
 

   

 

FHLBI.GIVES User Guide 

fhlbi.com 

HOMEOWNERSHIP INITIATIVES 

 Section 1: FHLBI.Gives Introduction 
Home Page 

The Home Page is your central location to check available funding, begin applications, view the status of 
your current applications, run reports, and take other important actions. There are a few key areas 
described in this user guide that will assist you in using the FHLBI.GIVES platform. 

• My Tasks shows you items that require action from you. 

• FHLBI Available Funding shows you an overview of the bank’s overall funding activity. 

• My Organization’s Totals shows you an overview of your institution’s overall funding activity. 

• Message Board shows you messages from FHLBank Indianapolis. 

• Start New Application will start a new application for the selected program. 

• Application Reports shows all applications or by stage; create and export application reports 

Navigation Menu 

• Application allows you to search and open any application since 2005 and create/open an adjustment. 

• Administrative Options allows you to see who is an active .GIVES user and to reassign applications 

• Reports allows you to run data reports on submitted applications 

• Resources contain documents and links to important program resources. 

 

For assistance with FHLBI.GIVES, program questions, please 
email us at: 

housing@fhlbi.com 
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My Tasks 

The “My Tasks” section is found at the top left of the homepage. This is where you can see items 
requiring action. 

• The “Assigned to Me” inbox holds any 
applications or adjustments that have been sent 
specifically to you from FHLBI, or from another 
staff person within your organization. 

• The “Assigned to my Group” inbox holds any 
applications or adjustments that have been sent 
from FHLBI, or from another staff person at your 
organization. Once opened, the task will move to 
the next stage (My Work in Progress) and will not 
be visible to other users at your organization. 

• The “My Work in Progress” inbox holds any 
applications or adjustments that you open, but do 
not submit. This applies to new applications and adjustments that you create, or others that you pick up from 
your “Assigned to Me” or “Assigned to my Group” inboxes. This also includes applications sent back to you 
from FHLBI that are waiting for you to correct/clarify and re-submit to FHLBI. 

• The “Post Funding” inbox holds any applications that have been approved and disbursed by FHLBI and are 
now ready for you to close/ complete and submit the required closing or project completion data and 
documents. 

• The “Past Due Documents” inbox contains applications with post-closing documents that are overdue. 

 

FHLBI Available Funding 

The “FHLBI Available Funding” section 

displays FHLBI’s overall funding status. 

You can see the full allocation for the 

round, the total amount of funds FHLBI 

has disbursed, the amount of funds 

requested and pending FHLBI’s review, 

and the remaining funds for the current 

round. If other programs are available, 

you will see the same information regarding the funds reflected in this section.  
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My Organization’s Totals 

The “My Organization’s Totals” section 

displays the amount of funds available 

to your organization, the total amount of 

funds disbursed to your organization, 

the amount of funds requested by your 

organization that are pending FHLBI’s 

review, and the remaining funds 

available to your organization for the current round.  

Message Board 

The “Message Board” section will display general messages from FHLBI. Information such as program 

announcements, updates, and other 

important notes regarding the 

Homeownership programs will be posted 

periodically.  

Application Reports 

Unsubmitted: Applications that have not been submitted, and funds are NOT reserved for the 

household. 

In-process: Applications submitted for FHLBI review AND applications returned to the member for 

clarification/correction. Funds ARE reserved for the household. 

Post-Funding: Applications approved and disbursed. 

All Applications: Current round applications in any stage. If disbursed, a date will be displayed. 

You can filter and search through your applications at any stage and also export the information as an 
Excel report. 
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Workflow Status 

Descriptions of workflow statuses, displayed in various areas of the system. 

 

 SECTION 2: CREATING AND SUBMITTING AN APPLICATION 
This section covers the steps needed to create and 
submit an application. All FHLBI.Gives users can 
create applications, adjustments, and enter all 
information associated with these processes. They 
can also sign off on any application and submit 
applications to FHLBI. 

 

 

 

 

Workflow Status Description 

Open Application has been created OR returned by FHLBI for 
clarification/correction. It is awaiting further action from the member. 

Submitted to FHLBI Authorized Signer has submitted the application to FHLBI 

Under FHLBI Review FHLBI has begun reviewing the application 

Rejected The application has been rejected by FHLBI 

Approved or 2nd Review FHLBI has completed initial review, it is waiting on final approval to 
disburse 

Disbursed/Post Closing Funds have been disbursed for this application; it is ready for post-
closing information to be submitted when available 

Post Closing submitted to 
FHLBI Post closing information has been submitted to FHLBI 

Closed FHLBI has completed its review of post-closing information 
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Throughout the application, each step will allow you to enter comments. To 
enter or review comments, click the “Add/See Comments” box on the 
right-hand side of the screen. After entering your comments, click the “Save” 

button. Notes entered from FHLBI regarding the application can be viewed in the comment section as 

well. 

Adding Household Members 

• On Step 1 – Household Information, click the “Add New” button near the top right of your screen. 

• This will bring up a pop-up window to add details about a household member. Fill in this information 
and repeat for each household member. For each household member you add in the pop-up window, 
you will see their information reflected on the Step 1 main page. 

If you need to edit a household member’s information, select the pencil  
icon under the “Action” heading and make appropriate changes.  
If you need to remove a household member, select the garbage can icon. 
 

Note: If there is no income for any of the household members, you must select “Yes” to the “Does 
household member have income?” question for at least one household member found on the pop-
up window. See notes under Adding Income Information. 

• Once you have added all household members, select “Next” or click directly on the Step 2 box on the 
left-hand side of the screen. The six application steps that must be completed are shown next. 

Adding Income Information 

Adding income on Step 2 is like adding and editing household member information. All household 
members who were indicated to have income in Step 1 will be listed on the income page.  

• To add an individual’s income, click the pencil icon next to their name under the Action header. A pop-
up window will appear to enter the household member’s income. You will find different tabs for the 
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different income types. If your household member has more than one job, after entering and saving the 
first job, click the drop-down arrow on the field at the top left of the window and select “Add New 
Employer” to enter the additional job(s). All jobs saved will show up in this drop-down list. 

• Once you have entered and saved all income sources for all household members, select “Next” or click 
directly on the Step 3 box located on the left-hand side of the screen. 

Adding Property Information 

• On Step 3 – Property Information, you must fill in 
all the required information before moving on to 
the next step. A link is provided to look up 
census tract information. 

• Once you have entered and saved all your information, select “Next” or click directly on the Step 4 box 
on the let-hand side of the screen. 

Adding Financing and Mortgages Information (Purchase Only) 

• On Step 4 – Financing and Mortgages, fill in the required information before moving on to the next step. 
Once you have entered and 
saved all your information, 
select “Next” or click directly 
on the Step 5 box on the left-
hand side of the screen. The 
Total Costs and Total Sources 
must be equal before 
advancing. 

Scope of Work (Rehab Only) 

• On Step 4- First, select from the repair options in the “Cost Item” drop down list. 

• In the Description field provide basic details about the repair. Example: “Replace roof” or “Replace windows”.  

• Enter the dollar amount, which should reflect the amount of funds from the grant that will cover this repair. 

• Once you have entered all the information for a given repair item, click save. The repair item will now be 
reflected in the box below. Click Add New for each additional repair. 

If you need to edit an already entered item, click the pencil icon, edit the information at the top of the 
screen, and save your changes. 

• Once you have entered and saved all the necessary items, click the “Save and Continue” button or 
click directly on the Step 5 box on the left-hand side of the screen. 
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Intake Documents 

Step 5 – Intake Documents: This step allows you to upload any documentation related to the application. 
Required documents have a red asterisk next to the document title. 

• To add documents, click the “Attach” button and follow the prompts or drag and drop the files into the 
marked area on the screen. Repeat these steps for all required sections. 

Documentation should be placed in the applicable section. For example, income related documents 
should only be placed in the “Income Documentation” section. 

• Once all required documents are attached, select “Next” or click directly on the Step 6 box on the left-
hand side of the screen. 

Review & Submit Application 

Step 6 – Review & Submit Application page displays general application information, and several pieces 
of qualifying information for the selected program.  

• Click the red hyperlink near the bottom left-hand side of the screen to agree to the terms and 
conditions (pictured below). 

 

• Clicking this link will bring up a window displaying all the terms and conditions associated with the 
application. You must “Agree” to each of the terms and conditions listed and click “Save” in the 
window.  

• Then submit the application by clicking the “Submit Application to FHLBI” button.  You will get a 
message indicating the application was successfully sent and an automated email confirming 
submission. 
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 SECTION 3: SUBMITTING POST FUNDING INFORMATION 
AND DOCUMENTS 
Post Closing Information 

Once your application has been approved and disbursed, it will automatically move into your “Post 
Funding” inbox under the My Tasks section of the home page. 

• To begin submitting your post-closing 
information and documents, open the 
desired file found in the “Post Funding” 
inbox. It will open your existing 
application in Step 7 – Post Closing 
Information, where you can begin 
entering the final purchase transaction or 
rehab information depending on the 
program.  

• Once you have filled out all the 
information on Step 7, click Save, and advance to Step 8 – Post Funding Documents. 

• Once on Step 8, you will attach the required post-closing documents for the given program. 
FHLBI.GIVES will indicate what documents are required with a red asterisk.  

• Then you will agree to the terms and conditions. 

• Then click the “Submit Post Closing” button found near the bottom of your screen (pictured below). 
This will send your post-closing information and documents to FHLBI. 

  
If FHLBI has any questions or needs additional documents, the request will be sent back to you. You 
will receive an email indicating so, and it will show in your Post Funding inbox. You can pick the 
application up from there, address FHLBI’s concerns, and submit your post-closing information and 
documents back to FHLBI. 
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 SECTION 4: SUBMITTING AN ADJUSTMENT OR RETURNING 
FUNDS 
Adjustments and Return of Funds 

This section covers the steps needed to submit an adjustment or return funds to FHLBI. In the 
FHLBI.GIVES system, the adjustments section is where you submit an adjustment request to return 
funds or indicate a change in property status that does not result in a return of funds.  

• To create a new adjustment in the FHLBI.GIVES click the drop-down arrow next to the Application 
header at the top left of the home screen and select “Create Adjustment”. This will open the 
Adjustments workflow screen and allow you to begin creating your adjustment. 

• First you will need to select the application that you would like 
to adjust. To select an application, you can click the small 
question mark next to the “Application Number” entry field. 
This will open a pop-up that allows you to search for your 
application. You can search for the application by any of the fields available. The results of your search 
will show at the bottom of the page once you click the search button. 

• Then select your adjustment type. Definitions of adjustment types are as follows: 

Adjustment Type Description 

Return of Unused Funds Whether partial or the complete amount, any time funds are not used 
they must be returned 

Payoff When property is sold or refinanced within the retention period and 
funds are required to be returned (Launch Only) 

Recapture When there has been a compliance issue discovered and funds must be 
returned as a result 

Property Disposition 
When a property has been sold or refinanced and the resulting 
calculation in the “Payoff” section is equal to zero, or other changes to 
the property title, such as a death, requiring no return. (Launch Only) 

• After selecting the appropriate adjustment type, complete the remaining information required in the 
Adjustment Information section towards the bottom of the page. 

• Once you have completed the information in Step 1 –Adjustment, click the Save And Continue button, 
or Step 2 – Documents on the left-hand side of the screen. Attach the appropriate documents based on 
your adjustment type and click on Step 3 – Review and Submit Adjustment on the left-hand side of the 
screen. 

• Before you submit the adjustment to FHLBI you will need to accept the terms and conditions in Step 3. 
Click the red hyperlink towards the bottom of your screen to accept all terms and conditions of the 
adjustment process. 
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• Finally, click “Send Adjustment to FHLBI” button. If FHLBI needs any further information they will send 
the adjustment back to you. If your adjustment is sent back, you will receive an email, and the 
adjustment will show in your “Assigned to Me” inbox. 

 

In certain situations, FHLBI will create adjustments and send them to you. You will receive an email 
notification if this occurs. When you sign in it will show in your “Assigned to My Group” inbox under 
the adjustment’s category near the bottom of the inbox screen. Open the adjustment and verify/ 
complete the adjustment information, attach any required documents, and submit to FHLBI as 
described above. 
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