
KHC’S  

APPROVED TPO CLOSING AGENT 

PORTAL 



Approved Closing Agents 

 American Title Company, 
INC. 

 American Title Services, 
LLC., DBA 360 American 
Title Services 

 Bluegrass Land Title, LLC. 

 Borders & Borders 

 Bowles Rice, LLP. 

 Capital Title, LLC. 

 Executive Title Company 

 Foreman Watson Land 
Title, LLC. 

 Kemp Title Agency, LLC 

 Lee M. Harton, PLLC. 

 Limestone Title & Escrow, 
LLC. 

 Mainous & Grant, PLLC. 

 Mattingly Ford Title 
Services, LLC.  

 McMurry & Livingston, 
PLLC. 

 Mooser & Associates, LLC 

 Reynolds, Johnston, 
Hinton & Pepper, LLP. 

 Springdale Title, LLC. 



Approved Third Party Originator 

(TPO) Lenders 



Workflow 

System Administrator   



Closing Agents System Administrator 

 Closing Agent ID/User Name/Password 

 Closing Agent ID will be sent to the system 

Administrator via email 

 User Name:  First Name Initial/Last Name 

 Example:  Sally Jones = sjones 

 Password:  Unique/Customizable 

 

Identified on the Closing Agent Agreement 

 

 

 

 

 



Closing Agent System Administrator 

 System Administrator Responsibilities 

 Add Users 

 Deactivate Users 

 Reset Passwords 

 Set Wiring Information 

 Designate Users 

 Only two choices 

 Closing Agent System Administrator 

 Closing Agent 

 

 

 



Closing Agent System Administrator 

 Once all users are added to the Closing Agent Portal 

 Contact each person (needing access to KHC’s Closing 

Agent Portal) with their Closing Agent ID, User ID, and 

Password 

 With users added you need to write down the passwords as 

you add them – does not save in the system 

 When the user logs in the first time it will prompt them to 

change their password for security reasons 

 

 

 

 

 



System Administrator  

Accessing Closing Agent Portal 

KHC’s Website   









System Administrator initially will set up 

users -- Click on “Log In” 



You will need: 

• Closing Agent ID 

• User Name 

• Password  

Specific to YOU and then 

click “Log In” 
 



First Click on “Workflow Button” 

Then Click on “Administration Tab” 



• Click on “Company Administration” 
• Defaults to Approved Closing 

Agent Office 

• Confirm information is accurate – 

can make changes as necessary 

• Click “Save Changes” 

When Done in Company 

Administration 

Click on  

“User Administration” 



Click on 

“Add New User” 



 

First, Choose appropriate User Category 

• Click “OK” when complete  

• Add all users until done 

• To Edit, reset password or 

Deactivate click on specific user 

 

Second Click on 

“Wiring 

Information 

Setup” 



The current wiring information set up 

with KHC will show.  

 

Changes can be made to the existing 

wiring information or new information 

can be entered. 



Closing Agent System Administrator 

 System Administrator completes this process 

  Shares with each User 

 The Closing Agent ID/User ID/ Password 

 Allows access to the KHC Closing Agent Portal 



User Workflow 

Closing Agent  



3-Day Closing Disclosure Rule 

TPO Lenders 
 MONDAY  TUESDAY  WEDNESDAY  THURSDAY  FRIDAY  SATURDAY  

  1 2 3 4 5 
       

6 7 8 9 10 11 12 
       

13 14 15 16 Approved 17 18 19 
   Pre-Closing  

Closing Set 

   

20 21  Must Mail 
KHC 

22 23 24 Disclosure 25 26 
 Disclosure   Due    

27 28 Closing 29 30    
 

 

     

       
       

 

KHC will send initial CD over to 

Closing Agent – Will need the Closing 

Agent to complete the DRAFT CD 

within 1 business day  



KHC & Closing Agent Workflow 

 KHC Underwriting 

 Approves the TPO Loan File  

 TPO Lender 

 Tentatively schedules the closing with both KHC and 

Closing Agent – per TRID timeline 

 Uploads the pre-closing documentation (i.e., title 

commitment, homeowner’s insurance, flood certification, 

termite report, if applicable, etc.) to KHC 



KHC & Closing Agent Workflow 

 KHC Closer 

 Audit pre-closing documents and request any additional 

documentation  

 Prepare the INITIAL closing documents  

 Email notification sent to Closing Agent 

 Closing Agent must provide and maintain a valid email 

address for receiving closing documents.  KHC suggests an 

“In General” mailbox that multiple Closing Agent Staff can 

access in case of absences. 

 File in Closing Agent Portal 



KHC & Closing Agent Workflow 

 Closing Agent 

 Log into KHC’s secure Closing Agent Portal  

 Loan available in the Closing Agent’s pipeline ONLY 

after KHC’s closer has completed INITIAL closing 

documents 

 Closing Agent will open the loan  

 To complete information on the TRID FEES, Seller Info, and 

Real Estate Agents tabs. 

 KHC expects 1 business day turn time 

 

 





Closing Agent -- Click on 

 “Log In” 



You will need: 

• Closing Agent ID 

• User Name 

• Password  

Specific to YOU and then 

click “Log In” 
 



Choose Applicable Scheduled Closing 

(by clicking on the pencil) to input 

Closing Information for KHC to prepare 

the FINAL Closing Disclosure 
 



Automatically opens to 

the TRID Fees tab 
 



Completing TRID Fees 

 TRID Fees can be navigated by buckets or 

according to numbered sections 

 Numbered sections match the former HUD-1 Settlement 

numbers 

 The buckets follow the new TRID standard 
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Closing Disclosure 
 



Completing TRID Fees 

 KHC’s Closer will have initially completed all the 
fees per the initial Loan Estimate and final known 
prepaid items. 

 Closing Agent 

 Bucket H - Complete Real Estate Commission  

 Bucket K – Due from Borrower at Closing 

 Bucket L – Paid already by or on behalf of Borrower at 
Closing 

 Bucket M – Due to Seller at Closing 

 Bucket N – Due from Seller at Closing 

 



Click on “pencil” to 

change or add information 

Bucket H 





Add correct amount. It Will 

automatically populate to 

Borrower so move to Seller 

and  then click “OK” 



Populated 



Due from Borrower at 

Closing 

When entering Taxes put $ 

amount even though you 

include dates from and to 

Bucket K 



Enter exact $ amount 

because from and to dates 

do not auto calculate.  And, 

click borrower as 

responsible 



Populated 



Paid already by or on 

behalf of Borrower at 

Closing 

Bucket L 



Due to Seller at Closing  

Bucket M 



Due from Seller at 

Closing 

Bucket N 

This bucket completes the 

TRID Fees 

Click on “Seller Info” 



Click on “ADD” 
 



Add each Seller’s specific 

information to populate on 

Closing Disclosure 

When completed  

Click “OK”  
and then Click on  

“Real Estate Agents”  
 



Add both the Buyer and Seller 

Real Estate Agent specific 

information – will need their 

State License Number 
 

When completed Click “OK” 
and then Click on  

“TRID Documents 

Printing”  
 



Closing Disclosure – Closing Agent 

 Closing Agent can preview a “DRAFT” version of 

Closing Disclosure on the TRID Documents Printing 

tab 

 Closing Agent should ONLY view in DRAFT form 

until KHC’s Closer has approved the final numbers 

 KHC’s Closer will approve AFTER your information has 

been entered and submitted to KHC’s Closer 

 Opening the Final version will lock in amounts 

 If locked in before KHC’s Closer has reviewed or approved, the 

Closing Agent may be responsible for any costs to cure 



SECOND:   
Make sure in 

DRAFT Mode 

FIRST:   
Make sure you 

choose TRID Closing 

Forms 

THIRD:   
Click “Get Package 

Docs” to generate 

DRAFT-TRID 

Documents 



Be patient – it takes 

about 30 seconds 

or less to load 



PLEASE NOTE: 
Closing Agent can print/view/edit 

the Closing Disclosure as many 

times as they need to get it right – 

as long as it is in DRAFT mode – it 

will have a DRAFT watermark on it.   
Closing Agent may select 

all documents or 

view/print/email a 

particular document 



Closing Disclosure – Closing Agent  

 When the “DRAFT” Closing Disclosure has been 

reviewed and completed by the Closing Agent 

 Closing Agent will click the “SUBMIT” button to notify 

KHC’s Closer that the INITIAL work is complete  

 Closing Disclosure MUST remain in DRAFT format 

 





Closing Disclosure – KHC’s Closer  

 KHC ‘s Closer will  

 Review and approve the numbers   

 Mail the Closing Disclosure to the borrower(s) 

 Send an email notification to the Closing Agent that the 

Closing Disclosure has been approved 

 Email any lender forms, invoices, etc. to the Closing 

Agent   

 Closing Agent will then FINALIZE the Closing 

Disclosure and print the Closing Package in 

preparation of the scheduled closing 

 



Closing Agent  

Printing Finalized Closing Documents 

 Closing Agent will print documents using two tabs 

 TRID Documents Printing 

 Provides the closing Disclosure – Closing Agent may print 

FINAL Version 

 Document Printing 

 Supplies all other KHC Closing Forms  



SECOND:   
Click “Get Package 

Docs” to generate 

FINAL- Closing 

Disclosure 

FIRST: 

Check Final 



Once the Closing Disclosure 

is Finalized then view/print 

and then click on 

“Document Printing” 



Closing Agent will use KHC Closing 

Instructions to determine which 

documents must be included in the 

closed loan file.  Closing Agent will 

click all applicable forms. 
 

If the loan has a DAP then the DAP 

Note, Mortgage, DAP Coupons and 

Closing Disclosure will need to be 

printed 

Click on “Switch Loans” 
 



Click on “Document Printing” 
to print the DAP Note, Mortgage, 

and DAP Coupons  
 



Once completed printing KHC 

Documents then Click on “TRID 

Documents Printing” to print the 

DAP Closing Disclosure 
 



SECOND:   
Click “Get Package 

Docs” to generate 

FINAL- Closing 

Disclosure 

FIRST: 

Check Final 



Once the Closing 

Disclosure is Finalized 

then view/print  



Scheduled Closing Time  

 Closing Agent will  

 Refrain from closing the loan until the closing date 

noted on closing instructions 

 Close on the TRID-compliant closing date, in accordance 

with KHC’s closing instructions and schedule 

 If any issues arise that could jeopardize the 

insurability of the mortgage loan, Closing Agent 

shall stop the closing and seek further written 

instructions from KHC prior to continuing the closing. 

 

 

 



Closed Loan  

 Closing Agent shall disburse the appropriate funds 

to any applicable third parties (i.e. borrower, seller, 

real estate agents, etc.)   

 If refinance, disburse funds in accordance with 

refinance guidelines – right of rescission 

 

 



Closing  

 Closing Agent closes the KHC loan for the TPO Lender 

 Questions regarding TPO Closings should be directed to 
Michele Byer, mbyer@kyhousing.org or 502-564-7630 
ext. 426 or email closing@kyhousing.org 

 KHC’s Shipping address for Original Note, Recorded 
Mortgage, Escrow Checks and the Final Title Policies 

KHC 

Single Family Closing & Quality Review Team 

1231 Louisville Road 

Frankfort, KY 40601 

mailto:mbyer@kyhousing.org
mailto:closing@kyhousing.org


Closed Loan -- Deadlines  

 Closed loan package must be returned to KHC 

ELECTRONICALLY 

 Within 1 business day of closing 

 Original note(s) and escrow checks due to KHC 

 Within 1 business day of closing date with closing package 

 Mortgage(s) must be sent for recording 

 Within 7 calendar days of closing 

 Final Recorded Mortgage, Title Policy (originals) to KHC 

 Within 45 calendar days of closing 

 Correction of Deficiencies to KHC 

 Within 15 calendar days of notification 

 

 

 



KHC TPO Closers Contact Information 

 Christie Fry, Manager of Closing and Quality Review 

 Phone:  502-564-7630 ext. 340 

 Email:  chfry@kyhousing.org  

 Michele Byer, Mortgage Loan Closer & QC Specialist 

 Phone:  502-564-7630 ext. 426 

 Email:  mbyer@kyhousing.org   

 Linda Flynn, Mortgage Loan QC Administrator 

 Phone:  502-564-7630 ext. 428 

 Email:  lflynn@kyhousing.org   

  Closing@kyhousing.org 

mailto:chfry@kyhousing.org
mailto:mbyer@kyhousing.org
mailto:lflynn@kyhousing.org
mailto:Closing@kyhousing.org


Mortgage Production 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  

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

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


Email specific questions or comments to: 

Cindy Bradley 

cbradley@kyhousing.org  

 

A follow-up email will be sent with FAQ to all attendees 

 

A copy of this power-point is located on KHC’s website:  
www.kyhousing.org , Resources, Partners, TPO Closing 
Agents 

Questions – Comments  

mailto:jswindler@kyhousing.org
http://www.kyhousing.org/


Thank You 


