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1. Welcome to the Case Binder Module

FHA Catalyst: Case Binder Module is a web-based secure medium that supports digital delivery of
origination documents by the Mortgagees to the Federal Housing Administration (FHA). As part of the
Housing Information Technology (IT) Modernization effort, the Case Binder Module will replace the
receipt of paper loan origination case binders with an electronic format. FHA Approved Mortgagees can
submit single family forward and Home Equity Conversion Mortgage (HECM) loan origination case binder
documents electronically for FHA endorsement. Test Case Lenders can also submit Test Cases
electronically through this platform, thereby eliminating physical shipment of paper case binder.
Mortgagees can submit Notice of Return (NOR) Resubmission documents electronically by uploading into
FHA Catalyst — Case Binder module.

This document has been developed to provide Mortgagees with guidance on how to upload different
categories of loan documents using the Case Binder Module. Please refer to the Single Family Housing
Policy Handbook 4000.1 for case binder stacking order, in-depth information on FHA policy, event
definitions, reporting timeframes, data elements, and post-audit requirements.

1.1 Navigating the Case Binder Module User Guide

The table of contents for this guide is both searchable and linked. Selecting any of the chapter titles or
subheadings will take users directly to the associated section. Users can navigate back to the table of
contents by scrolling back to the start of the guide or using the return to table of contents links at the end
of each section.
This guide features step-by-step instructions. Numbered lists, bullets, and screenshots are used to give
the step-by-step instructions for completing tasks in FHA Catalyst.

Step-by-Step Instructions
Instructions describing how to complete tasks appear in lists.
Words that point to links or boxes that the user needs to select will appear in bold.
These instructions will describe how to complete processes using screenshots.
The screenshot may also include boxes, lines, and labels that show which part of the page is
important.

PwnNPE

Return to table of contents

2. Getting Started

This section defines the basic functionalities of Salesforce as well as specific terminology to help
Mortgagees (HUD’s external users) navigate the system. This section describes how Mortgagees upload
electronic case binders in the FHA Catalyst: Case Binder Module.
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2.1 Obtaining Access

Mortgagees seeking access to FHA Catalyst — Case Binder module or receive guidance on its use, should
contact the FHA Resource Center by emailing answers@hud.gov or by calling 1-800-Call FHA (1-800-225-
5342)

2.2 Logging In (for users with FHA Catalyst Access)

1. In Google Chrome, navigate to https://www.hud.gov/FHACatalyst.
2. Enter your username and password, then select Login.

CATALYST

Username

Remember Me

Warning! By accessing this system, you agree to the Rules of Behavior
for this system and are bound by the following Terms and Conditions:
This computer system, including all related equipment, networks, and network devices
(specifically including Internet acce: ntains data belonging to the U5, Government,
and is provided for authorized U.S. Government use only. Access requires the use of one
or more Multi-factor Authentication methods, which ties the account to an authorized
user, validated by either account number and password or PIVID card and PIN that must
never be shared with anyone at any time. Doing so increases the risk of access by an
unauthorized pe osing as you. Authorized personnel will treat information about
HUD computing r ., system names, technologies employed, etc.) as sensitive
and will not reveal it to unauthorized personnel. This computer may be monitored for all
@wful purposes, including ensuring that its use is authorized, to facilitate protection
against unauthorized access, and to verify operational security. During monitoring,
information may be examined, recorded, copied and used for suthorized purposes. All
activities and information, including personal information, associated with the use of this
system may be monitored. Use of this computer system, suthorized or unauthorized,
constitutes consent to monitoring. Misuse or unauthorized use may subject you to
criminal prosecution. Evidence of unauthorized use collected during monitaring may be
used for administrative, criminal, or other adverse action. Use of this system implies
understanding of these terms and conditions. Authority: U.S. Federal Criminal Code (18
USC 1030. Fraud and Related Activity with Computers) and HUD Information Technology
Security Policy 2400.25.

Figure 1: FHA Catalyst Login Page
2.3 Resetting Your Password
1. If you forgot your password, select Forgot Password (Figure above).

2. Enter your username, then select Reset Password. Password reset instructions will be sent
to the email address associated with your username (Figure below).
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:CATALYST

Select to reset

your password
| |

Username

Remember Me : Forgot Paszword

Login

Warning! By accessing this system, you agree to the Rules of Behavior
for this system and are bound by the following Terms and Cenditions:
This computer system, including all related equipment, networks, and network devices
(specifically including Internet access) contains data belonging to the U5, Government,
and is provided for authorized U.S. Government use only. Access requires the use of one
or more Muli-factor Authentication methods, which ties the account to an authorized
user, validated by either account number and password or PIVID card and PIN that must
never be shared with anyone at any time. Doing so increases the risk of access by an
unauthorized person posing as you. Authorized personnel will treat information about
HUD computing resources (i.e., system names, technologies employed, etc.) as sensitive
and will not reveal it to unauthorized personnel. This computer may be monitored for all
awful purposes, including ensuring that its use is authorized, to facilitate protection
against unauthorized access, and to verify operational security. During monitoring,
information may be examined, recorded, copied and used for authorized purposes. All
activities and information, including personal information, associated with the use of this
system may be monitored. Use of this computer system, authorized or unauthorized,
constitutes consent to monitoring. Misuse or unauthorized use may subject you to
criminal prosecution. Evidence of unauthorized use collected during monitaring may be
used for administrative, criminal, or other adverse action. Use of this system implies
understanding of these terms and conditions. Authority: U.S. Federal Criminal Code (18
USC 1030. Fraud and Related Activity with Computers) and HUD Information Technology
Security Policy 2400.25.

Figure 2: Forgot Password

PASSWORD RESET Select to receive reset

To reset your password, we'll need your username. paSSWOrd ema”
We'll send password reset instructions to the email address associated with your account.

2 Username

Reset Password

Cancel

Figure 3: Reset Password

2.4 Logging In (New FHA Catalyst Users)
First time FHA Catalyst users shall receive an email from FHACatalyst@hud.gov.
1. Check your email for welcome email from FHACatalyst@hud.gov. Note your username for
future references.
2. Select the link on the email (utilize Google Chrome web browser), you will be redirected to
setup a password.
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FWelcome to FHA Catalyst

FHA Catalyst website

o HUD-modernization-form <fhacatalyst@hud.gov=> © Reply Select to navigate to the

Welcome to FHA Catalyst! To get started, go to https://edddev-tha-gateway.cs33.force.com/hudpdeform/login:
c=Yss5qVOMPQiu4vG5rix5cp3i08GI01ledW us2I76hx21haGisE6FzBpLNYWvgliV3T2zL%2FHOQdXTCusPD7mmo3W%
2BLhLrQYrkEaboShQOIR517ijW5YxttfugST4BZGil8enGicY8a7z%
2F mvmcd—mIZa7MJH1v(3YvJX6KitY)(_DFxHMwaZYfEDNSENVOQGuZh60AOA%3D

Username: <here-

Thanks,
HUD2

Figure 4: Welcome Email

Change Your Password

Enter a new password for t -hud2.
Make sure to include at least:

@ 12 characters

@ 1uppercase letter

@ 1lowercase letter

@ 1number

@ 1special character @)

* New Password

............. Golp)
* Confirm New Password
............. Golf)
Security Question
In what city were you born?
* Answer
............. Goli ‘

Change Password

Password was last changed on 4/3/2020 10:21 AM

L

Figure 5: Change Password
3. Enter new password and confirm your password.
Note: The New Password and Confirm New Password fields must match, and all option button checks
must be GREEN, only then will the Change Password button be enabled
4. Select Change Password button. Upon successful login, the FHA Catalyst Case Binder app is
available for Lenders to upload the binders.

Return to table of contents
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3. FHA Catalyst Landing Page
Upon successful login, the Mortgagee is directed to the FHA Catalyst Landing Page.
CATALYST Userl...

Key Resources

Tools and Resources for Mortgagees

Quick Links

Follow @FHAgov on Twitter
Select to access Case g

Binder application

Connect with us at "Federal Housing
Administration” on LinkedIn

Case Binder

For system questions or endorsement
issues. Please email to answers@hud.gov

Please remember to include the FHA Case
Number if the request is case specific.

Figure 6: FHA Catalyst Landing Page

1. The FHA Catalyst Landing Page contains the follow items:

e The Username is displayed on the top right of the screen. Users can view their profile and
logout when selecting their Username.

e The Case Binder logo is displayed on the center of the page where users will need to select
to access the Case Binder application.

e Key Resources are provided on the right of the page where users are access additional
resources.
e Quick Links are provided on the right of the page where users can access FHA social media
and send any questions or comments to the FHA Resource Center.
2. Select on the Case Binder Logo to access the Case Binder application

Return to table of contents

4. Case Binder Home Page
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The Case Binder Home Page displays a list view of case binders previously uploaded by the mortgagee. It
allows for mortgagees to create a new case binder.

CATA LYST Q  Search.. 0 Userls...

Select to navigate to the
Create tab.

ICase Bindersl I Create

C inders
AlfMy Case Binders + #
Record Type « Updated a few seconds ago search tis lis & H c c v
Select to navigate to the
. Loan Number w | HOC ~ | Created Date ~ | Submission Type ~ | Status v
Case Binders tab. P
1234567800123123 Philadelphia 7/22/202011:11 AM Test Case LRS Received A
2 CB-041543 551-5632636 (520222 Santa Ana 7/22/202011:12 AM Forward NOR Resubmission NOR v
3 131-5666333 G252622 Denver 7/22/202011:12 AM HECM Initial submission In Review v
4 CB-041546 412-4526655 A45366232 Atlanta 7/23/2020 10:08 AM LRS LRS Received -
5 CB-041554 780-1234567 21219121212 Philadelphia 712712020 11:21 AM Test Case LRS Received -
6 -1 1263647578586 Philadelphia 8/4/2020 2:31 PM HECM Initial submission Endorsed -
7 123-3456789 123 Denver 8/12/2020 2:01 PM Forward Initial submission In Review L4

Figure 7: Case Binder Home Page

1. The Case Binders tab is placed on the top left of the screen and displays all Case Binders
uploaded by the user.
2. The Create tab is placed next to the Case Binders tab, which allows the user to Create a new
Case and upload a file.
3. The Listview provides the user with the ability to view their recently reviewed Case Binder
records.
e To update your filter criteria: Select the Dropdown icon. Select the desired view (Figure
below).
e To set a specific view as the default view every time you navigate to this page, select the
Pin icon (Figure below).
e Ensure to select “All My Case Binders” to view all Case Binders created by the user.

Case Binders Create

Select to choose a default

All My Case Bindersu AR o view
N Se % - ¢
+  All My Case Binders [Pinned list late » | Submission Type v | Status o
Racare e Select to change the filter e A Tast Case RS Received

criteria

Figure 8: Filter and Pin

Version 2.0 - August 2020 Page 8
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4. To search for a specific case binder: enter two values in the search bar and place a space
between them. Hit Enter to search.
o Note: to clear a search and return to the full list view, select the “x” icon in the search
bar or delete the entry and press Enter.
Case Binders Create

Case Binders

All My Case Binders =+ ¥

4 items « Sorted by Submission Type + Filtered by my case binders - Record Type « Updated a few seconds ago Philadelphia LRS Olw- - C €7
1D ~ | FHA Case N... v | Loan Number ~ | HOC ~ | Created Date v | Submissi pe T ~ | Status ~
CB-041560 343-3434343 A324242 Philadelphia 7/28/2020 3:35 PM LRS LRS Received v

2 CB-041580 123-4567200 L-12345 Philadelphia 8/13/202012: Select and type to search Received v
3 (B-041542 2323232333 1234567890123123 Philadelphia oo for a specific case binder o i .4 v
4 (B-041534 789-1234567 121212121212 Philadelphia 7/27/2020 11:21 AM Test Caze LRS Received v

Figure 9: List View Search Bar

5. To sort case binder records: select the name of the column header. The arrow next to the
column header name indicates the sort type (ascending or descending).

Case Binders Create

Casze Binders
All My Case Binders = #

19 items + Sarted by FHA Case Number « Filtered by my case bindef search this list.. B mE-C]e]Y
Select to sort case binder
1D FHA Case ... + v “~ | Submission Type v | Status ~
records
1 959-1234501 2876501 A Forward Initial submission Submiteed L d

Figure 10: Sorting Columns

Return to table of contents
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5. Creating a Case Binder

This section describes creation, upload, and submission of an electronic origination case binder by a
mortgagee.

e There may be a Virtual Private Network (VPN) connection limitation. If there is an issue, please
contact the FHA Resource Center at answers@hud.gov.

5.1 Creating a Case Binder
1. To create a Case Binder, select the Create tab.

CATA LYST Q  Search.. Userls...

Select to navigate to the
Create tab

Case Binders Create

All My Case Binders = #

Search this list o -

[ ]
-

ot “ | FHA Case.. “ Loan Number v HOC w | Created Date v | Submission Type « | Status

1234567890123123 Philadelphia TRLA02011:11 AM Test Case LRS Received -

G529222 Santa Ana 72212020 11:12 AM Forward NOR Resubmission NOR v

Figure 11: Creating Case Binder Records

2. The Case Binder Package page is displayed, which allows for user to enter case binder details.

Version 2.0 - August 2020 Page 10
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CJ'IE.RTA LYST Q,  Search. Userls...

Case B = Create
o EHA Caes e 0
.- . c 0
Forward Initial Submiss v
. Select to navigate to
file upload page

Figure 12: Case Binder Create Form
3. Complete all required fields, which are marked with a red asterisk (*)
e FHA Case Number: The case number must be 11 Characters with a hyphen after the first
3 digits i.e. 123-4567899.
e Borrower Name: Name of Borrower; to be entered manually by user.
e HOC: Allows user to select the Homeownership Center the case binder will be
electronically submitted to (Denver, Atlanta, Santa Ana, Philadelphia).
e Loan Number: Must be less than 15 digits.
e Submission Type: Allows user to select one of the submissions (Forward Initial
Submission, HECM Initial Submission, Forward NOR Submission, HECM NOR Submission,
LRS, Test Case).
Enter any Comments: Allows user to add appropriate comments for HOC review. Please limit
the character count to < 1000.
5. Select Next
6. Upload the case binder file via two options:
e Select the Upload Files button to select a file to upload.
e Or Dragand Drop a file into the Upload Files section on the screen to attach the file.

4.

Version 2.0 - August 2020 Page 11
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A green circle with a checkmark will appear when the file has completed

uploading.
o Note: Selecting the Trash Can icon after file uploads deletes the file from the Case
Binder.
Case Binders Create
] Select after uploading a file
8 g to continue
| |
Select to choose a file
q &, Upload Files Or drop files
to upload i :
Figure 13: Case Binder Document Upload

7. Select the Previous button to return to the previous page.

8. Upon selecting the Next button, a message will appear at the top of the screen displaying “File
successfully uploaded.”
9. Select Finish to continue. The new case binder created is displayed in the Case Binder Home
Page.

Case Binders Create

File successfully uploaded

Select to submit the new

. Finish
case binder - i

Figure 14: Case Binder Success Notification

5.2 Viewing Case Binder Details
1. To select a case binder for review, select appropriate blue hyperlink of the ID (CB-#####).

_Case Bindarg Lreote

Select to review a
case binder

]

20 items « Sorted I Created Date « Filtered by my case binders - Record Type « Updated 3 minutes ago

my Ey C €Y
1D ~ | FHA Case N... » | Loan Number ~ | HOC ~ | Created Date 4 ~ | Submission Type
CB-041592 123-4567890 2747410 Atlanta

Search this list...

“~ | Status
8/18/2020 1:25 PM HECM NOR Resubmission Submitted

Figure 15: Select Case Binder

2. After selecting the ID from the Listview, the Case Binder Details page is displayed.
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CATA LYST Q, Search. Userls...

Case Binder
CB-041592

, BMB/2020 1:25 PM Atlarta

Thie (e i f@Eet =S ans Submitted

Select to download
the file Select to return to
Bowhioad File(s) the Case Binder
Home page
|

v

Figure 16: Case Binder Details View
3. Select the blue file name to download the file that was uploaded to the Case Binder.

4. The Delete button is available to the Lender only when the status is set to “Submitted.”
5. Select the Back button to return to the Case Binder Home Page.

Return to table of contents

6. Logging out of FHA Catalyst

1. To log out of FHA Catalyst, select your username in the upper right section of the screen.
2. Select Logout.

Version 2.0 - August 2020 Page 13
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My Settings
Case Binders
All My Case Binders + ¥ My Account

27 items * Sorted by ID = Filtered by my case binders - Record Type * Updated a few seconds ago Search this list...

Contact Support
D4 ~ | FHA Case Nu... v | Loan Number v | HOC ~ | Created Date Se|ect to |Og
L
1 CB-041604 321-8388888 2424 Denver 8/21/2020 4:09 out gy | 5
2 CB-041602 999-1234504 9876504 Philadelphia 8/19/2020 9:54 PM Torward Iniial SUDMizsion Endorsed v

Figure 17: Logging Out

Return to table of contents

7. Getting Help

For further assistance, please contact the FHA Resource Center:
e E-mail answers@hud.gov.
e (Call 1-800-CALLFHA (1-800-225-5342). Persons with hearing or speech impairments may reach
this number by calling the Federal Information Relay Service at 1-800-877-8339.
e Emails and phone messages will be responded to during normal hours of operation, 8:00 AM to
8:00 PM (Eastern Standard Time), Monday through Friday on all non-Federal holidays.

Return to table of contents
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