
Registering & Summiting 
A New Loan



Overview to Start Loan

Step One
Registering a New Loan
• With TBD Address, No Fees
• TRID (Disclosures) is not required
• Able to run DU/LP with approved Credit agency
• Able to run Product/Pricing

Step Two
Submitting a New Loan
• For Disclosure: 

• Required: Complete Address, Credit Report, Fee Sheet

• For Underwriting:
• Required: Uploading Supporting Documents

* Only submitted loans will be:
✓ sent out an Initial Disclosure
✓ underwritten
✓ allowed to Lock Rate



Registering a 
New Loan

Step One



Step One

Click ADD NEW LOAN

Select Loan Officer/Processor

Click Next



Import Loan Data From ULAD/iLAD (MISMO 3.4) File

Drop or Browse ULAD/iLAD (MISMO 3.4) file
then Click Next

You may select “ Manual”  if you do not  
have ULAD/ ILAD ( MISMO 3.4) file

Manual

Select Manual and Click Next
(You will input all borrower information)

Step Two – Upload ULAD/iLAD (MISMO 3.4) or Manual



Step Three – Make sure all information are correct on all pages by click next



Step four – Click Register



Loan # is generated

Loan is now Registered

*Now you can:
▪ Run DU/LP
▪ Run Product/ Pricing



Submitting a 
New Loan

Step Two



Overview - Submit a loan
◦ Upload Credit Report
◦ Upload Fee Sheet (Estimated Closing Statement)
◦ Click Submit Loan
◦ If any error message tells you you’re missing 

fields, please fill out all needed fields
◦ Click Update 
◦ Click Submit Loan



Step 1- Upload required Documents

• For Disclosure: 

• Required: Complete Address, Credit Report, 
Fee Sheet

• For Underwriting:

• Required: Uploading Supporting Documents

▪ Credit Report and Fee Sheet should be uploaded on to “UPLOAD INITIAL 
SUBMISSION DOCS HERE” 

▪ Credit Report goes into “CREDIT REPORT” folder
▪ Fee Sheet goes into “EST. CLOSING STATEMENT” folder



Step 2 – Fill out required fields
◦ Click Submit Loan
◦ If any error message tells you you’re missing 

fields, please fill out all needed fields
◦ Most of required fields can be found on 

“Additional Information” page



Status is Submitted with submit date

Loan is now Submitted

*Now:
▪ Opening team will send out Initial Disclosures
▪ You can lock rate

Step 3- Loan is submitted for disclosure



Uploading Supporting 
Documents

StepTwo - B



*Now:
Underwriter will review your file

Step 2- Uploading Supporting Documents
◦ Click UPLOAD INITIAL SUBMISSION DOCS HERE
◦ Upload Supporting Documents in [Unassigned] folder


