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When you first get the ‘trail version’ be careful to fill in your company name when it asks 
you to, as we cannot change this item without deleting the program once it is imbedded. 
 
 
 

 
Find the 203k 2004 icon on your desktop and double click 
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Of course your screen may not have as many projects as this but the page looks similar. If 
this is the first time you opened the program you will want to click ‘company 
information’ and add your company information. If you have already done that then click 
‘add new’ 
 



 
You are prompted to create a new file… click ‘yes’ 
 



 

 
This is your information sheet with all its tabs. Start filling in the blanks. When you get to 
a blank that you don’t have the info on. Leave it blank and go to the next tab. 
 



 

 
Now lets move to the next tab ‘borrower’ 
 



 

 
Fill in what you can and move to the next tab… 
 



 

 
Move to the next tab… 
 



 

 
fill this in as best you can and move to the next tab… 
 



 

 
If you know who one of the contractors is then fill in the information and select one. See 
next slide… 
 



 
Once you choose a contract you must select one to have it carry to the other froms. 
 
 

 



These are the defaults that are in the program when you get it. You may have to modify 
them and then ‘change default values’ if your defaults are different. We recommend that 
you use http://www.mapquest.com to find if you have a mileage charge available on your 
project… 
 
 

Your address 123 Any Street 

 
This is a good way to document your file as it takes into account the shortest route to 
your site… the HUD guideline says we must not charge unless over 30 miles one way. In 
this case if you plug in the mileage on the report it will not generate a mileage fee. Move 
to the next tab, then the next and so on. The ‘work write up’ will likely be the last thing 
you fill in. Go to the ‘configuration tab’ 
 
 

http://www.mapquest.com/


 

 

If this is a 203k project just 
leave it alone. 
 
If it is a conventional loan 
product like FannieMae or 
Freddie Mac then click 
‘conventional’ 

 
 

Use this link to email us with 
any questions or comments. 
You must be connected to the 
internet to use it 
When you choose ‘conventional’ 
another box will appear. Freddie Mac 
is the default which is most common 
for many lenders such as Wells Fargo 
Home MortgageTM 
 



Let’s stay with ‘203k’ for now and then we choose the report format. 
 

Make your choice 

 

The default format is for labor and materials to 
be listed separately per the HUD Guideline… 
Yikes! Many of you want to put in the ‘unit 
quantity’ and ‘cost per unit’. Just choose the 
one you prefer. 

It is being accepted either way in reality with many east coast consultants preferring the 
later choice. 
 



 

Now choose ‘reports menu’ 

 
 



 
The lender’s appointment acknowledgement is a handy way of notifying the lender that 
the appointment has been made to keep them informed of your progress. See next slide. 
 



 

M.A. Young & Company 

 
 
 



Once you get back from the inspection and you are ready to write the report go to 
‘inspection’ 
 

 
 
 



 

Page scroll bar will take you from 
items 1-35 quickly 

Zoom 1 will enlarge the typing area 
for your first repair item. 
 
You can add up to 15 single line 
items per category. 

 



Let's choose ‘zoom 1’ and see what happens… 
 

This was a 'labor and materials
pricing and cost per unit’ but o
 

Drop down boxes for ‘canned 
comments’ that you use over and 
over can be saved in the home 
inspection and the bid specs
 
' choice… the next slide is for those who chose ‘unit 
therwise looks very similar 



 

 
 



Write the report… 

 
 
 



 



Once you are in the ‘reports menu’ choose the upper left box for the ‘initial inspection 
report package’. 

 
This will print all the items with gray check boxes. I have found from experience that 
taking a copy of all the contracts with you on the initial inspection and going over them 
with the borrower in detail as part of the consultation will keep you and your lender from 
answering numerous questions and eliminate most of the problems. This ‘report package’ 
will print two copies of your ‘consultant agreement’ and one copy of each of the other 
contracts so you can bring one signed consultant agreement back with you and leave the 
other one with the borrower along with all the contracts to give them time to review them 
prior to signing them at the lender’s office or title company. It also prints out a blank 
inspection list for you to help you to look at all 35 items per the HUD guideline.  
 
 
 




