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Lenders 
Resource 
Page
You will find:

- Lender Guidelines

- Trainings

- Marketing 
Materials

- Income Limits

- Lender FAQs

- MITAS Login

- Etc.

MSHomeCorp.com



LENDER PORTAL: 
Login Information
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Enter Credentials:
- Lender No. (MHC Assigned – same as old 

originator no. for current users)

- You no longer need a branch #

- Username (ALL CAPS)

- Password (case sensitive)

- Same password you have been using

- MHC doesn’t have access to User’s 
Passwords

- There are multiple Administrators assigned 
per company! Contact MHC if you’re unsure 
who the admins are.

- Click the "FORGOT PASSWORD” (Passwords 
must be reset every 90-days)

- "

archivemhc.com/mitaslive



MAKING A RESERVATION:
Main Menu Navigation
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1

Loan Status: Active Pipeline

Main Menu:
Navigation 

Options

Daily Rates

Expiring Applications:
Lender Attention Required

Outstanding Conditions:
Waiting on Lender

Clicking on any status will open 
loan applications tied to status



HOW TO LOG IN:
MITAS Reservation System
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1 Enter Primary Mortgagor 
Information & SSN

2 Property, Mortgagor, Income, and Assets

Main Navigation Menu

Property Information
Must enter ALL applicable fields

Income Information
Monthly

Mortgagors Information
Must enter ALL applicable fields

Import Function
Still available



HOW TO MAKE A RESERVATION:
Mortgagor(s) Income Section
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3 Enter MONTHLY Income, by CLICKING “Insert” 

4 SELECT Borrower Name to enter INCOME TYPE
and MONTHLY AMOUNT, CLICK green arrow
when done.

5 Answer ALL fields to ensure a 
COMPLETE RESERVATION.
Once completed CLICK “Continue” on 
the MAIN MENU on the left, this step 
will save all the information entered.

Go Back

Base Income
Bonus
Overtime
Commissions
Other



HOW TO MAKE A RESERVATION:
MHC Program(s) Selection
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6Select one program under Product Categories then select the product (working left to right)

7 Once a program is 
selected by the YELLOW 
BAR, CLICK on “Choose 
Product”
- Government
- Conventional



HOW TO MAKE A RESERVATION:
MHC Program(s) Selection
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8 Enter ALL information,
then CLICK on “Calc” 
obtain “P&I Payment”



HOW TO MAKE A RESERVATION:
Adding An Additional Product
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SELECT additional product that you 
want to add.9

CLICK “Continue” to make this reservation10
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HOW TO MAKE A RESERVATION:
Co-Mortgagor(s) Information Section

1CLICK on “Insert” to add a Co-Mortgagor & ENTER all the 
Co-Mortgagor Information.

DEMOGRAPHICS INFORMATION SECTION

2

3

CLICK the green arrow

YELLOW BAR indicates what 
borrower’s information is being 
selected, and enter ALL, 
including phone & email!
Don’t forget to select:CREDIT SCORE &

OTHER



RESERVATION ERRORS:
”Not Currently Eligible” Message
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“Warning Window” will appear cautioning 
of a non eligible reservation:
- Exceeding Program Income Limits
- Exceeding Maximum Loan To Value
- Exceeding Acquisition Limits, if 

applicable
- Etc.
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Once submitted, no modifications can be made by User. User must 
upload Notification of Change Form for MHC to modify record.

SUBMITTING RESERVATION



RESERVATION SCREEN:
Main Menu Screen
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2nd Mortgage Reservation Confirmation

1st Mortgage Reservation Confirmation

Outstanding Conditions: MHC 
Communication Window to the Lender

Reservation
History

Main Menu



RESERVATION SCREEN:
Main Menu Screen
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Main Menu

Reservation
History

Outstanding Conditions: MHC 
Communication Window to the Lender

1st Mortgage Reservation Confirmation

2nd Mortgage Reservation Confirmation

After MHC has received the Reservation and Compliance Package the file will be assigned to an MHC 
underwriter for review as seen below.



RESERVATION OPTIONS:
Modify Reservation & Print Forms
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PRINT
Reservation 
Confirmation

CAN'T CHANGE DATA 
After Reservation Submission

Modify before submitting
(System no longer 

generates automatically)

MRB7 and MCC Programs
Lender must print the 

Recapture form separately. It 
is not generated within the 

Document Sets.



RESERVATION OPTIONS:
Printing Forms: Checklist
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Make sure to complete all 
CHECKLIST entirely for all 
programs, based on date and 
time noted below each section
- Any missing information 

could trigger an 
Outstanding Condition

- All package items on 
CHECKLIST should be 
uploaded at the same time

- Before UPLOADING an 
item make sure that the 
reservation information is 
all correct



MANAGE DOCUMENTS:
Uploading 
Documents
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Look for the 
Checkmark

Look up what was 
uploaded previously

Once done, click: 



MANAGE DOCUMENTS:
Uploading Documents
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ALSO, you will be able to 
drag files to and drop them 

on top of the “UPLOAD” box 
to get them upload.

Once done, click: 



MANAGE DOCUMENTS:
Clearing Outstanding Conditions!
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MANAGE DOCUMENTS:
Uploading Documents
Once all the documents have been uploaded, make sure to click SUBMIT, under the “Loan 
Details” screen, in order to complete the process and your file will be assigned to one of 
MHC Underwriters.

This will complete the uploading process, and it will 
place your loan file on the queue. Once submitted the 
message will disappear, and the “Submit” button.

DO NOT FORGET TO CLICK “SUBMIT” after uploading documents



MHC FEES:
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• MCC Reservation Fee
• Applicable to MCC Standalone and MCC with Smart6

• Extension Fee
• Applicable to ALL MHC programs. No limits to number of extensions
• Paid online at mshomecorp.com – Lender/Realtors – Lender Resources

No restriction on who pays the fee and fee receipt must be uploaded to the loan record under 

the Fee Receipt header & complete/upload the Notification of Change form to its header 

requesting program extension & new closing date.



CONDITIONS: Most Avoidable Mistakes

24

• MRB7, MCC, Smart6, HAT MHC Loan Approval

• Following applicable program Checklist & Purchase Certification/Closing Pkg. Instructions

• Changing loan amounts after MHC Approval (Conditional Commitment)

• Not indicating # of Dependents on 1003 and if none, putting 0 in that field

• If using E-sign, uploading of the Lender E-sign authorization under “Exception 
Documentation”. E-sign not allowed on LOE, 1040’s or P&Ls (wet signature required)

• Uploading documents to incorrect headers

• Updating Closing Date on Attorney Information Form prior to uploading

• Sales Contract closing date expired. Addendum to contract is required prior to MHC’s 
approval.

• MHC LOE form not used and must contain a wet signature



CONDITIONS: Most Avoidable Mistakes
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• Income Verification
• Not providing current VOE/Pa-Stub(s). Must be dated within 30-days of MHC’s receipt.

• Providing previous VOE if household occupant had previous employment during current tax 
year (Jan.-Dec. 31)

• MS State Tax Returns not required. Federal Tax return/transcript required for all household 
occupants, if applicable.

• MRB7 & Smart6 Second Mortgage Deed of Trust 
• MRB7 2nd Incorrect Maturity date – Must be mos./day & 10-years from date of closing.
• Smart6 2nd Incorrect Maturity date – Must be lenders 1st mortgage 30-year maturity date.

• Purchase Certification of Closing Document Package
• Not following instructions for delivery of documents to MHC

• MRB7 program – Lender not having the Tax-Exempt Financing Riders recorded with the 1st 
Mortgage Deed of Trust. Not applicable to Smart6 program.



11735 Riverside Drive Jackson, MS 39202 
601.718.4642 mshomecorp.com

CONTACT INFORMATION
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