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Import Loan 

1. Click Create New Loan 
2. Click Import Loan File 
3. Click Choose File 
4. Find The File And Click Open 
5. Checkmark The Disclaimer Box 
6. Click Import 

1. Click Pricing Page 
2. Click Application #1 Tab 
3. Click Manually Enter Credit Report 
4. Click Enter Credit 
5. Enter Credit Scores 
6. Click Enter Credit 

Validate Credit 

Register Loan 

1. Click Property & Loan Info Tab 
2. Confirm Prior Approved Is Selected 
3. Confirm All Other Data Is Accurate 
4. Click Price 
5. Find Your Preferred Rate And Product 
6. Click Register Or Request Lock 

Upload Documents 

1. Click E-Docs 
2. Click Document Upload 
3. Click New Loan Submission 
4. Click Add Files 
5. Find The Files And Click Open 
6. Click Upload Files 

Submit Loan 

1. From The E-Docs Page, Click Submit To 
Document Check 

2. Click OK 

Non-Delegated Correspondent 
Quick Start Guide 
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Upload Underwriting Conditions 

1. Click Conditions Page 
2. Select Me for Display Condition Assigned To 
3. Find the Preferred Condition 
4. Drag And Drop The Files To That Condition 
5. Repeat Steps For Additional Conditions 
6. Click Submit To Condition Review 

Request Lock 

1. Click Property & Loan Info Tab 
2. Review Rate Lock Period 
3. Review Impounds 
4. Click Price 
5. Find Your Preferred Rate And Product 
6. Click Request Lock 

Upload Complete Loan Package/Submit To Purchase Review 

1. Click E-Docs 
2. Click Document Upload 
3. Click Purchase Conditions 
4. Click Add Files 
5. Find The Files And Click Open 
6. Click Upload Files 


