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Create a Loan Manually

1.  From the Dashboard click Upload Loan File or Create Loan Manually 
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Note: There are three ways to begin the Price and Lock Process

2.  Click Pricing & Lock in the tool bar 

a. Select either Upload Loan File or Create Loan From Scratch 



3.  From the Pipeline click Upload Loan File or Create Loan Manually 
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Create a Loan Manually

1.  Select one of the three aforementioned methods to begin  
2.  Select the applicable Loan Type from the drop-down menu 
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Note: There may be a warning depending on loan type selected, please read and
click Yes
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4. Navigate to the Product & Term section and complete the required fields 
         a. Amortization Type 
         b. Loan Term 
         c. Arm Index 
         d. IO Term 
         e. Draw Period 
          f. Repayment Period 
         g. Buydown Options 
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3.Complete required fields in the Identifying Information section 

Note:  All required fields are identified by an asterisk 

5.  Navigate to the Senior Lien Details section and complete the required fields 
         a. Borrower First Name 
         b. Borrower Last Name  
         c. Senior Lien Loan Amount
         d. Is the Senior Lien a GSE loan?  
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6. Navigate to the Loan Scenario section and complete the required fields 
         a. Loan Purpose 
         b. Line Amount  
         c. Property Value 
         d. LTV 
         e. HCLTV 
          f. Qualifying FICO 
         g. DTI 
         h. Occupancy
          i. Reserves 
          j. Pre Payment Penalty 
         k. Pre Payment Penalty Type 
          l. QM Status 
       m. Servicing & MSR 
         n. Delayed Financing 
         o. Mortgage Insurance 
         p. Settlement Type 
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8. Navigate to the Borrower Info section and complete the required fields 
         a. Citizenship 
         b. First Time Homebuyer  
         c. HomeReady/HomePossible  
         d. Self Employed 
         e. Number of Borrowers        
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7.  Navigate to the Application Info section and complete the required fields 
         a. Escrows  
         b. AUS Type  
         c. AUS Decision 
         d. Documentation Type 
         e. Is this a Piggyback 2nd?  
          f. Is there a balloon payment during the term of the New 2nd Lien?  
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9.Navigate to the Property section and complete the required fields 
         a. Property Type 
         b. Housing Type 
         c. Appraisal Type  
         d.  Property Address
         e. Property City 
         f. Property State 
         g. Zip Code 
         h. Land Type

10.  Navigate to the Mortgage History and Credit Events sections and
complete the required fields

         a. Borrower has no mortgage history
         b. Late Pay (months 01-12)  
         c. Late Pay (months 13-24) 
         d. If applicable add dates for the Credit Events 

11.  Click on the Save Loan button to save the loan as a prospect or 
12.  Click on Save & Price to Register or Lock the loan.  
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