Third Party Origination Website User Guide

Adding Documents

As you work to process your loan, you will need to add documents to complete the loan package. If you
upload a document to the unassigned section, and the loan has unfulfilled conditions, a Conditions
window displays to enable you to fulfill the conditions with the uploaded document.

NOTE: Access to the Documents and Conditions section is controlled by the lender's Encompass
administrator. The actions you are allowed to perform and the types of documents and conditions that are
provided here by default are also controlled by the Lender’s Encompass administrator.

1 On the menu on the le
2 Click the Add Document button.
P

Max attachment size is 50 MB. View Supported Files

All Borrowers

[UNASSIGNED] Drag & Drop files here or Browse for files.

» 1008 - TRANSMITTAL SUMMARY D Comments Drag & Drop files here or Browse for files

3 Onthe Document View Settings dialogue box, select a borrower pair and then select a document
from the Documents list.

Select the Documents you want to add
Borrower Pair Documents Select

a
All Borrowers 1003 - URLA l

John Homeowner, Mary Homeowner 1008 - Transmittal Summary

1084A Cash Flow Analysis

1084B Partnership and
Corporations

442 Completion Certificate
Setiiement Sefvice
ANM

Affidavit of Title

Affiliated Business Disclosure

Amort Schedule, Ending

Click Save to add the document(s) to the list on the Documents page.

Drag and drop the document file to the document entry in the list, or click the Browse for files button
to select a file to attach to the document entry. The document is now included in the Documents.
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7 To delete a document assigned to a category, click the Delete (@) icon.

To Assign Unassigned Documents on Upload:
1 On the menu on the left, click the Documents link.

2 Drag and drop a document to the Unassigned section, or click Browse for files and select the file to
upload.

Once the upload is completed, the Conditions pop up displays.

If the document satisfies one or more conditions, select the conditions that the document satisfies.

Conditions
Condition Ready for Review
1008

Appraical

AUS Findings

e [

5 After selecting the conditions that are fulfilled, click OK to satisfy the condition with the document, or
click Notify Lender to satisfy the condition and indicate to the lender or investor that the condition is
ready for review.

NOTE: Your administrator can disable the Unassigned category which removed the option from the
Documents page. Your administrator can also enable the option to download document files in their

original format. If the Admin has enabled this option, you can click the Download icon X to download a
copy of the document.
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