HDS Web Administrator
Common Web Admin Problems
Contact Management

1) Use the scroll bar on the right hand side and scroll to the bottom of the web page to see the
errors.
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2) When adding a contact, a function is required use one of these two functions:

Loan Officer
Processor

Please DO NOT use any other contact function besides these two. DO NOT use the function
of Wire Contact, Main Office, General, Pre-Purchase, Post-Purchase and Web Admin these
functions are used at MN Housing for reporting purposes.
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3) Select a City spelled properly. When a properly spelled City is selected, the correct County
and State will auto fill into the system.
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4) During the initial set-up Minnesota Housing adds the following contacts:

General

MHFA Loan (for Trustee to type on MHFA loans)

Not Participating (for Loan Officer recognition program)
Post-Purchase

Pre-Purchase

Please do not change these Contacts as they are part of the contract and Minnesota Housing
needs written documents from your organization to amend your contract.
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Changes are made to the Existing Lending Partner Information General Email Accounts
form signed by your entity’s Main Office Contact and faxed to MN Housing.
http://www.mnhousing.gov/idc/groups/public/documents/webcontent/mhfa 002807.pdf
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5) DO NOT Add yourself as a user. To view your (Web Administrator) contact information,
click on the Administrator Info while logged into HDS SF Web Application; Otherwise, only
Minnesota Housing sees the Web Administrator information. If you set yourself as a User, the
User you set-up for yourself will NOT have access to add any contacts for your entity.
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