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• Loan Officer Pipelines
• Loan Officer Milestones
• Completing a Prequalification
• Completing an Application 
• Issuing Disclosures 
• Requesting documents
• Running Services 
• Products & Pricing: OB Basics
• Submitting to Corp UW
• Change in Circumstance 
• Notice of Incomplete Application 

Loan Origination



Encompass 
Consumer Connect



Encompass Consumer Connect

Encompass Consumer 
Connect is our new borrower 
Portal. Prospective buyers will 
be asked to complete a loan 
application. 
 
Once the application is 
submitted, the branch will 
receive an email from 
WebApps and the loan will 
appear in the Loan Officer’s 
Prequal Pipeline.

A loan officer will review to 
establish their credit 
worthiness and buying power.



Encompass Consumer Connect



Loan Officer Pipeline



Loan Officer Pipeline Views
 The Loan Officer Pipeline is the starting point for originating, 

viewing, and managing your loans.

 Using the pipeline as a working queue will streamline your process. 
You can sort, filter and customize your pipeline views: 



Loan Officer Pipeline Views
 Disclosure – Due: Redisclose Loan Estimate or Send initial disclosures

 LO – All: All loans 

 LO – Prequal: Loans started – pro tip: use the application date filter

 LO – Active: Loans in Application, Submittal, Cond Appr, Processing, 
Cond Review, CTC, Ready for Docs and Docs out 

 LO – Floating: Active loans not locked or loans with rate lock expired 
alert

 LO – Follow up: Alerts – conversation follow up, eFolder update, AUS 
data discrepancy alert, intent to proceed, etc.

 LO – Expiring before Close – lock will expire prior to closing

 LO – 60 Day CIC – loans closing in the next 90 days, LE days >60 from 
closing

 LO – Incomplete Applications – Active loans without UW approval, 
no NOIA due date present not withdrawn 



Loan Officer 
Milestones



Loan Officer Milestone: Application Started



Loan Officer Milestone: Submittal



Interactive Demonstration:
Origination Pipeline & Milestone



Completing a PQ 



• Open the loan from the pipeline

•  Assign yourself as Loan Officer

• Complete the required information: Property information, loan details, pricing, 
PMI, fees etc.

• Review the loan information: Credit, Income & Assets

•  Use the Prequalification tool to help analyze and determine if PQ is OK to 
proceed. 

• Complete the M/I Prequal Letter and Loan Summary Worksheet

Completing a Prequalification: Steps 

In the follow slides, we will 
provide detail for each step. In 
addition, we will walkthrough a 
demonstration in Encompass.



• Go to Pipeline

• To start a PQ, select “Loan Officer – Prequal”

• Double click on the loan to open

Completing a Prequalification 



• Assign yourself as the loan officer (Log > Application Expected) & assign LOA, if 
applicable. 

• Go to the M/I Borrower Summary – Origination Screen begin reviewing the loan 
information: Credit, Income & Assets. 

• Complete the following fields: city state, zip code, estimate value, division, 
subdivision, estimate close date, homeowner’s estimate, property taxes &
HOA dues, products & pricing.
***You MUST leave the address marked “TBD” at prequalification. If RESPA is triggered,

we CANNOT move back to PQ status in encompass***

Completing a Prequalification 



Completing a Prequalification 



Completing a Prequalification 



Completing a Prequalification 



o Prequalification Tool can be helpful in 
viewing all loan data in one centralized area. 
Review and determine if PQ is OK TO 
PROCEED.

Prequalification Tool 



• Once you have completed the required information, make sure to run 
your ICE Fees as you will be providing the borrower with a Loan 
Summary Worksheet that includes closing cost estimate. 

• Once you have completed your review and have determined the loan is 
OK to proceed Complete the M/I Prequal Letter Screen

Completing a Prequalification 



• Request the two PQ documents:  Prequalification Letter & Loan 
Summary Worksheet  

Completing a Prequalification 



Loan Summary 
Worksheet Example: 

Completing a Prequalification 



Prequalification 
Letter Example: 

Completing a Prequalification 



Interactive Demonstration:
Completing a Prequalification 



Completing an 
Application, Issuing 
Disclosures & Requesting 
Documents



• Once the Loan Officer receives a copy of the contract, they will 
complete the application. 

• Find the loan in your pipeline and go to the M/I Borrower Summary 
Screen to update and complete the loan application

• Run Mavent (compliance) tool

• Send eDisclosures and request initial documents 

• Enter the intent to proceed, once received 

• Review the documents, income and credit analyzers (validate 
income), and run all services. 

• Submit to Corporate UW for Conditional Approval 

Completing an Application: Steps  



• Once the Loan Officer receives a copy of the contract, they can turn the 
PQ into an application. 

• Find your borrower in your pipeline and go to the M/I Borrower 
Summary Screen to complete the address, lot number, estimate value, 
update the purchase price and loan amount, add contract date, 
estimate close date. 

Completing an Application



• Then, re-run ICE Fees, update float pricing and/or lock, 
re-run MI, if applicable  

• Go to your 2015 Itemization screen and review fees and 
enter seller credits, add EMD   

Completing an Application



• Once your application details have been entered, enter an LE Date Issued 
on Loan Estimate Page 1

• Run a Mavent (compliance) report.

• Go to the eFolder and select eDisclosures. Preview the disclosures for 
accuracy and then send to borrowers.

• While in the eFolder, use the request button to send a needs list to 
borrowers

Completing an Application



• Enter the Intent to Proceed in the Disclosure Tracking page. 

Completing an Application



Please find a copy of the Prequalification & 
Application checklist below: 

Encompass Loan Prequalification & 
Application 



Interactive Demonstration:
Completing an Application, Issuing 

disclosures & Requesting 
Documentation 



Running Services



• Before submitting to Corporate UW for 
Conditional Approval, the loan officer will need 
to validate income, review documentation 
provided and run required services (AUS, 
Compliance, etc.)

• Run your AUS findings (DU or LP – Make sure 
corresponds to your loan product)

• Ratios need to match Encompass.
• Run DRIVE Report (Services – Fraud/Audit 

Services) and Mavent Compliance tool
• Run and review Income & Credit Analyzers, if 

applicable
• Address any required findings before submittal.

Running Services



Running Services

Please note, our Vendor Services training will provide a 
complete deep dive into services.

This will be assigned to you in a separate course!



Submitting to Corp 
UW



• Once file structure and docs are complete, Select Initial UW 
submittal dropdown on M/I Borrower Summary – Origination 
Page

• Add comments to the Conversation Log 

• Go to the Submittal Milestone, select Corporate Underwriting 
and mark “Finish” 

Submittal



Automated Approval
• AUS approved loan that 

require standard 
documentation. 

Submittal: Initial UW submission Types
Full Approval
• Self-employment
• Asset as qualifying income
• Any income branch is 

uncertain of calculating
• Income Analyzer needing 

review
• Borrower bank statements 

with 2 or more NSF fees 
• Bankruptcy, Deed in Lieu of 

Foreclosure within last 10 
years 

• Loans with credit scores 
below 640

• Any derogatory credit 
situation the branch is 
uncertain of 

• M/I Home Employee Loans
• Loans with refer findings that 

will need to be manually 
underwritten 

• Visa types not listed as 
approved in UW Manual

• Any unusual situation the 
branch is uncertain of how to 
address or if it will impact 
qualification

Please note: this is 
not an exhaustive 

list. When in doubt, 
you can always 

reach out to UW 
for guidance! 



Interactive Demonstration:
Running Services & Submitting to 

UW



Products & Pricing:
OB Basics



• Pricing Loan for Initial Disclosures (Float & Lock)

Products & Pricing: OB Basics



OB Basics: Products & Pricing



• Pricing Loan
• Locking Loan
• Pricing change 

OB Basics: Products & Pricing



Interactive Demonstration:
OB Basics: Pricing a loan



Change in 
Circumstance



• Open the loan that needs to be redisclosed 

• Make changes to loan on M/I Borrower Summary – Origination page 

• Sales Price, Loan amount, Lock, etc.

• Make sure to re-run ICE fees

Change in Circumstance
Follow these steps to complete a Change in Circumstance LE in Encompass. You will utilize 

many of the same screens we have already discussed! 



• Go to Loan Estimate Page 1 and complete the Disclosure Information & 
Changed Circumstance boxes. Then scroll down to update LE date to today’s 
date

Change in Circumstance



Change in Circumstance



Change in Circumstance

Pro tip: selecting 
field and hitting 
CTRL+D will do 
this - no need to 
select date from 
the calendar!



• Clear the ‘Good Faith Fee Variance Violated’ alert by selecting the fee change 
reason (Alerts & Messages)

Change in Circumstance



• Run Mavent (go to Mavent and select “Order”)

• Navigate to the eFolder 

Change in Circumstance
Follow these steps to complete a Change in Circumstance LE in Encompass. You will utilize 

many of the same screens we have already discussed! 



• Order eDisclosures and preview to ensure the correct documents are checked 
the CIC Cover Letter and Loan Estimate then hit Send

Change in Circumstance
Follow these steps to complete a Change in Circumstance LE in Encompass. You will utilize 

many of the same screens we have already discussed! 



Notice of Incomplete 
Application 



To start your notice of incomplete 
application, you will need to first add 
commitment conditions to your file.
1. Go into the eFolder.
2. Open up the conditions tab.
3. Use the plus sign to add a condition. 

(you can add a blank condition or a 
select a condition from the conditions 
list or set)

,

Notice of Incomplete Application 



Best Practice: 
Make sure to select condition from the 
commitment condition set OR create a 
custom condition from blank 
conditions. 

If opting to add a blank condition, you 
need to select commitment type as 
commitment to ensure it pulls on NOIA 
document. 

,

Notice of Incomplete Application 



Best Practice: 

Complete your conditions as 
required: 

A blank condition will allow you to 
completely free-form the External 
Description. 

A condition from the condition 
sets can be edited as needed, but 
will already have preset text 
included.

Notice of Incomplete Application



Then, go to Forms – M/I 
Notice of Incomplete 

Application to complete the 
required fields. 

Enter the deadline date for the 
NOIA letter.

Forms – M/I Notice of Incomplete Action



• Once you have 
added the  
conditions and 
completed the 
M/I Notice of 
Incomplete 
Application 
screen, go to your 
eFolder and add 
NOIA document 
and “request.” 

Printing & Sending the NOIA 



• Then Preview the 
document and 
click “Send” 

• An editable 
template email 
will appear. Click 
send 

Printing & Sending the NOIA 



Notice of 
Incomplete 
Application 
Example: 



Interactive Demonstration:
Notice of Incomplete Application



Thank you
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