
Encompass Overview, 
Process & Navigation



• Discuss Encompass Basics 
• Understand Encompass fundamentals

• Review the Branch Workflow
• Understand our workflow and how it ties in with our Milestones

• Navigate Encompass
• Understand how to Navigate Encompass Forms, Tools, and Services

Learning Objectives:



• Loan Visibility 
• Roles vs. Personas

Encompass Overview



Loan Visibility
• Loan Visibility in Encompass is driven by:

• Assignment to loan
• Access granted due to organizational hierarchy (level of access)

• Visibility does not necessarily provide edit access:
• You must have edit access 
• You may be view-only during specific milestones (dependent upon permissions)
• Reports, dashboards and other system functions are bound to visibility

Why does this matter? 
Encompass visibility and access is very 

different from our current system, which 
provides open-access to view loans 

regardless of the pipeline and branch.

For example, in Encompass, Austin loans will 
not be “visible” to Columbus branch team as 

“visibility” permissions will ONLY allow users to 
see loans they are assigned to or have access 

to. 



Loan Visibility



Roles vs. Personas
Role
• A user’s role on a particular loan
• Assigned within Milestone 

Workflow or File Contacts
• Loan Officer, Processor, etc. 

• Provides visibility of the 
particular transaction 

• Specific rights within a specific loan

Persona
• Job functions, NOT job titles
• Defines rights of what a user can 

do in loan files (permission)

The key thing to remember is that roles 
will define rights in a specific loan (I am 

the loan officer on loan) whereas your 
persona dictates what permissions you 
have in Encompass as a whole (I am a 

branch manager)
 



• Access Encompass Help and Resources 
• Pipeline
• Milestones
• Navigate a Loan File 
• Understand the eFolder
• Disclosure Tracking 

Encompass Navigation



Access Encompass 
Help and Resources 



Logging in and out of Encompass



Logging in and out of Encompass



Encompass Help and Resource Center



Encompass Help

• Step-By-Step Instructions
• Quick Reference Guides
• Video Tutorials



Encompass Resource Center 

The resource center provides access to: 

• Documentation and Forms Library
• Training information - User Guides and 

How To’s
• Compliance Center
• Support options needed to use 

Encompass successfully



Interactive Demonstration:
Access & Review Encompass



Pipeline



Pipeline
 The Pipeline is the starting point for originating, viewing, and 

managing loans.
 It’s Customizable. You can Add or remove columns, change the 

order, sort data and apply filters 

Pipeline views have been created for 
each role. These can be customized 

by everyone individually.



Encompass Icons 

 You can view key loan information in the pipeline without opening a 
loan file. When in Encompass, click on any of the icons displayed:



Icons

Encompass Icons:

Familiarize 
yourself with 
these icons! They 
will help you 
identify loan 
status



Pipeline Colors

Pipeline Colors:

White: a loan with a status of Active Loan

Pink: a loan with an Adverse status.

Gray: read only access

Light Blue: a loan that is open on the Loan tab.

Dark Blue: a loan that is selected



Pipeline Alerts & Messages
 The Encompass Pipeline is dynamic - you can start a new loan, duplicate, 

export to Excel, and most importantly see ALERTS and Messages! 

The dynamic features of 
the Encompass pipeline 

should eliminate the need 
for separate reporting (in 

most cases).

Pipelines are designed to help 
streamline your workflow! 



Encompass Alerts

 An alert is a notification that an 
event has occurred, is pending, 
or is due. 

 An alert remains in effect until 
the required action is taken that 
clears the event. 

 Not all alerts can be cleared 
manually.



Encompass Messages

 Messages populate within 
Pipeline Views and the loan’s 
Alert’s 



Examples 

Common Alerts include:
 eSign Consent Not Yet Received
 Send Initial Disclosures
 Loan Estimate Expires
 Good Faith Fee Variance 

Violated
 Redisclose Loan Estimate
 Redisclose Loan Estimate (Rate 

Lock)
 Redisclose Closing Disclosure
 Redisclose Closing Disclosure 

(Rate Lock)

Messages are received and Alerts 
are populated when one of the 
following happens:
 A Document expires
 An alert is set in the Conversation 

Log
 An alert is set in the Document 

Comments



Viewing the Pipeline 

 The Pipeline View controls the 
loan information that displays. 

 There are numerous default 
pipeline views to choose from or 
customize your view.



Changing Pipeline Views

To change your pipeline view:

1. Select the drop-down arrow in 
the pipeline view.

2. Select the pipeline view you 
wish to open. The pipeline will 
load with loans matching the 
criteria for the pipeline view.

Default views set up by MIF are 
displayed in the Pipeline View 
drop-down list.



Customizing the Pipeline View
 Customizing your pipeline allows you to add, remove or reorder 

columns within your pipeline and save those changes for future log ins. 
 You must be in the pipeline to customize the pipeline view: 

 To Customize: 
1. Hover over the column header
2. Right click to customize columns (1)
3. Add a selected column to your pipeline. The new column is added to the far 

right of the pipeline.
4. Drag the new column to desired location on your pipeline 



Customizing the Pipeline View Continued
 Search Column Criteria (2)
In the Search bar, type your criteria, and click Find.
 Select Column(s) (3)
Select the column(s) you wish to add to your Pipeline view.  
 Column Order (4)
Move the column up or down in the desired order once it’s been added to the 
Selected Columns list.
 NOTE: The column at the top of the list displays on the far left of the Pipeline. 

Moving down the list displays in order from left to right.



Customizing the Pipeline View Continued
 Save Columns (5)
Click OK to save the selected columns in the pipeline view



Interactive Demonstration:
Pipeline



Milestones



• A milestone is a step in the Encompass workflow that defines loan activities and 
the role that carries out those activities. 

• As a loan is in process, the status is tracked through milestones. Dates will appear 
to the right of the milestone as they are “Finished.” 

• Please see complete list of MIF Milestones below:

Milestones

Closed 
Loan 

New 
Loan 
(PQ)



MIF Milestones & Assigned roles 



• Often used to denote a major step in the process
• Often used to hand off the file to the next team member in the process
• Can be used to show a loan is IN a step or a step has finished (i.e., In Setup or 

Approved)

Milestones

For example:
This loan has finished the 

“Clear to Close” milestone as 
in IN “Ready for Docs” 



• Displays any 
required 
Documents, 
Tasks, and 
Required Fields.

 
• Used to record 

activities and the 
completion of 
tasks associated 
with each 
milestone

Milestone Worksheet
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Interactive Demonstration:
Milestone



Navigating a loan file



M/I Borrower Summary - Origination  

The M/I Borrower 
Summary is typically, 

the first form 
completed in the 

loan process is the 
Borrower Summary - 
Origination form. This 

form is used to 
record basic 

borrower data and 
loan information.



Loan Summary Bar
• The information shown on the loan summary bar is a synopsis of the loan 

data. 

• The Loan Summary bar enables the user to see pertinent loan information in 
one place. 



Managing Borrowers
Borrower Pairs

• Users can add and remove up to 
size borrower pairs on a loan file

• Once a borrower pair is added, 
separate sets of forms are created



Forms, tools & 
services
Access Encompass Help and Resources 

Pipeline

Milestones

Navigate a Loan File 

Understand the eFolder

Disclosure Tracking 



Forms, Tools & Services 
On the bottom left side of your screen you’ll see 
Forms, Tools and Services tabs 

1. Forms allow users to enter loan data. The forms 
tab will contain your application, borrower 
summary, fees and disclosure forms as well as 
other government specific forms like FHA or VA. 

2. Depending on your persona access, certain or all 
tools may be accessible. Through the Tools Tab, you 
will find:…. File Contacts, Conversation Log and 
Disclosure Tracking

3. In Services, you can Order Credit, Price Loans and 
Request Underwriting.



Forms, tools & services 
Forms
• M/I Borrower Summary
• 1003 URLA – Lender
• 1003 URLA Part 1
• 1003 URLA Part 2
• 1003 URLA Part 3
• 1003 URLA Part 4
• 2015 Itemization
Tools
• Conversation Log
• File Contacts
• Disclosure Tracking

Services
• Credit
• Products & Pricing
• UW (DU/LP)
• Appraisal
• Flood
• Fraud/Audit - DataVerify Drive
• Verifications – Work Number, 

Truwork, AccountChek 



Interactive Demonstration:
Navigating a Loan File, Forms, Tools 

and Services 



Navigating the 
eFolder



What is the 
item shown? 



eFolder
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What is the 
purpose of a 
file folder? 

None

Space Waster

Organization!

ORGANIZATION!
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File Folder = 
Document Folder



51 

What is put 
inside a file 
folder? 

Documents!

(Like bank statements 
and paystubs)



52 

Documents = 
File Attachments

Can have more than one!



53 

Think about files, 
documents, and the 
eFolder this way:

A “File” is a piece of paper 
(Chase Bank statement)

A “Document” is a manila 
file folder (Bank Statement 
Document Folder)

The “eFolder” is the filing 
cabinet (Where all 
Documents are stored)
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Interactive Demonstration:
eFolder Functions, Document details,  

conditions & statuses 



eFolder
• Requesting documents in Encompass is 

simple. In the eFolder, you can opt to 
“request” documents

• A list of documents will appear. Select the 
desired documents: 

 Before you send the request, an editable email 
template pops up. Complete and send!  



eFolder – Documents 
• Requesting documents in Encompass is 

simple. In the eFolder, you can opt to 
“request” documents

• A list of documents will appear. Select the 
desired documents: 

 Before you send the request, an editable email 
template pops up. Complete and send!  



eFolder – Conditions  



eFolder – Packages  



eFolder – History  



eFolder – eConsent   

• eConsent will be given at 
time of application as long as 
the borrower is applying on 
ECC.

• In the event that it is an in-
person application or there 
is a change in the borrower's 
information (name, email) 
you will need to request 
eConsent.



eFolder – Requesting Documents 
• Requesting documents from borrowers in 

Encompass is simple. In the eFolder, you 
can opt to “request” documents

• A list of documents will appear. Select the 
desired documents: 

 Before you send the request, an editable email 
template pops up. Complete and send!  



eFolder – eDisclosures   

• The eDisclosures button 
is where you will go to 
generate the following 
documents: 

• Initial disclosures
• Change in Circumstance
• Commitment Letter

• We will discuss these in 
more detail in the role-
based trainings! 



eFolder – eDisclosures   

• The disclosure process has never been 
easier! In Encompass, when you send 
disclosures you have an editable email 
template that generates so you can send 
the Initial disclosures and the introduction 
email in one simple step.

Pro tip: Use the Notification 
options to set reminders and 
notify yourself any additional 

users (LOA, BM, LS, etc.)



• Encompass allows Loan Officers to eSign 
the Initial Disclosures.

• The loan officer opt to apply eSignature 
before they send a copy to the 
borrowers, or they can opt to receive an 
email with a link to eSign later. 

eFolder – eDisclosures   



eFolder – Retrieve    



eFolder – Document Manager    



eFolder – File Manager    



eFolder – Send 

• The Send button allows you to securely 
share documents from the eFolder. 



Interactive Demonstration:
eFolder tabs & action buttons



Disclosure Tracking

Access Encompass Help and Resources 

Pipeline

Milestones

Navigate a Loan File 

Understand the eFolder

Disclosure Tracking 



Disclosure Tracking
• Disclosure History
• Intent to proceed
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• Compliance Timeline - shows us when the app was taken, when the 
borrower completed the e-consent, intent to proceed and the earliest closing 
date. 

• LE Tracking - This field could change multiple times but tracks all Loan 
Estimates. 

• CD- If you send multiple CD’s, these dates will auto update. 

Disclosure Tracking

Disclosure Tracking Tool will show you every time a 
document was sent to the borrower. It will also document 

how (whether email or mail) it was delivered and the type of 
document that was issued. 



Interactive Demonstration:
Disclosure Tracking



Thank you
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