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Tutorial

Submission via Secure
File Transfer Portal

Welcome and thank you for watching the Federal
Home Loan Bank of New York’s tutorial on the
Secure File Transfer Portal

In this tutorial we will provide a technical
overview on how to utilize the portal to submit
documentation for Homebuyer Dream Program®
(“HDP”) household Reservation and Funding
Requests

Please note this tutorial is a visual presentation
only
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Submission via Secure File Transfer Portal

Pursuant to applicable Federal and State
laws, to protect household information
that may be utilized to develop a credit
profile if intercepted by an unauthorized
third party the FHLBNY requires that all
HDP documentation be submitted
through FHLBNY’s Secure File Transfer
System (“Online Portal”)
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OVERVIEW

Member representatives listed in the
HDP Secure File Transfer Portal
Enrollment Form will receive both a
User ID and password established for
the Online Portal and must have
completed a successful test file prior to
submission of any HDP files to FHLBNY

It is the member’s responsibility to
advise FHLBNY of any changes in
member representatives

FHLBNY utilizes a Secure File Transfer Portal for submission of
household information under the Homebuyer Dream Program®

Prior to participation in the Homebuyer Dream Program, a
member must execute the HDP Secure File Transfer Enroliment

Form (HpP-002):

Each member institution is allowed up to 3 authorized users
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OVERVIEW

Users are authorized to execute the
Homebuyer Dream Program® Request
Form (Hop-005) and submit complete
household requests to the FHLBNY

Homebuyer Dream Program® household requests via the
Portal are submitted as one zip file per household and must
include a fully completed Homebuyer Dream Program®
Request Form (Hpp-005) in MS Excel format, containing the
XIsx file extension and all supporting documentation in PDF
format

Federal Home Loan Bank
NNNNNNN



Overview

Tutorial
Topics

[ Logging into Online Portal ]

Uploading your HDP Request

After your submission




Logging into SFTP
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HOP OVERVIEW

HOMEBUYER INFORMATION

Homebuyer Dream Program® (HDP) —

INFORMATION
The HDP is a Homeownership Set-Aside program managed within et bl e
requlatory requirements established by the Federal Housing Finance
Agency (FHFA)12 C.F.R. Part 1291, as may be amended from time to RPN s
time (AHP Regulation). The HOP provides funds in the form of a grant FUNDING REQUEST
to be used towards down payment and closing cost assistance to S
first-time homebuyers earning at or below 80% of the Area Median AGREEMENTS
Income (AMI) and purchasing homes in New York, New Jersey,
Puerto Rico or the U.S, Virgin Islands.

l SUBMIT YOUR HOP I
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Logging into SFTP

— Log in

l'hl:ech:ral Home Loan Bank
NEW YORK

Username: |

Forgot Username

Password: |

Forgot Password

The Web Transfer Client has been tested for use with the
following browsers:

Internet Explorer - vil
Firefox - v65 or later
Safari - Mac, v11 or later
Chrome - v73 or later

Please Note: Cockies must be enabled in the browser.
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UPLOADING YOUR HDP
REQUEST

All household requests within each zip
file must contain a completed HDP
Program Request Form (HDP-005) in its
original excel file format

Supporting household documents within
each zip file must be provided in PDF
format

Reservation Request

] 1_Income Documents.pdf

] 2_Purchase and Sales Contract.pdf
B 3_Counseling Certificate.pdf

B 4_Homebuyer Certification.pdf

E1°| HDP Reservation Request.xlsx

Funding Request

1_Retention Doecuments.pdf

(%) 2_Closing Disclosure.pdf

[+ 3_Certificate of Intent to Record.pdf
B°| HDP Funding Request.xlsx

NNNNNNN



UPLOADING YOUR HDP
REQUEST

Upon successful login, the File Transfer
Portal landing page will be available.
The user can proceed with the upload of
the file.

NEW YORK

FILE TRANSFER SYSTEM

~ @@ My Folders

B fromFHLBNY

O fromFHLENY

Upload Manager

~ Completed (0)

* |n Progress (0)

* Pending (0)
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REQUEST oo
FILE TRANSFER SYSTEM C K3 E s
~ @ MyFolders (0 Name = - e a Upload Manager W
W fromFHLENY - Cgmp[eted I;O:I
To upload a file, click the Upload icon at - fromFHLENY
the top right of the screen |
* |n Progress (0}
* Pending {0
& Open *
Locate the zipped household file and € v -STAGING > v|0| | Search »
choose “Open” to upload the file to Organize v New folder - o @
F H LB NY “ Mame Type Size ~
-/ Sample Request WinZip File 34 KB
File name: Sample Request V_| All files e
(=] o
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UPLOADING YOUR HDP
REQUEST

The uploaded zip file will appear within
the landing page of the File Transfer
Portal under the “Completed” section

This section will indicate to the user
the file upload was successful

af

KEW YORK

FILE TRANSFER SYSTEM

> B My Folders

B fromFHLBNY

] Mame &

O fromFHLENY

+ E==

Upload Manager W

* Completed (1)
Sample Request.zip—33.51 KB

)

* In Progress ()

Mo uploads in progress

* Pending (0)

Mo pending uploads

Federal Home Loan Bank

NEW YORK



Overview

Tutorial
TOpiCS Logging into Online Portal

Uploading your HDP Request

[ After your submission




After your submission

The designated user will receive an email
indicating a successful upload

Upon review of the submitted household
request, the FHLBNY will determine
household eligibility based on Homebuyer

Dream Program® requirements outlined in the

HDP Guidelines and the AHP Implementation
Plan

FHLBNY FTS Notification: Upload Received I

: .
Federal Home Loan Bank of New York <noreply-eftp2@fhlbny.com> . | el b
To © Homebuyer Dream Program
Ce

Retention Policy 10 year delete (10 years)

Workday for Outlook - My ... + Get more add-ins

This message was sent to you automatically by FHLBNY on the following event3Upload Received

Only zip-files will be considered by FHLBNY.

Your submission to this File Transfer Service does not constitute or establish any obligation by FHLBNY
to grant or commit funds to you, nor is it a reservation by you for the commitment of funds.l

1. Date of Transfer: XX Mar 2X 07:58:22

2. File Name : Sample Request.zip

3. Virtual Path : /y_g/FHC/)O(XXFHLBNY/XXXXDoe/toFHLBNY/SampIe Request.zip

4. Logon Name: XXXXDoe

S. Full (User) Name: John Doe

6. Home Folder: /usr/HDP/ XXXXDoe / XXXXDoe /toFHLBNY/

This email was sent from an unmonitored email address. Please do not reply. All questions should be

directed to HDP@fhlbny.com.

Server Local Time:

3
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After your submission

2
FILE TRANSFER SYSTEM di E -
~ W My Folders [J Name = Size a Date & Upload Manager W
B fromFHLBNY v Completed (0)
O fromFHLBNY

* In Progress (1)

Sample Request.zip —33.51 KB
I3 verification Failed

w Pending (0)

Uploading documents in a format other than
the required zip file are automatically rejected

The error message that verifies submission
failure is displayed within the “In Progress”

section

S
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After your submission

Email notifications are provided to the user.
The FHLBNY FTS notification will confirm
your failed submission

Upon receipt of this email, the member is
required to upload a new request

¥  FHLBNY FTS Notification: Upload Received - Message (HT...

FHLBNY FTS Notification: Upload Failed

e Federal Home Loan Bank of New York <noreply-eftp2@fhlbny.com>

To Homebuyer Dream Program
Cc
Retention Policy 10 year delete (10 years)

Workday for Outlook - My ... + Get more add-ins

This message was sent to you automatically by FHLBNY on the following event: Upload Failed

Only zip-files will be considered by FHLBNY.

Your submission to this File Transfer Service does not constitute or establish any obligation by FHLENY
to grant or commit funds to you, nor is it a reservation by you for the commitment of funds.

1. Date of Transfer: XX Mar 2X 07:58:22

2. File Name : Sample Request.zip

3. Virtual Path : /usr/FHC/XXXXFHLBNY/XXXXDoe/toFHLBNY/Sample Request.zip

4. Logon Name: XXXXDoe

5. Full (User) Name: John Doe

6. Home Folder: /usr/HDP/ XXXXDoe / XXXXDoe /toFHLBNY/

This email was sent from an unmonitored email address. Please do not reply. All questions should be

directed to HDP@fhlbny.com.

Server Local Time:
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After your submission

FILE TRANSFER SYSTEM ge E H

~ B My Folders O Name a Size a Date a Upload Manager W

W fromFHLBNY « Completed (0)
| (] fromFHLENY I

* In Progress (0)

* Pending (0}

On a periodic basis, the
FHLBNY will provide Pipeline
Status Reports to our members
via the Online Portal

Reports are uploaded into the
“from FHLBNY” folder

Household files should not be
uploaded by the user into this
folder

Reports are deleted on a
guarterly basis. Itis
recommended these reports
be downloaded

Designated users have access
to each other’s folders in order
to access communications and
reports from the FHLBNY

LS
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www.FHLBNY.com

2023 AHP Implementation Plan

HDP Guidelines

HDP tutorials

Email us at

HDP@fhlbny.com

We encourage you to review the 2023 AHP
Implementation Plan, the 2023 HDP Guidelines, and
HDP tutorials located on our website

Thank you for viewing the Homebuyer Dream
Program® tutorial. If you have any program or
household specific questions, please contact us!
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