
UPLOADING PRE-CLOSING FILES 
THROUGH MITAS



UPLOADING PRE-CLOSING FILES THROUGH MITAS

After you have locked your file with WSHFC and received internal underwriting approval, 
you are ready to upload the pre-closing compliance file through Mitas.  

Use the most recent Pre-Closing Compliance Checklist found here;
MCC= http://www.wshfc.org/sf/MCCPreClosingCheckList.pdf

Home Advantage= http://www.wshfc.org/sf/HAPreClosingChecklist.pdf

Complete top portion of form so we know who to contact once the file has been reviewed.

http://www.wshfc.org/sf/MCCPreClosingCheckList.pdf
http://www.wshfc.org/sf/HAPreClosingChecklist.pdf


MCC PRE CLOSING COMPLIANCE CHECKLIST



HOME ADVANTAGE PRE CLOSING COMPLIANCE 
CHECKLIST



ACCESSING LOAN FILE IN MITAS

Once you log into Mitas, choose “Search Loan Detail” on the main menu.

Enter either the WSHFC or lender loan number and choose the “Retrieve” button.



TWO METHODS TO UPLOAD 

There are 2 different methods to use when uploading a file.  
Upload individual loan documents by bucket

OR; 

Upload complete loan file using Index sheets.



METHOD ONE, UPLOAD BUCKETS
Once you have retrieved the loan there will be an option at the top of the page that reads “Document 
Images”.

On the next screen, you will see all the document buckets available for upload.  These buckets match 
the requested items as shown on the pre-closing checklist. 



METHOD ONE, UPLOAD BUCKETS
Next to each document buckets lies a button. 

This will bring up a search of files on your computer that you can choose to upload in 
each section.

Select the file the corresponds to each bucket.  Once the file has been selected you 
will see the file name next to each item.



METHOD ONE, UPLOAD BUCKETS
Once you have chosen the files from your computer and you see the file names appear next to each 
bucket, you are ready to complete the upload.

Towards the bottom of the page there will be an option to “Upload” all files chosen.  

After you click upload you will be prompted with a message asking if you want to process these 
uploads now?



CONFIRMING FILE UPLOAD SUCCESS

You can confirm the upload was successful by viewing the file(s) from the Document 
Images screen.

By clicking on the “Received” button you can view what documents were uploaded.



METHOD TWO, UPLOADING COMPLETE LOAN 
PACKAGE WITH INDEX SHEETS
Once you have retrieved the loan there will be an option at the top of the 
page that reads “Document Images”.

On the next screen you will see an option to “Upload Compiled Loan 
Package”.  



METHOD TWO, UPLOADING COMPLETE LOAN 
PACKAGE WITH INDEX SHEETS
In order to submit a complete file you will need to use the index sheets.

These index sheets are located next to each document bucket.  To download these sheets you will need 
to check each box and click when all have been selected.



METHOD TWO, UPLOADING COMPLETE LOAN 
PACKAGE WITH INDEX SHEETS
Index sheets contain the loan number and a bar code that will help identify where these 
documents will go in the Mitas system.

Index sheets go between each section of the file that will be submitted.  IE, PreClosing
Checklist should be in front of the WSHFC checklist.

Stack documents in order as shown on the pre-closing checklist, starting with the index sheet 
and corresponding documents and repeat until the entire package is complete.



METHOD TWO, UPLOADING COMPLETE LOAN 
PACKAGE WITH INDEX SHEETS
Once you have compiled the file using the index sheets, save as a PDF for upload.

In the document images screen in Mitas, next to “Loan Package to Upload” there is an option 
to            

This will open up a search within files on your computer where you can choose the PDF you compiled 
with the index sheets.
Once you choose the file you will see the name appear next to the “Loan Package to Upload” section.



METHOD TWO, UPLOADING COMPLETE LOAN 
PACKAGE WITH INDEX SHEETS
 Towards the bottom of the page there will be an option to “Upload” file chosen.  

 After you click upload, you will be prompted with a message asking if you want to process 
these uploads now?

 Please only upload documents listed on checklist.



WSHFC UPLOAD CONTACT

If you have any questions or issues, please contact us.

206-464-7139

Jenni Davidson, Program Compliance Administrator 

206-254-5377

Jenni.Davidson@wshfc.org

mailto:Jenni.Davidson@wshfc.org
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