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Logging into the Application Portal 
 

All eligible applicants will receive an e‐mail within 2 Days with a temporary password and link to 

the application portal. You must reset your password within 5 days or you will not be able to 

continue with the application process. 

 

 
 

1. Write down your temporary password that’s in the email so you have it ready to reset your 

password.  You can also copy and paste it if you would like. To do that highlight the 

temporary password with your mouse, press the right mouse button and select copy.  

2. Next, click on the “click here” link in the email which will take you to the User Verification 

screen to begin the application process.  

 

 
 

3. Enter your temporary password that was in your email and create your new password. (If you 

copied your password, click in the temporary password box, hit the right mouse button and 

choose paste) Make sure your password meets the criteria listed on the screen.  

Example =  Password0! 
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4. When you select submit you will be redirected to the login screen. Here you will enter your 

email address and your new password you just created. (Password0!) Click on “LOGIN”. 

 

 
 

 

 

5. You will be directed to a screen that will show your confirmation number. Write this number 

down. This will be the number we use going forward to identify your loan. 

6. Click on the “APPLY” button to begin your application process. 
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7. On the Applicant information screen, some information will pre-populate. You must fill out 

all of the other information on this screen to continue. Every box has to have information 

listed. If it doesn’t pertain to you please enter N/A or 0’s. If the system won’t go to the 

next screen, something is missing. Please review each box.  

 

 
 

Employment Information 
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Your Assets and Libilities 

 

8. Please enter the information for all of your assets including savings, pension, 401k, child 

support, pay cards….  

 

 
 

9. When entering your liabilities the system will not allow special characters.  

Examples = ( $ , . ;) 
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10. Your Gross Monthly Income includes 

a. Job 

b. SSI / DIS 

c. Pension, child support, any other income 

d. If your taxes and Insurance are included in your house payment, please enter 0 

 

 
 

Answer these questions 

 
The system will then take you to a review page. Carefully review your information and make 

any changes necessary before clicking submit. 
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Uploading Documents 

 

The next step is to upload your files and documents. Review the screens and make a note of all 

of the documents you must have to complete your application. You do not have to upload all of 

your documents at once. Each document will be saved as soon as you upload it. You can log out 

by clicking on the little arrow next to your name. 

 
Gather all of your documents and then log back in once you are ready to upload again. 

 

 
To upload a document, click on “CHOOSE FILE”, then find the document from where you 

saved them on your computer, select the correct document you are trying to upload and click 

“UPLOAD DOCUMENT.” Once the document has been uploaded, the name of the document 

turns green with a check mark next to the document.  

 

***You will only be able to see that last document that was uploaded in 

each section. Please do not upload the same document more than 1 

time. 
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You must upload all documents listed under THDA Documents and Borrower’s Documents and 

at least one of the hardship documents before you can submit the application. The hardship 

documents are based on the hardship you choose in your application.  

There are two documents you will need for underemployment. 

 

THDA Documents: 

 

These are on the www.keepmytnhome.org website and have to be printed off, signed, notarized 

if applicable, and scanned to your computer to upload. 

 

 4506 T Request for Transcript of Tax Return (Must be signed even if you didn’t file taxes. Also must be 

signed by your spouse if you are married) 

 Credit Authorization (Also must be signed by your spouse if you are married) 

 Third Party Authorization 

 Owners Affidavit (Must be Notarized) 

 Hardship Affidavit (Must be Notarized) 

 Dodd Frank Certification (Please check the box under borrower or co-borrower, 

sign, date and upload) 
 

Borrowers Personal Documents: 

 Last Mortgage Statement 

 Last two months Income documentation (paystubs, disability statement, SSI award, 

Unemployment) 

 Last two month’s bank statements, checking and savings. (Please send all pages even if 

blank) 

 Last filed tax returns (Please sing if self-prepared) 

 W2’s, 1099’s 

 Declaration page for homeowner insurance (Current Coverage) 

 Copy of Mortgage Promissory Note that was signed at the time you received your loan. 

( Will say either Note, Promissory, Mortgage Note) 
 

Hardship Documents: 

 Final Divorce Decree 

http://www.keepmytnhome.org/
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 Parenting Plan (If you have children)  

 Death Certificate 

 Underemployment‐ (Separation Notice, Unemployment Letter) 

 Underemployment‐ proof of previous income (Loss of spouse due to divorce or death) 

 Hardship Letter (A letter that explains your hardship along with the date it 

occurred) 

 Miscellaneous 

 

 

 

 

Troubleshooting with the Application Process 

 

If the application page is not allowing for Save and Continue please check the following: 

 

 Are you using the proper browser? Chrome is preferred, Internet Explorer (IE) is 

acceptable. 

 Are you using a desk top or a lap top computer? This process is not guaranteed to 

work with any mobile devices.  

 All the fields (blanks or boxes) must be entered into. If it calls for letters or 

numbers; use letters or numbers only. Special characters will cause the page to 

stall. The field should be highlighted in red if there is an error. 

 

When conditions are requested, please refrain from uploading a document several times. You 

will only see the last upload to a category. Processors/underwriters are able to view all uploads. 

Duplicate uploads will delay processing of the application. Notification is sent to an email 

address to notify us of each of your upload.  

 

The application is only Submitted one time per property address. Once the correct documents are 

uploaded to all of the categories the Submit button will be activated. When asked for further 

documentation to be uploaded you will not need to Submit the application again. The documents 

are uploaded to the application if you receive the successful notification.  

 


