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Member contacts may use this guide to help navigate the FFD Online system and perform the following
functions:

= Log into FFD Online through FHLBank's secure website portal. Note: Keys is also accessed via the
FFD Online website portal

= View all FFD or Keys member activity
= |nitiate and complete a participant reservation
= Respond to a reservation clarification request
= |nitiate and complete a disbursement request
= Respond to a disbursement clarification request
= Submit a participant withdraw request
This guide also contains the following appendices to further assist FFD and Keys members:
Appendix A. Dashboard Summary Field Explanations
Appendix B. Reservation and Disbursement Status Descriptions
Appendix C. Reservation and Disbursement System Questions

If you have any questions about FFD Online navigation, please call FHLBank Pittsburgh Community
Investment Department at 800-288-3400, option 3.

Funding Rounds

Below is important information associated with the FFD and Keys funding rounds. For more information,
please visit the FFD webpage on www.fhlb-pgh.com/ffd.

* The funding round open dates for FFD and Keys will be announced via email, the Bank's At A Glance
member news site and on the Bank's public website.

= The funding round closures will be announced via email, the Bank’s At A Glance member news site
and on the Bank’s public website.

= The funding rounds will close once the Bank determines enough applications are received to
commit available funding; both FFD and Keys are first-come, first-served. Submitting an application
for either program is not a guarantee of funding.

= FFD Online is accessible through the secure website portal Sunday-Saturday 6 a.m. to 11:30 p.m.,
including Bank holidays.

NOTE: If you require instructions for becoming an FFD user in the secure website portal, please contact
your institution’s Security Administrator (SA) or the Bank’s Community Investment Department. You can
also refer to the User Guide to Accessing the Secure Website Portal.

System Requirements

Please allow 24 hours from time of the secure website portal credential authentication before you access
FFD Online.This time is needed to integrate the user profile into the automated system.

HowTo Log In

Refer to the User Guide to Accessing the Secure Website Portal for instructions on how to log in.
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Viewing All FFD and Keys Member Activity

After successfully logging into FFD Online, the Dashboard screen automatically displays. The Dashboard
displays many important program data fields, including summary information for program activity and
the individual records for homebuyer reservations. Please see Appendix A Dashboard Summary Field
Explanations for additional information.

Use the “Select Round to Display” drop down to choose an FFD or Keys funding round. Note: Only
members enrolled in Keys will be able to see and select a Keys funding round.

Dashloard Initiate  ~

Dashboard B

Select Round to Display | 2024 Keys

-

Round Allocation Total | 2T

2024 FFD

Member Allocation Limit

Reservations Submitted
Reservations Eligible

The 2023 FFD Funding Round Open
3 Effective 3/15/2023

2 jncome Workbook

Round Allocation Total R Amount of Funds Reserved $ 20,000.00 E]
Member Allocation Limit Amount of Expired Reservations $0.00 FFDAHPIncomeWorkb
Reservation Requests Pg rsement Requests Pending Submission 0 ook xis
Reservation Requests Sy Dizsbursements Submitted 1
Reservation Requests Elj =< Digbursements Approved 1
Reservation Requests If 2020 FFD Amount of Funds Disbursed $ 20,000.00
Reservation Requests Ex .
Reservations Withdrawn 29 FFD
2018 FFD
2017 EED i

At any time, Dashboard information can be exported into Excel for further distribution or analysis using the

Export button located in the top-right

Dashboard Initiate *

Dashboard 8

corner.

Select Round to Display |2024 FFD

-

Round Allocation Total

The 2023 FFD Funding Round Open
Effective 3/15/2023

$ 10,000,000.00 Total Reservations Submitted 2
Member Allocation Limit Total $ 150,000.00 Total Resgervations Eligible 1 income Workbook
Round Allocation Total Remaining $ 9,987,000.00 Total Amount of Funds Reserved § 15,000.00 [E
Member Allocation Limit Remaining $ 137,000.00 Total Amount of Expired Reservations $0.00 FFDAHPIncomeWorkb
Reservation Requests Pending 1 Disbursement Requests Pending Submission 0 ook xls
Reservation Requests Submitted 0 Total Digburgements Submitted 1
Reservation Requests Eligible 0 Total Digburgements Approved 1
Reservation Requests Ineligible 0 Total Amount of Funds Disbursed $13,000.00
Reservation Requests Expired 0
Reservations Withdrawn 1

Using the Search Function to Find a Homebuyer Record

To search for a specific homebuyer record, use the boxes underneath the first five column headings

of the Dashboard - these are the searchable fields. To search for a specific record type, begin to type
Reservation, Disbursement or Name and the system will filter results. To clear filter results, select the
Reset Current Filtering button and all dashboard records will display.

Reset Current Filtering

Participant Date

Reservation  Disbursement

Participant : e Member = Subsidy Grant Wi Yy
First, Middle Reservation Current Status e .
Number Number Last Name N,am = Contact R ibnuHeH Reserved Expiration Requested Disbursed
; Reservation
447 NIA | Bean br fon Dec 10,2015 | poquest Under $0.00 | NIA N $0.00
Graham 03:43:35 s
Review
= - i Kate Reservation
453 NFA | Bunny Slow Swanson Request Panding $0.00 NA N 50.00
. R Lori Dec 10, 2015 Reservation Dec 16, 2015
b iy camot Lattie! Graham | 03:45:36 Request Expired 5000 150000 N AL
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Initiating And Completing A Participant Reservation

After successfully logging into FFD Online, select the “Round to Display” drop down and choose the
appropriate FFD or Keys funding round you want to submit a reservation for. Note: Only members
enrolled in Keys will have access to submit a reservation for the program.

Once appropriate round is chosen, click Initiate, located in the top left by the FHLBank logo. Hover over
the word Initiate, and then click the Reservation link.

R~ g e £
P Lori Graham | Logout Current as of May 15, 2013 at 649 F

e
FH LB an | L4 Home | | Messages (D) |Use

Dashboard Initiate
Reservation
Dashboar

Select Round to Display CW Demo 5.15.15 E|
Round Allocation Total $10,000.00 Total Reservations Submitted o MemboerDashBoard - Sidebar
Round Allocation Total Remaining $10,000.00 Total Reservations Eligible 0 Income Workbook
Reservation Requests Pending 0 Total $ Amount of Funds Reserved $0.00 FHLEC DPP AHF In
Reservation Requests Submitted 0 Total $ Amount of Expired Reservations $ 0.00 E} comeCalculation'Work
Reservation Requests Eligible 0 Total Disbursements Submitted 0 boolill.xls
Reservation Reguests Ineligible 0 Total Disbursements Approved 0
Reservation Requests Expired 0 Total $ Amount of Funds Disbursed $0.00
Reservations Withdrawn 0

Reservation Disbursement Participant Fﬁgéli:l?:glte Member R esgf\::ti i Current Subsidy E:tgirniiart.itnn Withdrawal ; Sub

Number 2 Number ¢ Last Name Nonas Contact ¢ Submitted + Status + Reserved & 3 Requested +  Disbur

101

Complete the requested information on each page and proceed through the steps by clicking the Save
and Next buttons on the bottom of your screen.

All pages must be completed with green check marks to successfully complete and submit a reservation.
To initiate a reservation and save work to be completed at a later time, the Reservation Initiation AND
Additional Member Contacts sections must be completed. If Cancel is selected on either of these two
screens, a reservation will not have been initiated and your work will not be saved.

Click on the green link to go to the application screen you would like to complete.

The status column to the right of each screen will have a red x, a or a green check
mark. A red x means that nothing on the page has been saved. A means that only
part of the information on the page has been saved. A green check mark means that all information
required on that screen has been saved.
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Initiate Reservation Page:

To being your reservation. enter grant request amount, check the box for Use of Funds, enter

Participant(s) Last Name, First name and Middle (if applicable).

A Jessica Geiger | Logout
A A
F_Hl.rBa:n_k

Dashboard

Initiate Reservation B

Current as of March 18, 2024 at 3.28 AM EOT

Home | Messages (0) | User Guide

Additional Member
Contacts

Homebuyer -
Information (\_,r

Member Institution Name Fulton Bank. MNLA.

Member Contact Name  Jessica Geiger

Member Contact Email  jgeigen@fultonmortgagecompany.com_uat_uat
Amount Requested*

Grant Amount®
5

Uses of Funds (Select at Least Ong)*
Assistance with Acquisition Costs

Set-Aside Program Household Member Name(s)
Household Member 1:

Last Name*
First Name*
Middle Name

Household Member 2:
Last Mame

First Name

Middle Name

* Asterisk indicates required field.

Please note the Program
Participant name(s) should
match the name(s) that will
appear cn the first morigage.
All other household members
should be reflected on the
Income Workbook only.
Cuestions? Call 1-300-288-
3400, opfion 4

22024 Federal Home Loan Bank of Pittsburgh. All rights reserved.

Each page will have a Previous button and a Next button at the bottom of the screen.You can navigate
through the screens using these buttons. NOTE:You must press the Save button on each page to
successfully save your changes. If you only select Previous or Next, your changes will NOT be saved.

_——
. .
rRLEanik

Lon Graham | Logeut

Reservalion Dashbroand Iniliale

Eligibility Page 2 @

Current a5 of May 19, 2013 at 9:41 BM £LT
Home | | Messages (0) |User Gulde

Reacrvation id: 150

Do you, the member, that yer aducation Is req by the FFD program and must be
perfommed by an accrediled enlily, be al least four howrs in length and cover the lopic of predatory lending

and any other paramaters detinad n the FFD Frogram Manual?’

Do you, the member, ensure that the FFD property Is subject 1o a five_year dead restriction or other lagally
enforceable retention document, such as a mortgage or rider, that meets the requirements of 12 CFR
12019 (a)T). "

C Eligibility Page 2 - Sidebar
s MNo

s No

["Requredtosavatne pags T
¢ Hequired betore FHLBank approval

[!D submit your changes please ¢ w iiglﬂ ﬂlﬂll’l; hig E

<Previous
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Review each question, page by page, until you have all green check marks.
After completing the Household Income page, click Save.

Click Home to return to the Reservation Home Screen.

Resevalion id: 432
Reservation Dashboard Initiate

Household Income B

Cinformation

* Your changes have been saved Lo Uhe system. o

Please indicate the income guideline that was utilized for this request. [Select oma}‘ @ HUD State

Household Income - Sidebar
Incomc Workbook

Have you completed the FFD Income Calculation Workbook? @ yes ' No

Uploaded Files Info ! & IncomeCalculationWor
Please attach your completed Income Calculation Workbook™ St kbook_FINAL 2016.xle
Completion Date 1072002045 Household Size 5
— llousehold Members
Age al Time ol Calculated
VGO i FRERUDIBHID D . Enroliment/ Income from
Member HName (First and Last) Head of Date Of Dirth TFicom Inclividual
Nhmbee oo Qualfication  Worksncets
] - Bormrower o 42 §20.012.4
2 Co-Domower ki 42 §19.031.25
J s Child — 14 50.00
4 Child g 17 §0.00
LY prc Chikd gt 10 000
Total Household Income §49,142.59
AMI Category based on HUD Income Guidelines G1-80% AlI Actual AMI G5.44%
I affirm | have reviewed the Total Houschold Income displayed and AMI income category indicated and o a
they are correct.” Yes No
Please attach all Housahold Income supporting UMN Flles Info ]
for all household members listed on the affimed Household
Income Calculation Workbook.” iaretny curmn DVl oo M |
“Required 1o save the page [I'u submil youn changes pleass click Save belore exiting this [mul!.|
‘ Required prior to submission

s | y—-.l.\
<Pravious

Home
@ 2015 Federal Home Loan Bank of Pittsburgh. All rig

The Home screen lists all of the pages of the reservation request that need to be completed. If all green
check marks appear, you will see a Submit button on the page. (If not all sections have green check
marks, you must complete all sections with a red x or before continuing.) Press

Submit to send the reservation request to the Bank for review. Once a reservation is submitted, no
modifications to the reservation can be made.
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— —a— Lori Graham | Logout Current a3 of May 13, 2015 at 10:04 AM EOT
= Home | | Mecsages (0) |Guides/info

Reservation id: 120
Reservation Nashhoard Initiate

Reservation Home B

Granl Requested $5000 d :
Reservation Status Reservation Request Pending Reservation Home - Sidebar
Withdrawal Requested (Y/N)? M Income Workbook

Sel Aside Round UAT LG

Participant 1: Dan W Forkin E] IncomeCalculationWor
Participant 2: kbook_FINAL 2046.xls

E

Reservation Initiation Information
Additional Member Contacts
Cunent Addiess

Fligihility Page 1

Eligibility Page 2

Eligibsilily Page 3

Request Timeline

L% & 4|8 S 4%

Househeld Income

I hereby cerify that | am an authorized agent of the participating financial institution that this reservation is being sudgitted through and thaj

all the information included in Whis reservalion application is bee and comecl o e best of my knowledge. | also celif gl | understan i
hawe informed the program participants of all the eligibility requirements needed to be fulfilled for efigibility and in order fo SEE

imig e !E ! aagive reimbursement for this reservation, if approved, post-settiement.

3 Mot Visited

# In Progress

« Complete

@ Modified by Community Investment staff
9 Fending Clarfieation

® 2015 Federal Home Loan Bank of Pittsburgh. All rights reserved.

To verify that the reservation was submitted, note whether the reservation’s status has changed from
“Reservation Request Pending” to “Reservation Request Submitted.”

A system-generated email will also be deployed to the contacts associated with the request notifying
them that the request has been submitted.
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.q""-.\‘ Lori Graham | Logout Current as of May 15, 2015 at 9:19 FM EDT
F HLBan Ivli Home | | Messages (0) |User Guide
Rescrvation id: 210

Reservation Dashboard Initiate

Reservation Home B

Grant Requested
Reservation Status
Wilhdrawal Reguesied (Y/IN)? Income Workbook
Set Asiie Round UAT B LG
Participant 1: Test Friday FFD
Participant Z:

Reservalion Home - Sidebar

E IncomeCalculationWor

kbook_FINAL 2016.xls

Description Status

b N

SILISIS (SN S

3 Not Visted

¢ In Progress

& (_ompiete

& Modified by Community Investment staff
7 Pending Clarification

@ 2015 Federal Home Loan Bank of Pittsburgh. All rights reserved.

Responding to a Reservation Clarification Request

If the Bank has questions about the submitted reservation and/or additional information is needed

to complete a reservation review, a reservation clarification request will be initiated by the Bank. A
member contact is notified of these requests by email, and the status of the reservation changes from
“Reservation Request Under Review” to “Reservation Request Clarification Pending.”

A red and white exclamation mark will indicate which page requires the additional information. Bank
comments will appear on both the Reservation Home screen and the individual page(s) giving further
direction for what needs to be clarified. Navigate to the page(s) with red and white exclamation mark,
make the corrections and resave the page. Once the page is saved, the Reservation home screen will
show the page with a green question mark.

The Reservation Home screen indicates all screens that need to be completed or clarified. Once all green
marks appear, you will see the Submit button. Press Submit to send the clarifications to the Bank for
review. Once a clarification is submitted, no modifications to the clarification can be made. Verify that

the Reservation Status has changed from “Reservation Request Clarification Pending” to “Reservation
Clarification Request Submitted.” If the status is updated, then the clarification has been successfully
submitted. A system-generated email will also be deployed to the contacts associated with this request
notifying them that the clarification has been submitted.
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Initiating and Completing a Disbursement Request

Disbursement Requests can only be submitted for households with a status of “Reservation Request
Eligible.” After successfully logging into FFD Online, under FFD or Keys select the reservation number or
participant last name to enter the Reservation Home screen. Hover over the word Initiate, located in the
top-left of the screen. Then click Disbursement.

A
A
FHLBQHE

Rasenation

Reservation Home B

Grant Requested
Reservation Status

Drashboand

Lori Graham | Logout

Reservation [
Disbursament

VWithdraw
5 3,000.00
Reservation Reques! Eligiok

Withdrawal Requested [YH)? N
Set Aside Round 2016 State income LI
Participant 1: Jang Doi
Pariicipant 2:
Description

AdTHRISIEEr Commants

Clarification created by »
] GRAHAML
X Not Visted
4 In Progress
«" Complete

b Moddied by Community investment staff

? Pending Clarification
P Carificabon Adaressed

Current 85 of November 13, 2015 & 1135 AM EST

Home | Messages (D) | User Guide

Reservation bd: 432

Resenvation Homs - Sidebar
Income Wivkbook

E IncomeCalcutationWor
khoak_ FIMAL 2015.xis

%Qﬁi%ﬁ.ﬁﬂg

created date s
TIH3R2015 11:25.18 AM

If you would like to initiate a disbursement and save your work to be completed at a later time, both the
Disbursement Initiation AND Additional Member Contacts screens must be completed and saved. If
Cancel is selected on either of these two screens, a disbursement will not have been initiated and your
work will not be saved.To re-enter the Disbursement screens to complete the application, click on the
Disbursement ID.This will take you to the Disbursement Home page to complete your work.

. panicipant

R D Partici irst, Mi Member
Number HNumber Last Name Fi N Middle Contact
ame
Luori
132 o 3
; ®° o Graham
Lori
P Ao
41 NYA | Pam Money Graham
- s 2 Lari
430 NYA | Pencil sam Grahaim

Member Guide to FFD Online — Updated April 2024

Date
Reservation
Submitted

Nov 13, 2015
11:06:39

Nov 12, 2015
042820

Now 122015
002245

11

Current Status

Disbursement
Request Pending

Reservation
Renuest Fligihle

Reservatinn
Regquest Eligible

Subsidy Grant Withdrawal  Subsidy

Reserved Cxpiration Requested Disbursed
$3,000.00 '1"1":‘;&:%02”‘5 N $0.00
$4,000.00 m_x;;;zms N 50.00
$5,000.00 B"g;ﬂ-;mﬁ N $0.00



Once on the Disbursement Home page, complete the requested information on each page and proceed
through the steps by clicking the Save and using the Next buttons on the bottom of your screen.

All 10 screens must be completed with green check marks to successfully complete and submit a
disbursement.The status column to the right of each screen will have a red x, a ora
green check mark. A red x means that nothing on the page has been saved. A

means that only part of the information on the page has been saved. A green check mark means that all

information required on that screen has been saved.

For the last screen (Timeline), click Save. Click Home to return to the Disbursement Home screen.

A . Lari Craham | 1 gt
F Y
FHLBank
PITTSBUHGH
Dishursement Draschbsnd Initiate
Timeline B

Reservalion Dale (Funds Reserved) 117132015
Reservation Fxpiration Date 11HARN15
ClosinglSettlement Nate

Retention Cxpiration Date

*Requied I save the page T

+ Required prior to submission

Current aa of Navember 19, 2045 at 44°52 AM ERT
Home | Meseages (0] | User Gulde

Reacrvation id: 430
Disbursement request id: 42;

Timeline - Sidetar

[‘lu submil your changes please click Save before exiling this pauu.l

o e |

<Previous
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The Disbursement Home screen lists all of the pages of the disbursement request that need to be
completed. If all green check marks appear, you will see the Submit button (you may need to scroll down
below the certification language). Press Submit to send the disbursement request to the Bank for review.
Once a disbursement request is submitted, no modifications to the disbursement request can be made.

P Sy ori Graham | Lagou
FHLBank
Nishureansant Nashbaard Initiate

Disbursement Request Home @

35.00000
$5.00000

Reeservatin Auprured Aimount
Disbursement Request Amount

Disburaement Status Diskwrasmant Request Mending

Withdrawal Requested? ]

Sat Aside Round UATEZLG
Participant 1- trny m sarah
Participant 2:

| haraby cartly that | am an suthorized agent of tha mambar, that this distrbuion request is baing submittad on be

that al of the informaben ncluded in this nequest 1s roe and cormect 1 the best of my inowedge.
Tha mambar agreas fo:

hl—arana rrn Sosuments uned % nnmelr;“-\e elighility {e.g., rec

\Rt&tﬁiﬁiﬁg

orded m
] mmdnanyarnai rﬂm.m—dll mantation 1 the Rank:

{ of tha: mambar, and

Current 36 of May 18, 2015 a¢ 19:48 Al EDT
Hurme | | Messages (0 [User Guide
Ruservation ig: 126

Cirbursamant raquest b 130

Disbursamant Homa -
Sidebrar

Income Workbook

s and related notes, HUD-1, and income, first-ime

{2) notify the Dank of any sale, refinance or forecksure of the pmtryprwsoﬁawrumno’ﬂ we-year retention peniod and reimburse

tha Bani 497 2ny 308 38 AMAURK BE 308 RESAPNAES IN SRR AT

{2) verdy that cach of the homebuyers identfied (a) i a first Sme homebuyer, (b) is @ member f a low-to moderate incame household with

MAOMUI huShed Fenme

1201.6(¢] of the AHF reguiaton.

41 pruvide fanial or it emtives i vonmection wit the Erst morigags finarsiny b e ety

at o helewe H1 parcant of ha area madian neame_ [£) has rompisted 3 hemahoyes russsing program_ ([)
Nas met e fands manching requirements, and (&) meets all elgibiity criteria in accordance with he FFD Program Manual and section

(2] lend the rate of mienest points. fees and any other charges 10 a reasonable market rate of mierest. points. fees. and other charges 1or a

fean of samilar maluriy, b amd risk,

{I5) wenty st the trst mongags and F H) mangage have hasn Sxpruted and FRcorad:

{7} raimbursa the Bank for any and all funds in the svent that any past. pracent or fubure misreprecantation causss the hamabuyer or the
MEMBar &1 e 7 WHINNN o FRAGrAm FEqUINAMBNIS 35 SHated by the Hank of the Fedaral Mausng Franne Agency: and

(il thagzrogram guidslines 35 sat farth in the FFD Program Manual.
=

3 Mok \nsted
¢ InProgress

o Compiee

) Modified by Community lnvastmant staff
7 Penting Carfication

To verify that the disbursement request was submitted, note whether the status changed from

"Disbursement Request Pending” to “Disbursement Request Submitted.”

If the status is updated,

then the disbursement request has been successfully submitted. A system-generated email will also be
deployed to the contacts associated with this request notifying them that the disbursement request has

been submitted.

R Participant Date
R Par L - Member -
First, Middle Reservation
Number HNumber Last Name Name Contact Submittad
133 T o Luori Now 13, 2015
i . Graham | 11:06:
" Lori MNov 12, 2015
43 N/A | Pam Money Graham 097870
- o : Lari Now 122015
430 N/A | Pencil sam Graham 002345
1114
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Current Status

Disbursement
Request Pending

Reservation
Request Fligihle

Reservation
Request Eligible

Reset Current Filtering i

Subsidy Grant Withdrawal Subsidy

Reserved Cxpiration Requested Disbursed
Mov 18, 2015

$ 3,000.00 11-35:00 N $0.00
Nov 17, 2015

3 4,000.00 095531 N $0.00
Nov 17, 2045

5300000 qr go.qy $0.00
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Responding to a Disbursement Clarification Request

If the Bank has questions on the submitted disbursement request and/or additional information is needed
to complete a disbursement request review, a disbursement clarification request will be initiated by the
Bank.The member contact is notified of these requests by email, and the status of the disbursement
changes from “Reservation Request Under Review" to “Reservation Request Clarification Pending.” Click
on the Disbursement ID to enter to the Disbursement Home page.

Reset Current Filtering
Resarvation Disbursement  Participant F’."’Tﬂ'?;;;e Member o D“t:h T Subsidy Grant Withdrawal  Subsidy
Number Number Last Name 1T Contact GSGINALON umen US  Reserved Cxpiration Requested Disbursed
Name Submitted
" P Lori Mov 13, 2015 Disbursement Mov 18, 2015
- o Graham | 11:06:38 RequestPenging 00000 y13500 M e
N Lori Mov 12, 2015 Reservation Mov 17, 2015
WA P Graham  D97870 Request Eliginie | © 00000 | no £ry i $10.00
Lari Now 122015 Reservation Nowv 17, 2015
LA mencH i Graham | 00:22:45 Request Eligile | © 200000 o 5g:14 Iy 20

111

A red and white exclamation mark will indicate which page(s) require additional information or
clarification. Bank comments will appear on both the Disbursement home screen and the individual
page(s) giving further direction for what needs to be clarified. Navigate to the page(s) with red and white
exclamation mark, make the corrections and save the page. Once the page is saved, the Disbursement
home screen will show the page with a green question mark.

The Home screen lists all of the screens of the application that need to be completed. If all green marks
appear, you will see the Submit button. Press Submit to send the clarification to the Bank for review. Once
a clarification is submitted, no modifications to the clarification can be made. Verify that Disbursement
Status has changed from “Disbursement Request Clarification Pending” to "Disbursement Clarification
Request Submitted.” If the status is updated, then the disbursement clarification has been successfully
submitted. A system-generated email will also be deployed to the contacts associated with this request
notifying them that the clarification request has been submitted.

Submitting a Participant Withdraw Request

If a member no longer wishes to proceed with a FFD or Keys reservation, aWithdraw Request can be

submitted. After successfully logging into FFD Online, select the reservation number or participant last
name to enter the Reservation Home screen. Hover over the word Initiate, located in the top-left of the
screen.Then click the Withdraw link.

Complete the Initiate Reservation Withdraw screen by providing a short narrative on the reason for the
withdrawal. Select Save. No further action is required.

This action will notify the Bank that a\Withdraw Request has been initiated. The Bank will approve the
request, and the status will change to “Reservation Request\Withdrawn.” Once the FHLBank approves
the Withdraw Request, a system-generated email will be deployed to the contacts associated with this
request notifying them that the reservation has been withdrawn.

To review which reservations have withdraw requests pending, see the Withdrawal Requested column on
the Dashboard.
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Appendix A. Dashboard Summary Field Explanations

1. Dashboard Values

Label

Description

Select Round to Display

Select the funding round you wish to display. The system
will default to the most recent round. To see previous
round activity, select the round from the drop-down
menu.

Round AllocationTotal

The total amount of funds available for reservation for
the displayed funding round.

Round AllocationTotal Remaining

The total allocation remaining for new reservations for
the displayed funding round.

Reservation Request Pending

Current number of reservations that have been initiated,
but not submitted to the Bank (point in time).

Reservation Requests Submitted

Current number of submitted reservations that have not
yet been determined eligible or ineligible (point in time).

Reservation Request Eligible

Current number of approved reservations eligible for
reimbursement (point in time).

Reservation Requests Ineligible

Current number of reservations that have been
determined ineligible (point in time).

Reservation Requests Expired

Current number of reservations that have exceeded
the six-month grant period and are no longer eligible for
disbursement (point in time).

Reservations Withdrawn

Total number of reservations that have been withdrawn
(history to date).

Total Reservations Submitted

Total number of reservations submitted for the displayed
funding round since the program open date for that
round (history to date).

Total Reservations Eligible

Total number of reservations that have been determined
eligible for reimbursement since funding round opening
(history to date).

Total Amount of Funds Reserved

Total dollar value of approved reservations that are
eligible for disbursement (point in time).

Total Amount of Expired Reservations

Total dollar value of expired reservations that are no
longer eligible for disbursement (point in time).

Total Disbursements Submitted

Total number of submitted disbursements for the
displayed funding round (history to date).

Total Disbursements Approved

Total number of approved disbursements for the
displayed funding round (history to date).

Total Amount of Funds Disbursed

Total dollar value of approved disbursements reimbursed
back to your financial institution (point in time).
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Point-in-time values: These values represent the current number of reservations in this status as
of the time you logged into your FFD Online session.These numbers will fluctuate as the reserva-
tions move through subsequent statuses. For example, Reservation Request Submitted turns into
Reservation Request Eligible. The count for Reservation Request Submitted will then decrease, and
the count for Reservation Request Eligible will increase.

History-to-date values: These values are cumulative totals, representing all the reservations in the
chosen funding round that have had that status. For example, Total Reservations Eligible will be the
cumulative count of all reservations that had that status during the round, even if those actual reser
vations are now expired or disbursed.

2. Dashboard Functions

m  Export: Round information can be exported into Excel and further manipulated outside of
FFD Online. Select the funding round you wish to see and click Export.

1 Sort Function: When clicked once, all columns will sort in numeric or A-Z alphabetical
order. Clicking a second time will put them in reverse numeric or Z-A alphabetical order.

m  Selecting Records: Clicking on Reservation ID, Disbursement ID, Last Name or First Name
will open the participant record.

m ViewingAll Participant Records: Only 10 records display per page on the Dashboard. Use
the Next navigation links below the record table to move to other record screens or use
the sort functions.

m  Guide: The upper right-hand side of the screen will always have the most current version
of the User Guide to provide additional technical assistance for using FFD Online.
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Appendix B. Reservation and Disbursement Status Descriptions

Reservation Request Pending — A reservation request has been initiated, but not yet submitted.You may begin
and save progress on the reservation request and return to complete the work at a later time/ date. Please note the
“pending” means the reservation has not yet been submitted.

Reservation Request Submitted — A reservation request has been submitted and is now available for the Bank
to review. There are no longer edit capabilities for this reservation. Please note that a submitted reservation request
does not guarantee a reservation.

Reservation Request Under Review —The request is under review by the Bank.

Reservation Request Clarification Pending — A reservation has a clarification request outstanding. You can
edit only the pages where the Bank has indicated clarification is needed. Please note the “pending” means the
reservation has not yet been submitted.

Reservation Request Clarification Submitted —The clarification has been submitted, returning the reservation
request to the Bank.You cannot edit the clarification once submitted.

Reservation Request Ineligible —The request has been reviewed, and the Bank has determined the participant is
not eligible for a reservation.

Reservation Request Eligible —The request has been reviewed, and the Bank has determined the participant is
eligible for a reservation.

Disbursement Request Pending — A disbursement request has been initiated, but not yet submitted. You may
begin and save progress on the disbursement request and return to complete the work at a later time/date. Please
note the “pending” means the reservation has not been submitted.

Disbursement Request Submitted —The request has been submitted and is now available for the Bank to review
and approve.You are no longer able to edit the disbursement request.

Disbursement Request Under Review —The request is under review by the Bank.

Disbursement Request Clarification Pending —The request has a clarification request outstanding.

Disbursement Request Clarification Submitted —The clarification request has been submitted to the Bank.

Disbursement Request Rejected —The request has been reviewed by the Bank and been determined not eligible
for reimbursement.

Disbursement Request Approved —The request has been reviewed by the Bank and been determined an eligible
reservation. Funds will be deposited into the member’s FHLBank Demand Deposit Account.

Withdraw Request Submitted — A request has been submitted to the Bank to withdraw the application.

Withdrawn -The Bank has approved withdrawal request.

Expired —The length of time for grant reservation has passed. Reservations in this status are no longer eligible for
reimbursement.
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Appendix C. Reservation and Disbursement System Questions

Below is a list of all the questions and fields users may encounter in the FFD Online system. As questions
can change round to round, this may not be an exhaustive list of current or past questions.

FFD Reservation Questions:

1.

2.

10.

Amount of Grant Requested (Enter Amount)

Use of Funds (Assistance with acquisition costs is the only eligible use for FFD)

Participant 1 Last and First Name (Middle is optional)

Participant 2 Last and First Name (Middle is optional)

Additional Member Contacts (Which member contacts should receive updates about homebuyer)
Current Address of Homebuyer

Will there be a non-occupying co-borrower (co-signer) for the mortgage? (AnswerYes or No)

Have you, the member, identified that the FFD Participant(s) meets the definition of a first-time
homebuyer, as defined in the FFD Program Manual, and secured documentation of this status?

(Answer Yes or No)

Will you, the member, ensure that the FFD property is subject to a five-year deed restriction, us-
ing the FHLBank Pittsburgh document, titled, First Front Door Real Estate Retention Agreement?

Do you, the member, understand that homebuyer education is required by the FFD program and
must be performed by an accredited entity, be at least four hours in length and cover the topic of
predatory lending as well as other parameters defined in the FFD Program Manual?

(AnswerYes or No)

FFD Disbursement Questions:

1.

2.

8.

9.

10.

Disbursement Request Amount (Enter amount requested for reimbursement)

Additional Member Contacts (Which member contacts should receive updates about homebuyer)
Site Address (Address for the purchase property)

Settlement Date (Enter the settlement date)

Is the purchase site rural? (AnswerYes or No)

What is the type of home purchased? (Select: Single-Family or Manufactured Housing)

What is the first mortgage amount? (Enter the amount from the final HUD-1)

What is the first mortgage APR? (Enter the APR of the first mortgage)

What is the first mortgage term, in months? (Enter the term of first mortgage)

Is the first mortgage a fixed rate? (AnswerYes or No)
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1.

12.

13.

14.

15.

16.

17

18.

19.

20.

21.

22.

23.

24,

25.

26.

Is there a second or third non-forgivable mortgage? (AnswerYes or No. If yes, please provide
documentation of HUD-1 for each and executed mortgage documents.)

Is the first mortgage a HOEPA? (AnswerYes or No)

Please attach the Final Closing Disclosure Form for first mortgage financing (also attach here if a
separate CD was created for the FFD subsidy).

Please attach the FFD Real Estate Retention Agreement.

Do you, the member, agree to maintain the following documents in the FFD Participant’s file for
the length of the Do you, the member, agree to maintain the following documents in the FFD
Participant’s file for the length of the five-year retention period and provide them as requested to
FHLB Pittsburgh: executed and recorded first mortgage and note, executed and recorded FFD
Retention Agreement, copy of the final executed closing disclosure, homebuyer counseling docu-
mentation, first-time homebuyer verification documentation, and household income documenta-
tion? (Answer Yes or No)

Do you, the member, agree to notify the FHLBank Pittsburgh upon sale, refinance or foreclosure
of the FFD property? (AnswerYes or No)

Has the FFD Participant completed first-time homebuyer counseling per the FFD Manual? (An-
swer Yes or No)

Was the counseling at least four hours in length and cover the topic of predatory lending? (An-
swer Yes or No)

Select agency that performed counseling for the participant.

If the agency is not listed in the drop-down selections, please enter information for Name, Ad-
dress, Phone Number, and accrediting organization.

Select Concession offered to homebuyer from the drop-down box.

Do you, the member, ensure that the concession stated above was given to the homebuyer AND
that the rate of interest, points, fees and other charges for the above-stated first mortgage, made
in conjunction with this FFD program, do not exceed a reasonable market rate of interest, points,
fees and other charges for loans of similar maturing, terms and risk? (AnswerYes or No)

Calculate homebuyer contribution by entering the following values: earnest money, gifts of cash,
short-term loans, items paid outside of closing and cash from homebuyer. Subtract any cash to
homebuyer.

Calculate Principal, Interest, Taxes and Insurance by entering the following values: first mortgage
monthly principal and interest (including PMI), monthly principal and interest from second/third
mortgage, monthly taxes, monthly hazard insurance, housing assistance payment and homebuy-
er's annual income.

If the Principal, Interest, Taxes and Insurance is over 35 percent, please certify and explain the af-
fordability of the homebuyer to maintain the home as their primary residence.

If the Principal, Interest, Taxes and Insurance is over 35 percent, do you certify that this meets
your underwriting standards? (Answer Yes or No)
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Keys Reservation Questions:

1.

2.

3.

4.

Amount of Grant Requested (Enter Amount)

Use of Funds (Assistance with acquisition costs is the only eligible use for Keys)

Participant 1 Last and First Name (Middle is optional)

Participant 2 Last and First Name (Middle is optional)

Additional Member Contacts (Which member contacts should receive updates about homebuyer)
Current Address of Homebuyer

Will there be a non-occupying co-borrower (co-signer) for the mortgage? (AnswerYes or No)
Have you, the member, identified that the FFD Participant(s) meets the definition of a first-time
homebuyer, as defined in the FFD Program Manual, and secured documentation of this status?
(Answer Yes or No)

Do you, the member, understand that homebuyer education is required by the FFD program and

must be performed by an accredited entity, be at least four hours in length and cover the topic of
predatory lending as well as other parameters defined in the FFD Program Manual?

(AnswerYes or No)

Keys Disbursement Questions:

1.

2.

10.

1.

12.

13.

Disbursement Request Amount (Enter amount requested for reimbursement)

Additional Member Contacts (Which member contacts should receive updates about homebuyer)
Site Address (Address for the purchase property)

Settlement Date (Enter the settlement date)

Is the purchase site rural? (AnswerYes or No)

What is the type of home purchased? (Select: Single-Family or Manufactured Housing)

What is the first mortgage amount? (Enter the amount from the final HUD-1)

What is the first mortgage APR? (Enter the APR of the first mortgage)

What is the first mortgage term, in months? (Enter the term of first mortgage)

Is the first mortgage a fixed rate? (AnswerYes or No)

Is there a second or third non-forgivable mortgage? (AnswerYes or No. If yes, please provide
documentation of HUD-1 for each and executed mortgage documents.)

Is the first mortgage a HOEPA? (AnswerYes or No)

Please attach the Final Closing Disclosure Form for first mortgage financing (also attach here if a
separate CD was created for the FFD subsidy).
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14. Do you, the member, agree to maintain the following documents in the FFD Participant'’s file for
the length of the Do you, the member, agree to maintain the following documents in the FFD
Participant’s file for a length of five-years and provide them as requested to FHLB Pittsburgh:
executed and recorded first mortgage and note, copy of the final executed closing disclosure,
homebuyer counseling documentation, first-time homebuyer verification documentation and Self-
Certification form, and household income documentation? (AnswerYes or No)

15. Has the FFD Participant completed first-time homebuyer counseling per the FFD Manual? (An-
swer Yes or No)

16. Was the counseling at least four hours in length and cover the topic of predatory lending? (An-
swer Yes or No)

17. Select agency that performed counseling for the participant.

18. If the agency is not listed in the drop-down selections, please enter information for Name, Ad-
dress, Phone Number, and accrediting organization.

19. Select Concession offered to homebuyer from the drop-down box.

20. Do you, the member, ensure that the concession stated above was given to the homebuyer AND
that the rate of interest, points, fees and other charges for the above-stated first mortgage, made
in conjunction with this program, do not exceed a reasonable market rate of interest, points, fees
and other charges for loans of similar maturing, terms and risk? (AnswerYes or No)

21. Calculate homebuyer contribution by entering the following values: earnest money, gifts of cash,
short-term loans, items paid outside of closing and cash from homebuyer. Subtract any cash to
homebuyer.

22. Calculate Principal, Interest, Taxes and Insurance by entering the following values: first mortgage
monthly principal and interest (including PMI), monthly principal and interest from second/third
mortgage, monthly taxes, monthly hazard insurance, housing assistance payment and homebuy-
er's annual income.

23. If the Principal, Interest, Taxes and Insurance is over 35 percent, please certify and explain the af-
fordability of the homebuyer to maintain the home as their primary residence.

24. If the Principal, Interest, Taxes and Insurance is over 35 percent, do you certify that this meets
your underwriting standards? (Answer Yes or No)

25. Additional Member Survey questions.
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