
KHC’S HOMEBUYER TAX 

CREDIT  

Reservation of MCC -- WORKFLOW 

Mortgage Credit Certificate Program (MCC) 



Making a Reservation – Part I 



WWW.KYHOUSING.ORG 

 

KHC’s Website 

http://www.kyhousing.org/




Click on “Log In” 



If you do not have the  ID, 

User Name and Password 

then contact your 

company’s KHC System 

Administrator  

You will need: 

• Broker ID 

• User Name 

• Password  

Specific to YOU  

Once you enter Broker ID, 

User Name and Password 

click on “Log In” 



Click on “Import Loan” 



Click on “Select File”  



Select the file to upload 



Once the file is selected then 

click on  “Import File”  



Once the file is imported then 

the Loan Review Screen 

will appear  

 

Wherever you see the 

“Thumbnail” you can 

open or collapse 

  



1.  Review information for accuracy 

2.  Choose Property Type  



Choose Intended 

Loan Type  



After completion of the Loan 

Review Screen then click on 

“Additional Loan Info” 
under workflow on left side  



Choose Loan Officer 

AUS 



Choose Loan Processor 

AUS 



Input credit score & 

select Repository 

AUS 



If MCC is going to have 1st mortgage 

through KHC then you will click 

“YES” for attaching a Tax Credit. 

If MCC is going through another 

investor then do NOT check box. 

Complete all applicable fields -- Household 

Size, Annual Income, Appraised Value, 

Application Date, APR (from  your initial 

LE), and AUS ID. 

AUS 



Two Types of Tax Credit Reservations 

 Tax Credit with First Mortgage through KHC 

 Only valid with Secondary Market 

 Tax Credit with First Mortgage through a Different 

Investor 

 30 year fixed FHA, VA, RHS or Conventional Loan 

 



Tax Credit-First Mortgage Through KHC 



 

When  attaching a Tax 

Credit to a KHC First 

Mortgage you just click 

one extra box! 
 

AUS 

When complete click 

on “Rate Lock”  



Click on “Select Product”  



Check Product and 

click on “Apply”  



Click “OK” unless 

you need to change  



The Product highlighted in 

green is the one chosen.  If 

correct click  

“Close Window” 



Click on  

“Select Pricing”  



Click on “Apply” 



The interest rate highlighted 

in green is the one chosen.  If 

correct click  

“Close Window” 



The loan is NOT Locked 
yet until you 

CLICK on “Lock 

Loan” 



NOW the Loan is LOCKED!  

See Lock Expiration  

Date. 

 Click “OK” 

Status is changed to 

Reserved 

 



Tax Credit-First Mortgage Through Other Investor 



Tax Credit-First Mortgage  
Through Other Investor 

 Import 3.2 File 

 Do NOT click on Tax Credit Button on Additional 

Loan Data Info Screen 



You only click this box 

when the First Mortgage 

is through KHC!! 

Leave it Blank when it’s a 

stand alone Tax Credit!!! 



click on 

“Rate Lock” 



Click on “Select Product”  





Click on “Select Pricing”  



Click on “Close 

Window” 



The rate box is “fillable” 
since it is not KHC pricing 



The loan is NOT Locked 

yet until you 

CLICK on 

 “Lock Loan” 

If you are sure you want to 

Lock this loan then click  

“OK” 





You can follow status 

  



Document Printing 
Applicable for both types of Tax Credit Reservations (KHC/Other Investor) 



Click on “Document Printing”  



All documents will populate to be printed. 

 

If a Tax Credit is associated with a KHC 

loan then those forms will generate too 



Changes to Reservation  
Add a Tax Credit 



Once you enter Broker ID, 

User Name and Password 

click on “Log In” 

Most changes to the 

reservation can now be made 

by the lender 



Choose applicable loan 



Once you choose the loan it will automatically 

go to the “Loan Review” screen.  

Here you can make changes to Loan Amount, 

Purchase Price,  and Property Type 

To make changes to the Interest 

Rate click on  

“RATE LOCK” 

To add a Tax Credit click on  

“Additional Loan Info” 



AUS 

You only have to click one box to add a Tax 

Credit to your first mortgage reservation 

  

Then print the Tax Credit  docs 



Change/Extend/Cancel 

 Extensions on “stand alone” Tax Credit 

 Free of charge 

 Email:  khcuw@kyhousing.org  

 Phone:  502-564-7630 ext. 291  

 Contact KHC to change any of the following 

 Address 

 Social Security Number 

 First Mortgage Loan Type  

 Addition/Deletion of DAP 

 Worse Case Pricing after 30 day extension 

 Once loan is in “File Received Status” you will only have access to Rate Lock Screen 

mailto:khcuw@kyhousing.org


Contact Information  

 Cindy Bradley, Mortgage Production Administrator 

 Phone:  502-564-7630 ext. 347 

 Email:  cbradley@kyhousing.org  

 Jamie Swindler, Mortgage Production Administrator 

 Phone:  502-564-7630 ext. 329 

 Email:  jswindler@kyhousing.org  

 KHCUW@kyhousing.org 

 Single Family Hotline:  502-564-7630 ext. 291 

mailto:cbradley@kyhousing.org
mailto:jswindler@kyhousing.org
mailto:KHCUW@kyhousing.org


Thank You 


