4 file 
will be open for selection, using the radio dial. 
Programs that don't fit the borrower's details will be greyed out from the 
selection process.  They will also state "(Not Eligible)"
There is an option to dig into the program details by selecting "Details" towards 
the right hand side of the web page.

If for any reason you are NOT ready to lock the loan, you may exit the file.
The incomplete created application will remain in your pipeline until you are 
ready to select a program and lock the loan file.

Once you have selected the 1st mortgage program, select your DPA program(s).
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Once you have selected the 1st mortgage program, select your DPA program(s).

Similar to the 1st mortgage selection, programs will be greyed out if the 
information within the Fannie Mae file does not fit the program guidelines.

Note: Some 1st mortgage loan options will automatically assign a DPA, such as 
Home Advantage 3% or 5% DPA options.

Once all programs are selected, you are ready to Lock the loan by pushing the 
Select Programs & Lock Rates button.
Ignore the "Lock this loan on behalf of a brokerage firm" checkbox.  This is not an active feature.

The Lender Portal will generate a Reservation Lock Confirmation which can be 
found under Documents--> Lock Desk

If you need to communicate with WSHFC regarding this lock, you may do so on 
the Communications tab.  
Note: Before the loan has been submitted, it may take staff a few hours to get 
back to you via the communication center.  After file submission, this center will 
be monitored frequently.
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be monitored frequently.
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Locate the loan in your pipeline.
Select Applications in your left hand side panel or select Applications from the 
card on your Dashboard.

Once you located your loan file, navigate to the Overview tab.
The most recent status is located under "Application Status".

Checking Loan Status
Thursday, August 20, 2026 4:01 PM
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If you wish to add a follower to your application loan file, you may do so in Lender 
Portal.

Adding someone as a follower will allow them to view the loan in their pipeline.
It will also allow them to filter their pipeline for loans they follow.

Locate the loan in your pipeline.
Select Applications in your left hand side panel or select Applications from the 
card on your Dashboard.

Once you located your loan file, navigate to the Overview tab.
Towards the bottom of the page, locate the Edit button.

Adding a Follower to an Application
Thursday, September 3, 2026 10:57 AM
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Locate the + Add New Follower button.

Select the user from the drop down menu.
Finally Save Staff Assignment.
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Locate the loan in your pipeline.
Select Applications in your left hand side panel or select Applications from the 
card on your Dashboard.

Once you have located your loan file, navigate to the Fannie Mae 3.4 tab.
Locate the section of the application that needs updates, click within the card to 
enter the section.

Requesting Changes to a Locked Loan
Thursday, August 20, 2026 7:36 PM
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Towards the top right hand side of the page, there will be a button titled Request 
Change.

This will allow the fields to become editable.

Type in your changes and push the Request Change button to transmit the 
request to WSHFC's lockdesk.
The system will prompt a message letting you know the request has been 
transmitted.

If you need to delete a request, you can choose View Request.

You will receive a pop-up with the changes you requested with an option at the 
bottom to Delete Request.
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Once the change has been processed by WSHFC staff, a NEW Reservation Lock 
Confirmation will generate in the Documents tab.

We will leave a message in the Communication Center.
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Locate the loan in your pipeline.
Select Applications in your left hand side panel or select Applications from the 
card on your Dashboard.

Once you have located your loan file, navigate to the Rate Locks tab.
Below the program information, where it lists the current expiration date, 
locate the Request Lock Extension link.

Select the number of days you wish to extend the lock from the drop down.

Requesting a Lock Extension
Thursday, August 20, 2026 7:53 PM
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You will also need to provide a reason for the extension request.
Once those 2 required fields are completed, you may push Request Lock 
Extension to transmit the request to WSHFC's lock desk team.

Once the extension is processed, you will receive confirmation in the Rate 
Locks tab that the extension has accepted.

   Lender Guides Page 14    



We will leave a message in the Communication Center.

The extension will also be tracked in the Activity Log.

A PDF Confirmation will appear in the Documents tab under the Lock Desk 
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A PDF Confirmation will appear in the Documents tab under the Lock Desk 
header.

And the Extension Fee will be logged in the Fees tab.
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Locate the loan in your pipeline.
Select Applications in your left hand side panel or select Applications from the 
card on your Dashboard.

Once you have located your loan file, navigate to the Rate Locks tab.
Below the program information, where it lists the application rate lock date and 
time, locate the Request Update link.

The system will prompt you a list of programs, similar to what you saw when you 
locked the loan.
Select your 1st mortgage program.

Requesting an Update to a Program
Thursday, August 20, 2026 7:53 PM
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Then you will be prompted to select a 2nd and 3rd.  
If you are not using a 3rd, select the radio dial that states Skip Program Selection 
for this loan.
Once you have your new selections, push Request Update

The change will go to the WSHFC LockDesk, who will confirm or reject depending 
on borrower qualifications.

If you need to delete a request, you can choose View Request.

You will receive a pop-up with the changes you requested with an option at the 
bottom to Delete Request.
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bottom to Delete Request.

Once the change has been processed by WSHFC staff, you will receive message in 
the Rate Locks tab, letting you know the change has been applied.

A NEW Reservation Lock Confirmation will generate in the Documents tab.

We will leave a message in the Communication Center.
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Locate the loan in your pipeline.
Select Applications in your left hand side panel or select Applications from the 
card on your Dashboard.

Once you located your loan file, navigate to the Documents tab.
Under Pre Closing Documents you will find all documents required prior to 
WSHFC review, including any documents 
that need to be completed and signed by the borrower as well as the Pre-Closing 
Checklist.   

Submitting Pre-Closing file
Thursday, August 20, 2026 1:16 PM
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To begin uploading the Pre-Closing file, locate the Pre-Closing Compliance file 
header.
Under the system generated documents, locate the button titled "+ Add Pre-
Closing Compliance File".

The system will generate a pop- up window which will allow you to drag and drop 
the documents for submission. 

You may also click within this pop-up window to open an explorer box to locate 
the item(s) on your machine
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the item(s) on your machine

Once all files have been dragged and dropped, push the Done button to complete 
the upload.

   Lender Guides Page 23    



Locate the loan in your pipeline.
Select Applications in your left hand side panel or select Applications from the 
card on your Dashboard.

Once you located your loan file, navigate to the Documents tab.
Under Post Closing Documents you will find all documents required prior to 
WSHFC review, including any documents that need to be completed and signed 
by the borrower as well as the Pre-Closing Checklist.   

To begin uploading the Post-Closing file, locate the Post-Closing Compliance file 
header.
Under the system generated documents, locate the button titled "+ Add Post-
Closing Compliance File".

Submitting Post-Closing file
Thursday, July 2, 2026 1:16 PM
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The system will generate a pop- up window which will allow you to drag and drop 
the documents for submission. 

You may also click within this pop-up window to open an explorer box to locate 
the item(s) on your machine

Once all files have been dragged and dropped, push the Done button to complete 
the upload.

   Lender Guides Page 25    



   Lender Guides Page 26    



After the file has been reviewed by WSHFC staff, we will post conditions that are 
due to be submitted to us before we can clear the file for closing or for purchase.
These conditions will be located on the Conditions List tab.

When conditions are outstanding, the Conditions List tab will alert with a red dot 
as shown above.

Use the arrow next to conditions marked with the Open indicator to expand the 
selection.

Options
Respond - will populate an upload option, which will populate a dialog box 
for you to drag and drop items.

Conditions (Exceptions)
Thursday, August 20, 2026 6:54 PM
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Once you have selected the file(s) corresponding to the condition, complete 
the transmission of the file(s) by using the Respond button.

The condition will indicate that you have responded.

Ask a Question - will take you to the communication center where you can 
ask a question that the underwriter will review and respond to.

2)
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If you wish to view historical rates for an active program, from the Dashboard you 
can select the "Programs & Funding Sources" card or select "Programs & Funding 
Sources" from the left hand side menu.

You may either scroll through the list of available programs or use the Search
feature.

Locating Historical Rates
Thursday, August 20, 2026 1:43 PM
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Search option

Once you locate the program, select the title of the program to enter details.

Select the "Interest Rates" tab to view historical rates.
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There are several ways to customize your pipeline view in the Applications
section of the portal.
Changes you make will only affect your Lender Portal session.

Columns

You may add or remove columns to suit your needs by pushing the Columns 
indicator (as shown above) and checking the box next to any column you want to 
see and unchecking the box for columns you don't wish to see.

Adjust the order of Columns by using the hamburger icon to drag and drop 
columns to their desired location.
In this example, the "Status" Column was moved from the 6th position to the 2nd 
position.

Customizing your Pipeline
Thursday, August 20, 2026 7:16 PM
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position.

Filters

Create and store filters to find what you need.

Once you have the filter set how you want it, select "Save Filters as Group".  Then 
Save New (or Save As if replacing previous filter results).

   Lender Guides Page 32    



Select a name and push the Green button.

Anytime you need to filter your pipeline, the filter you created will be located 
under the Filters icon at the top of your pipeline view.
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