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Important Encompass Milestone Broker Workflow

1. Milestones are completed in the following *** Timing is everything. Our file must match the
steps: lenders dates they disclosed, must be within 3 days of
o File Started
o Qualification
o Application
o Sent to processing (Need completed

submitting application to Lender.

5. Docs need to be uploaded to the file before
completing milestone to send to doc prep.

1003 uploaded to the 1003 e-folder, the e Signed 1003 & All State disclosures
1003 we send to the end lender). from encompass
o Process open finished (file will sit here e Approval
till we have a Clear to close from e Rate Lock
lender) e C(Cleartoclose
e Final CD

2. Trigger application in encompass & submit a full
package to investor with encompass 3.2 file,
(File must be disclosed by end lender within 3
days of triggering application.)

3. Disclose 1003 & all State docs required through LO.
encompass.

4. Receive initial docs from lender, upload them to
the broker initial signed docs e-folder. These
don’t need to be signed by borrower, just need
a copy of lenders initial docs.

Once all these docs are uploaded you email Jon Sopko.
He will review and complete the doc prep milestone,
unless docs are needed he will email the processor or

You will not get paid unless all documents above

are uploaded to the file..

UImpass Eroaer

€5 Document Details (Broker Signed Initial Disclosures)
Details Files
Name Broker Signed Initial Disclosures - Néme ‘ Alerts & Messages Log [3  Process Open on 03/29/17
J |4 syms, docs pf l
Description  Broker Signed Intial Disclosures 8] ¢SC Borrower auth signed pdf | (i) Milestone List is in manual mode. Loan Officer Jason Russell Haroldsen (jhar
|8 CSC Electronic communication consent & | - . = -
v 2] CSC Org statement of info & Arti steerin | - FEpTR—— Py Assistant Processor Leah Oestreich (loestreich)
For Borrower | ann G s; v - ) . Closer Laura Robles (Irobles
= [am G syms ] — aex  ga Qualification finished 021417 (Irobles)
For Miestone  Qualification - m — S Application finished 0214n7 Doer s
— —earanc [ + Sentto processing 021417
AC, AP, BM, BP, CL, CP, CR, FN, FP, HD, LA, LD, | == 3 | Process Openfinished 032917 16 [ Mations Patrict Act Form
== DocPreparationfinished 0447 | | [JLoan Estimate
= = * []1003 - Final
= || Reconciled finished 040417 -
= - I R, * [T Mete_Final
ATRIQM
: Reconciled milestone: Taylor will upload the check and
Doc Groups | | deposit check once | give the ok all docs are in the file.

Once uploaded email Jon Sopko to move the file and
make an entry into disclosure tracking so we can show
file was disclosed and it doesn’t get closed out.

Banked loans that don’t qualify CANNOT be moved to
the broker channel. They must be denied in the
banked channel and started over in the broker.
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3. Click on the eFolder button then click the
eDisclsoures button.

(R croider | ™ =|

To pull Broker Initial Disclosures directly from eConsent Request ’ eDisclosures = Retrieve
Encompass, follow these steps:

1. Startanew loan in the prospects folder. Click on 4. Select your plan code then click on Order

New Loan icon. eDisclosures

a. Inthe Public Loan Templates, select the

Companywide folder | © x
b. Inthe Companywide folder, select Broker Selecta Plan Code.
For Borrower Pair | Broker Loan and Mary Homeowner v
Template Sets
. Select a Plan Code (2) QX
c. Select Broker Purchaser or Refinance |
Fiter: Loan Type = Conventional and Lien Pos is any of FirstLien;First Lien;First and A... Clear Filter )
. . 1
Application template Investor Description Plan Code| |
v i
Generic All Fixed Rate Conventional 1st Lien Loans 1
~ Generic Bi-Weekly 30 Year Fixed With Conversion (Fannie Mae) |
New Loan X Generic Bi-Weekly 30 Year Fixed Without Conversion (Fannie Mae) E
s Advanced ¢ |
Defaut | | | Goto | Bie |
Firishedh | Folder V] @@ | (ALoon Summ Credt |
— | Loan Template Sets (2) |
tarted . :
Name Description E
tarted
tarted - |
{arted = companywide < >
tarted
e Loan Data v Order eDisclosures Cancel
tarted
New Loan X 5. Complete any required data if applicable then click
Defou | [ Goto on Order eDisclosures
Total -
Folder l@ Companywide Vl @
Loan Template Sets (3)
Name Description Q ¢, Disclosures Audit X r
® Broker Template Sets _
[E) Banker Reverse Application Blank Template designe Audited on 1211412017 10:23 AM LoanData v Order eDisclosures || o=
B) velocity Only 1 | 3001171108844 - Data Audit Results I o
Type ~ Description Go To Field [
Recommended LE Issued Date is not the current date. LE1X1

Recommended eConsent not received from 1 or more borrowers.

amanmET el

Defaut | | | Got
Folder [ [ Broker Template Sets v]
Loan Template Sets (11)

Broker Purchase Application Generic Broker Pu

Broker Refinance Application Generic Broker Re

2. Complete the file with the appropriate data.
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Encompass Docs S - [

0’\ The selected documents have been added to the eFolder.

6. When the Select Documents window is presented
with the list of disclosures, click the Add to eFolder

button.
9. Inthe Background Attaching window, scroll to the

& Select Documents - o x bottom and insure the Conversion Progress and
Upload Progress for all documents are showing
. 100% before proceeding to the next step.

NLC Initial Di Stacking Template - Default v

eDisclosures (14) @

Drag & drop documents to re-order the list.

Document Title Document Type Signature Type
=
£t | 03/0906:21* | Tuesday, 4/19/2016
Nations Borrowers Authorization and Certification  Custom Form eSignable
1003 - URLA Standard Form eSignable
Demographic Information Addendum Standard Form Informational
£ FL Netice to Purchaser-Mortgagor eDisclosure eSignable Note: If all documents are not ful |y converted and
£ FL Statement of Anti-Coercion eDisclosure eSignable . .
£ FL Conflict of Interest Notice eDisclosure eSignable u ploaded ’ the process wi Il fail.
£ Acknowledgement of Intent to Proceed eDisclosure eSignable
Disclosure Notices Standard Form Informational
[E] Background Attaching =8 =
&) Credit Score Disclosure Exception for Loans Secu  eDisclosure Informational | Fies that are currently being attached in eFoider
49 Hazard Insurance Authorization, Requirements an  eDisclosure eSignable Files.
Mortgage Fraud is Investigated by the FBI eDisclosure eSignable File Narme. Fie Size Bomrower Name Loan? Canversian Pragress Uplose Pragress.
N . T Mortgage Banker Conditional Qualificati 124 KB Susan and Randy Testeas 15100854 100% 100%
£ USA Patriot Act Information Disclosure eDisclosure eSignable TH Right to Choose hswance Provider 87 KB Susan and Randy Testoas 15100854 100% 100%
TX Notice Concerning Extensions of Credt 88 KB Susan and Randy Testcas 15100854 100% 100%
At Busness Dschsure 206 Sutan nFandy Tesices 16100854 1o 100%
IRS 4506T - Request for Transcript of Tax 496 KB Susan and Randy Testcas 15100954 100% 100%
Acinowisdgnert o et oProcsed 15418 Susan sndRandy Toscas 1100984 oo To0%
Nt o For Yo Review 16 Susan Ry Tesicas 15100854 1o 0%
A7) Modified since last draw  §) Removed since last draw Disclosure Nolces: 25810 Susan ond Randy Testcas 15100354 100% 100%
Home Counseling Form 2 222KB Susan and Randy Testcas 15100854 100% 100%
Preview Print... ¥ Send Add to eFolder Close Privacy Policy 293KB Susan and Randy Testcas 15100854 100% 100%
Loans Where Crecit Score is: Not Aveldable 35 KB Susan and Randy Testcas 15100954 100% 100%
I - . - - 2015 Seftlemert Service Provider List 124 KB Susan and Randy Testeas 15100954 100% 100%
LoanEstmate 1316 Susan anRandyTesicos 16100084 1o 100%
s Pt Ac Frm weie Susan anaRandyTesicas 16100084 1o 100% L
H Cle:
7. Inthe Add Documents to eFolder window, select the Ceem)
Add each document as a separate eFolder
attachment option, click OK, and then click OK 10. Go to the DocuSign Disclosure Request input form
again in the Encompass Docs window and click the Send documents to DocuSign button.
This will auto-save the loan.
Add Documents to eFolder 2 ﬁ
- Current document in processing: 0
Indicate the manner in which the documents should be added fo the eFolder: | Send Documents fo DocuSign SendRedisclosure Package

Merge documents into a single eFolder attachment

i
|
|
| @ Add sach document as a separate eFolder attachment
|

AUTUT JT| VT W
1

L] Autosaving loan..

| [ ok || cance | i

| = = —

8. Close the Select Documents window and open the
Background Attaching conversion window by

clicking the icon at the bottom right of the
Encompass window.
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11. After the loan is saved, the Documents to be
delivered window will be presented. Select Initial
Disclosure from the drop down. A list of disclosures
to be sent will populate. Click the Send button.

> @ Documents to be delivered — O X

Please select the type of disclosure package
Initial Disclosure v
The following documents will be sent to DocuSign

Bomowers Authorization and Certification NLC

Nations Borrowers Authorization and Certffication

1003 - URLA

Demographic Information Addendum

FL Notice to Purchaser-Mortgagor

FL Statement of Anti-Coercion

FL Conflict of Interest Notice

Acknowledgement of Intent to Proceed

Disclosure Notices

Credit Score Disclosure Exception for Loans Secured by One to Four Units of Residential
Real Property

Hazard Insurance Authorization, Requirements and Disclosure
Mortgage Fraud is Investigated by the FBI

USA Patriot Act Information Disclosure

12. An Attachment Verification box will be presented to
confirm all document attachments were found.
Click OK.

Attachment Verification g

Attachment verification succeeded. All attachments were found.

13. The pop up box below shows the Disclosure
Tracking timeline event is being added and the loan
is being auto-saved once again.

i Adding Loan Estimate timeline event to Disclosure
[ Tracking and sutosaving loan. .
lueue Service o2n:

14. The document status will update as the input form
is refreshed and actions are taken within the

DocuSign portal. Be sure to confirm all expected
documents appear in the File Status section.

Docusign Disclosure Request

Current documentin processing: 52 Ninia Team Caled Borrower  []
Send Documents to Docusign | [ Package | [ RequestBorrowerDocs Ninja Team Called on €D []

File Status

Title Status Date (PST)  Status Sent Date (PST)

1003 - URLA 04192016 1505 | Susan Renard - Sent) Susan T ted | Randy Testcase2015. DAN92016 15:04
2015 Settiement Service Provider List 0411972016 15:05 Susan Reinard - Sent| Susan T 01! ted | Randy Testcase2015, 04/19/2016 15:04
‘Acknowiedgement of intent o Proceed 04/19/2016 15:05 Susan Reinard - Sent | Susan | Randy Tesicase2015. 04/18/2016 15:04
Affiated Busness Dsclosure 04192016 15:05 | Susen Reinard - Sent] Susan T 5 - Cresied | Randy Tesicased015. PAN9I2016 1504
Disciosure Notices. 0471972018 15:05. Susan Reinard - Sent| Susan Ts 01! d | Randy Testcase2015, D4/19/2016 15:04
Home Counselng Form 2 04192016 1505

RS 4506T - Request for Transeript of Tax Ret... 041902016 15:05 | Susan Reinard - Sent| Susan Tesicase2015 - Cresied | Randy Tesicase2015_D4/182016 15:04
Loan Estimate 04192016 15:05 | Susan Remard - Sent| SusanT 5 - Crested | Randy Testcase2015. PANSIZ01E 15:04
Loans Where Gredt Score i Not Avaiable 04192016 1505 | Suson Renard - Sent] Susan Tesicase2015 - Cronted | Randy Testcase2015. DANSZ016 1504
Hations Appraisal Disclosure 0411972016 1505

Hations Borrowvers Authorizston and Certfca.. O4HO2016 15:05 | Susan Remard - Sent) SusanT: ted | Randy Tesicase2015. DANSRD1 15:04
MNations Eems For Your Review 0471972016 15:05 ‘Susan Reinard - Sent| Susan Ts ed | Randy Testcase2015. 04192016 15:04
Hatons Lefs Crunch the Numbers - Refnance 04192016 1505 15 p4182016 1504

Nations Loan Document Checiist 04192016 15:05 | Susan Reinard - Sent| Susan ted | Randy Testcass2015. 04192016 15:04

15. Go to your email and click the link to take you to
DocusSign.
a. Follow the instructions on DocuSign's Site
to complete your signing.
b. Note: Once you have completed your signing
it will go to borrower 1 and after they
complete it will go to borrower 2.
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MESSAGE Muance PDF

F2  |ED Encompass Fix ¥

~ ~ .| e S e
P =R’ |
- | CyMarkUnread @ Q i
- x L= = @~ | You're Welcom... [~ M ) B- :9
& . Delete Reply Reply Forward y — Move T mic oo  Tanslate Zoom  Saveto
L et E~ CRM - Microsof. O pp- e Coteg N I~ Evemote
Delete Respond Quick steps 5 Move Tags 5 Editing Zoom | Evem.. 5 A

Tue 3/15/2016 8:22 AM
DocuSign Demo System <dse_demo@docusign.net>
Initial Disclosure Package Sent (Dave DocuSign) - Your Signature is Required
To M loe Walgorsk

Bing Maps + Get more apps

If you sre st having problems Viewing this message. piase cick hers for sdditions! help.
Important change to your hame losn spplcation.

- N

b Unabie 0 Iog into:SharePant |:| M-

Once everyone has completed signing you will get an email

letting you know that everyone has completed the signing
process.



