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Member contacts may use this manual to help navigate Down Payment/Set Aside Program (DP) Online 

and perform the following functions: 

 

1. Log into DP Online through eAdvantage 

2. View all DP member activity 

3. Initiate and complete a homebuyer reservation 

4. Respond to a reservation clarification request 

5. Initiate and complete a disbursement request 

6. Respond to a disbursement clarification request 

7. Submit a homebuyer withdraw request 

 

This manual also contains the following appendices to further assist DP members: 

 

Appendix A. Documents Needed for Reservation and Disbursement Completion 

Appendix B. Reservation and Disbursement Status Descriptions 

 

If you have any questions about DP Online navigation, please call the Bank’s Community Investment 

Department at 800.544.3452, ext. 1173.  

 

Below is key information associated with the DP funding rounds. For more information, please visit the 

Affordable Housing Products section of www.fhlbdm.com. 

 

o The funding round will run from January 1 through December 31 each year. 

o All Down Payment products will be first-come, first-served programs. 

o All members must have an executed current year Down Payment Agreement on file before 

funds can be reserved. 

o Member contacts administering the DP programs must be set up in eAdvantage by their 

institution’s eAdvantage Administrator in order to gain access to the DP Online system. 

o Loans using Down Payment Product grant funds must be closed within 120 days of reservation 

approval. 

o This is a reimbursement program.  Therefore, once the loan has closed and the submitted 

disbursement has been approved, funds will be reimbursed to your institution through the 

member DDA account on file with FHLB Des Moines. 

o Your institution is required to be listed as the “Lender” on the Retention Agreement (Deed 

Restriction). 

o DP Online is accessible through eAdvantage 7:00 a.m. to 8:00 p.m. CST, including weekends 

and FHLBDM holidays.  Users of DP Online can only access the system when eAdvantage is 

available. 

 

NOTE: Please contact your institution's eAdvantage Administrator to be set up in eAdvantage 

as a DP Online user.  

 

 

 

 

 

 

 

http://www.fhlbdm.com/
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SYSTEM REQUIREMENTS: 
 

o DP Online, which is accessed through eAdvantage, is officially supported by Internet Explorer 8-

11. DP Online can be used via Firefox, Chrome, or any other browser. However, if you 

experience an issue with one of these browsers, first try using Internet Explorer 8-11. If an 

issue still persists after attempting to use IE 8-11, please contact our Service Desk at 

800.544.3452, ext. 1029. 

 

o Please allow 20 minutes from time of eAdvantage credential authentication before you access 

DP Online. This delay in time is needed to integrate the user profile into the automated system. 

 

DOWN PAYMENT ONLINE USER SET-UP IN eADVANTAGE (For eAdvantage 

Administrators Only):    

 

STEP 1: 

o If a member user contact does not currently have access to eAdvantage, they will need to 

be added as a user to be able to access the DP Online system. 

 

o Only an eAdvantage Administrator can set up user ids and passwords and assign user roles 

and authorization types for the member user contact. FHLB Des Moines cannot set up user 

profiles or create user ids and passwords. 

 

o Once the eAdvantage Administrator logs in to eAdvantage, click on “Admin” and select 

“User Administration” and then “Add User” to add a new member user contact. 
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STEP 2: 

o The eAdvantage Administrator will need to assign a user id and password for each member 

user contact that will be need access to the Down Payment Program Online 

 

o Select a “User Type” from the 2 options: 

 eAdvantage Option:  Individuals needing access to both eAdvantage and AHP or 

Down Payment programs. 

  Affordable Housing Program (AHP) or Down Payment/Set Aside Program 

Option:  Individuals only needing access to AHP or Down Payment/Set Aside 

Program. 

 

o Under “Authorizations”, choose “Down Payment/Set Aside Program Access”. This will give 

the individual access to the DP Online system.  (See picture below) 
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STEP 3: 

o If the member contact is already a user of eAdvantage, the eAdvantage Administrator will 

only need to modify their user profile by assigning the “Authorization” status of “Affordable 

Housing Program (AHP)” or “Down Payment/Set Aside Program”. 

 

o To modify, edit or reset a password for a member contact from the “User Administration” 

screen, click on the pencil beneath the contact name. 

 

#1 

 

 

 

 

 

 

 

 

 

 

 

 

  

#2 
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LOGGING INTO DOWN PAYMENT ONLINE THROUGH eADVANTAGE: 

 

STEP 1: 

o DP Online is accessed through eAdvantage which is located on FHLB Des Moines homepage. 

 

o Log into eAdvantage: www.fhlbdm.com. 

 

STEP 2: 

O Enter Login ID and Password (Login ID and Password will be assigned by your institution’s       

 eAdvantage Administrator) 
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Step 3:   

o The Down Payment user logs into DP Online through eAdvantage. The menu will display the 

Down Payment/Set-Aside Program Online option listed (see below). 

 

o Click on Down Payment/Set-Aside Program Online 

 

 

Menu Display for eAdvantage Administrators or individuals with User Type of 
“eAdvantage”: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Menu display for access to Down Payment Online only (Non-eAdvantage User): 
 

 

 

 

 

 

 

 

 

 

 

Step 4:  

 

o You will automatically be directed to the Dashboard once you click on Down Payment/Set- 

 Aside Program Online 
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VIEW ALL DP MEMBER ACTIVITY: 
 

o After successfully logging into DP Online, the Dashboard screen automatically displays. The 

Dashboard displays many important program data fields, including summary information for 

program activity and the records for homebuyer reservations.  

 

o Dashboard information can be exported into Excel for further distribution or analysis using the 

Export key located in the top-right corner. 

 

o Use the drop down menu next to “Select Round to Display” to display activity within each 

specific DP program (Home$tart, Home$tart Plus, and NAHI). 
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INITIATE AND COMPLETE A RESERVATION: 
 

o Click Initiate in the top left hand corner and then Reservation. 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

MOVING THROUGH EACH SCREEN: 
 

o Each screen will have a Previous and a Next button for use in navigating through the screens. 

NOTE: You must press the Save button on each screen to successfully save your changes.  If 

you only select Previous or Next, your changes will NOT be saved.  
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o Complete the requested information on each screen, and proceed through the steps by clicking 

the Save and Continue OR Save and Exit buttons on the bottom of the screen. 

 

o Save and Exit:  This will initiate the reservation but not complete the reservation.  

 

o Save and Continue:  To continue and complete a reservation, all requested supporting 

documentation and information will need to be collected and available for input into the DP 

system. 

  

o Cancel:  If the reservation needs to be cancelled.  This button will only be an option from the 

Homebuyer Information and Additional Contacts screens when first initiating the reservation.  

Once these two screens have been saved, the funds are reserved for the household and the 

reservation is in process.  You will have 10 days to complete and submit the reservation to 

FHLB Des Moines from the time the reservation is initiated. 
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For the Homeowner Selection screen, you will need to download and complete the Income Calculation 

Workbook.  The Household Summary tab will need to be printed and signed by all homebuyers/co-buyers 

for the household.   
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Then you will scan and attach this page to the Homeowner Selection screen, in the position shown below.  

You will retain the entire Income Calculation Workbook in .xls format for later upload to the Household 

Income Screen.  
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COMPLETING AND SUBMITTING THE RESERVATION: 
 

o After completing the Household Income page, click Save.  Click Home to return to the 

Reservation Home Screen.     

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

o The Reservation Home screen lists all of the reservation request pages that will need to be 

completed before a reservation can be submitted.  

 

o If all green check marks appear, click on the Submit button in the bottom left hand of the 

screen.    

 

o Press Submit to send the reservation request to FHLBDM for review. Once a reservation is 

submitted, no modifications to the reservation can be made.  

 

NOTE: All sections must have green check marks. Sections with a red x or yellow check 

mark must be completed before continuing (See picture on next page). 
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o To verify that the reservation was submitted, note the reservation’s status changes from 

“Reservation Request Pending” to “Reservation Request Submitted”. 

 

o A system-generated email will be deployed to the contacts associated with this request 

notifying them that the request has been submitted. 
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RESPOND TO RESERVATION CLARIFICATION REQUEST: 
 

o If FHLB Des Moines has questions on the submitted reservation and /or additional 

documentation or information is needed to complete a reservation review, a reservation 

clarification request will be initiated by FHLB Des Moines.  

 

O The member contact will receive notification of the clarification request by email.  The status of 

the reservation changes from “Reservation Request Under Review” to “Reservation Request 

Clarification Pending”.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

o The member will see a ?.  Click on the section that has the ? to respond to the clarification 

request.  

 

o FHLBDM comments will appear on the Reservation home screen (See picture on next page). 
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o Navigate to the page(s) with the red question mark(s), make the corrections and re-save the 

page(s). Once the page is saved, the Reservation Home screen will show the page with a green 

question mark. 

   

o Press Submit to send the clarifications to FHLBDM for review. Verify that the Reservation Status 

has changed from “Reservation Request Clarification Pending” to “Reservation Request 

Clarification Submitted.” If the status is updated, then the clarification has been successfully 

submitted. 

 

o A system-generated email will be deployed to the contacts associated with this request 

notifying them that the clarification has been submitted. 
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INITIATE AND COMPLETE A DISBURSEMENT REQUEST: 
 

o Disbursement Requests can only be submitted for households with a status of “Reservation 

Request Eligible.” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

o After successfully logging into DP Online, select the reservation number or homebuyer last 

name.  You will initiate a disbursement from the Reservation home screen. 
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o Hover over Initiate, located in the top-left of the screen and click Disbursement. 

 

o NOTE:  Since this is a reimbursement program, funds will only be reimbursed after the loan 

closes.  A disbursement can be initiated, but cannot be completed until after the loan has 

closed in order to upload the final loan documentation to FHLBDM for review. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

MOVING THROUGH EACH SCREEN: 

 

o Each screen will have a Previous and a Next button for use in navigating through the screens. 

NOTE: You must press the Save button on each screen to successfully save your changes.  If 

you only select Previous or Next, your changes will NOT be saved. 
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o Complete the requested information on each screen, and proceed through the steps by clicking 

the Save and Continue OR Save and Exit buttons on the bottom of the screen. 

 

o Save and Exit:  This will initiate the disbursement request but not complete the request.  

 

o Save and Continue:  To continue and complete a disbursement request, all requested 

supporting documentation and information will need to be collected and available for input into 

the DP Online system. 

  

o Cancel:  If the disbursement request needs to be cancelled.  As with the Reservation process, 

this button will only be an option from the first two screens.  You will have 120 days to 

complete and submit the disbursement request to FHLB Des Moines from the time the 

reservation is approved by FHLB DM. 

o  
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o After viewing the Timeline screen, click Save and then Home to return to the Disbursement 

Home Screen.     
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SUBMITTING A DISBURSEMENT REQUEST: 
 

o The Disbursement Home screen lists all of the disbursement request pages that will need to be 

completed before a disbursement can be submitted.  

 

o If all green check marks appear, click on the Submit button in the bottom left hand of the 

screen.    

 

o Press Submit to send the disbursement request to FHLBDM for review. Once a disbursement is 

submitted, no modifications to the disbursement can be made. 

 

o NOTE:  All sections must have green check marks before submitting the disbursement.  All 

sections with a red x or yellow check mark must be completed before continuing. 
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o To verify that the disbursement request was submitted, note whether the status changed from 

“Disbursement Request Pending” to “Disbursement Request Submitted.” If the status is 

updated, then the disbursement request has been successfully submitted. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

o A system-generated email will be deployed to the contacts associated with this request 

notifying them that the disbursement request has been submitted. 
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TO COMPLETE A PREVIOUSLY INITIATED DISBURSEMENT REQUEST: 
 

o To initiate a disbursement and save work to be completed at a later time, both the 

Disbursement Initiation AND Additional Member Contacts screens must be completed and 

saved.  

 

o If Cancel is selected on either of these two screens, a disbursement will not have been initiated 

and your work will NOT be saved. 

 

o To gain access to the Disbursement Home Page to complete a previously initiated 

disbursement, click on the Disbursement ID number.  You will NOT be able to initiate a 

disbursement request for a reservation that already has a disbursement initiated.  You will 

simply re-enter the Disbursement by clicking on the Disbursement ID number. 

 

 

 

 

 

 
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 
 
 

           

Down Payment Online Manual  

 

24 
April 2016 

 

 

RESPOND TO DISBURSEMENT CLARIFICATION REQUEST: 
 

o If FHLBDM has questions on the submitted disbursement request and needs additional 

documents and/or information to complete a disbursement request review, a disbursement 

clarification request will be initiated by FHLBDM.   

 

o The member contact will receive notification of the clarification request by email, and the status 

of the disbursement changes from “Disbursement Request Under Review” to “Disbursement 

Request Clarification Pending.” 

 

o Click on the Disbursement Number for access to the Disbursement Home Page.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

o A red question mark will indicate which page(s) will require additional information or 

clarification.  

 

o FHLBDM comments will appear on both the Disbursement Home screen and the page that 

needs clarification. 

 

o Navigate to the page(s) with the red question mark, make the corrections and save the 

page(s). Once the page is saved, the Disbursement Home screen will show a green question 

mark. (See picture above) 
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o The Home screen lists all of the pages of the Disbursement Request that need to be completed.  

If all green marks appear, the Submit button will be available.  

 

o Press Submit to send the clarification to FHLBDM for review. Once a clarification is addressed 

and submitted, no modifications to the clarification can be made. 

 

o Verify that Disbursement Status has changed from “Disbursement Request Clarification 

Pending” to “Disbursement Request Clarification Submitted.”  If the status is updated, then the 

disbursement clarification has been successfully submitted. 

 

o A system-generated email will be deployed to the contacts associated with this request 

notifying them that the clarification request has been submitted. 

 

 

SUBMITTING WITHDRAW REQUEST: 
 

o If a member no longer wishes to proceed with a DP reservation, a Withdraw Request can be 

submitted. 

 

o After successfully logging into DP Online, select the reservation number or homebuyer last 

name to enter the Reservation Home screen. 

 

o Hover over Initiate and click Withdraw. 

 

o Complete the Initiate Reservation Withdraw screen by providing a short narrative on the 

reason for the withdrawal and select Save. No further action is required. 

 

o This action will notify FHLBDM that a Withdraw Request has been initiated.  FHLBDM will 

approve the request, and the status will change to “Reservation Request Withdrawn.” 

 

o To review which reservations have withdraw requests pending, see the Withdrawal Requested 

column on the Dashboard screen. 

 

o Once FHLBDM approves the Withdraw Request, a system-generated email will be deployed to 

the contacts associated with this request notifying them that the reservation has been 

withdrawn. 
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APPENDIX A. DOCUMENTS REQUIRED FOR RESERVATIONS AND 
DISBURSEMENTS 

 

DOCUMENTS REQUIRED FOR RESERVATION: 
 

1. Copy of appraisal if an REO property  

2. Signed Purchase Agreement 

3. Signed Household Summary Sheet from Income Calculation Workbook 

4. Income Calculation Workbook- must be uploaded in .xls format 

5. All income verification documents for all sources of income.  All income documents must be 

scanned and uploaded as one PDF document. 

6. Certificate of Zero Income if applicable.  This document must be scanned and uploaded with all 

other income verification documentation. 

 

 

DOCUMENTS REQUIRED FOR DISBURSEMENT: 

 

1. If first-time homebuyer: 

a. a Certificate of Homebuyer Education signed by both member and borrower 

b. copy of the Financial Literacy Education Certificate 

c. Both documents will need to be uploaded as one PDF document 

2. Final signed Mortgage Closing Disclosure or applicable settlement statement 

3. Certificate of Borrower Eligibility signed by the member. This document is created within the DP 

Online system during the disbursement request process, from information collected on previous 

screens. 

4. Copy of signed Retention Agreement (Deed Restriction) 

5. Rehab/Repair Worksheet if applicable 

6. Property Inspection Report from completion of rehabilitation if applicable 
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APPENDIX B. RESERVATION AND DISBURSEMENT STATUS 
DESCRIPTIONS 

 

Reservation Request Pending – A reservation request has been initiated, but not 

yet submitted. You may begin and save progress on the reservation request and 

return to complete the work.  A reservation must be completed by the Reservation 

Completion Expiration Date as found on the Request Timeline screen. 

Reservation Request Submitted – Reservation has been submitted and is now 

available for FHLBDM to review and approve. You are no longer able to edit the 

reservation request. 

Reservation Request Under Review – Request is under review by FHLBDM. 

Reservation Request Clarification Pending – Reservation has a clarification 

request outstanding. You can edit only the pages where FHLBDM has indicated 

clarification is needed. 

Reservation Request Clarification Submitted – Clarification has been submitted, 

returning the reservation request to FHLBDM. You cannot edit the clarification once 

submitted. 

Reservation Request Ineligible – The request has been reviewed, and FHLBDM has 

determined the participant is not eligible for a reservation. 

Reservation Request Eligible – The request has been reviewed, and FHLBDM has 

determined the homebuyer is eligible for a reservation.  Disbursements may now be 

initiated and submitted. 

Disbursement Request Pending – A disbursement request has been initiated, but 

not yet submitted. You may begin and save progress on the disbursement request and 

return to complete the work.  However, all initiated disbursements must be completed 

and submitted by the Reservation Expiration Date found on the Timeline screen. 

Disbursement Request Submitted – The request has been submitted and is now 

available for FHLBDM to review and approve. You are no longer able to edit the 

disbursement request. 

Disbursement Request Under Review – Request is under review by FHLBDM. 

Disbursement Request Clarification Pending – Request has a clarification request 

outstanding. 

Disbursement Request Clarification Submitted – The clarification request has 
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been submitted to FHLBDM. 

Disbursement Request Rejected – The request has been reviewed by FHLBDM and 

been determined not eligible for reimbursement. 

Disbursement Request Approved – The request has been reviewed by FHLBDM and 

been determined an eligible reservation. Funds will be deposited into the member’s 

FHLBDM Demand Deposit Account. 

Withdraw Request Submitted – A request has been submitted to FHLBDM to 

withdraw the application.  

Withdrawn – FHLBDM has approved withdrawal request. 

Expired – The length of time for grant reservation has passed.  Reservations in this 

status are no longer eligible for reimbursement.  

 


