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eFolder File Manager
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Within the eFolder, File Manager, you will have the
ability to:
Browse and Attach files (Upload)
Merge files
Split files
Annotate
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eFolder File Manager -
Browse and Attach Files/Upload
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In order to attach files in the eFolder, you will need to first
select add new document icon and press ok.
This will put you into the document details screen.
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eFolder File Manager -
Browse and Attach Files/Upload

© Document Details (Untitled) — O [
Details Files BRGS%|E |
| Mame Date Current Version

Name | untitiea ) i
ption |

;

In document details, you will need to press the browse and
attach icon, to add new document.
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eFolder File Manager -
Browse and Attach Files/Upload

[+ ]l
Details Files

| Name Date Currert Version
Name Untitied w

Description ‘

For Borrower |import and Prugmm[lude‘ G Browse e
Pair =1
For Wilestone | (5] Submittal s - » ThisPC > Desktop > Encompass test docs v o estdocs O
Access | |AU, BM, CL CU FN, LA/l  Organize v New folder ~ @ @
Condiions ’7 Attachments A [] Name Status Date modified Type Size al
) — EAbrabam Encompass borrower docs ] 1/14/2025 12551 PM File folder
ATRIGM | I Desktop [#] 485 income calc @ 20, Adobe Acrobat D
%] Documents 485 urla @ Adobe Acrobat D...
T - %) 287 uria @ Adobe Acrobat D...
e Tome analyzer 488 @ Adobe Acrobst D..
e appraisal ack ® Adobe Acrobat D...
=) Pictures
Avaiable WebCenter [] TPO econd [#] commitment letter 308 @ Adobe Acrobat D...
e B b 1 Current insurance request e} Adobe Acrobat D..
r— ; Scans [# encompass conditians summary e} Adobe Acrobat D.
p—— T E e encompass fload and hazard ] Adobe Acrobat
3 3D Objects Fannie Mae Test Cases Info @ Adobe Acrobat
Days o Receive | o [#] fannie maze test cases @ Adobe Acrobat
eskio
e — i income analyzer paystub 2 e Adobe Acrobat D...
e ] Documents 18 income analyzer paystub 3 and 4 @ Adobe Acrobat D...
- ¥ Download B Tncine fiahes payitib e} Adobe Acrobat D...
e K Mucic A [E] incrme anahmer tav rehime =) Adahe Arrhat D) A 11A KR "
Re-requested
L] Re-req File name: D) T — -
[ Recsived
Er—. Open | | Cancel

You will locate the documents you wish to N

upload. i
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Details

Name: Untted .
- |:|
For Borrower | mport and Program Code Davis v

air

For iestone | (] Submittal v

==

=
Avaiable WebCenter [7] TPO Portal [] EDM Lenders
Tracking i

Status  Comments.

B —

[ Requested
[ Re-requested
Received
[] Reviewed

05412125 01:30 P B~

] Ready for uw
[ Resdy to shp

The chosen document will then upload into the
document details

der File Manager -
Browse and Attach Files/Upload

Fies
Name Date
[ income analyzer paystu 3 and 4.6

Gurrert Version
052125 01:30Pi

[EE] 12 A | | Box

[“]@® @ [ EdtFie | [ viewOriginal | [ Download - | @ [J Q

Earnings Statement
Alpha Bravo Charlie Technologies Period Beginning: 01/25/25
2390 Sunny Drive Period Ending: 02/07/25
Louisville, KY 40207 Pay Date: 02/07/25
Taxable Marital Status John Homeowner

Fed: Single 175 13th Street
Exemptions/Allowances Washington, DC 20013

fed: 1
Earnings rate hours this period YD
Regular 0.00 80 2,050.00 5,992.30
Overtime
Commission 425.00 1,153.57 Other Benefits  current ¥TD
Bonus HSA 50.00 100.00
Tip

Tatal Wrk Hre an
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eFolder File Manager -
Browse and Attach Files/Upload

& Document Details (P
You can hame the attachment from the dropdown
Details and if available, assign the document to a condition.
Name | Paystub v When finished you will press close, and the
Description | [ Paystubs attachment will appear in the documents folder.
; ; Documents  Conditions ~ Packages  History
:u_r Borrower limport and Program Code Davis w
air - - — - " -
For Milestone |':: Submittal V| S ) rord View ¥ *&@%
Document Group :(AIIDDcun'nents} |
Access | |AU, BM, CL, CU, FN, LA, LD, LO, LP, Others, PC, UW, Rt !
— Bocuments (14)
Canditions | || Pay Stubs | att |Fo mame - Descrigtion
| ATR/GH Bank Statement
Ef; Fee Service
RS2 W22 - Last 2 years
Doc Groups Ianf:g:List ~ niiai Loan Summary YWorksheet Loan Summary Worksheet
Underwriting E':; Lock Confirmation
_ Cther Services Additioral Services
T T T A S @ Paystub Paystubs
m Paystub Paystubes
Prequalification Letter - TX
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eFolder File Manager - Merging
Documents

.-. E I SRR T
Al Seitisment Service AU, CL, U, PN,
bport ' Program Cod e A

et mnd Frogram Cod, | Nesded

_ I

Prequadfication Letter - TX el @hd PrOGREm Cod Custom Form Edit D :

Prequaliication Lether gt @nd Prigram Cod. Curstoem Form

Property Tax B Property Tax BB imporl and Frogram Cod. . blesded .

R B Impcrt mnd Program God. Ouplicate Document

Werthicafion Of Emgplorymend auification Of Esployment gt wnd Program Cod Tmaded Delete Diocurment
Export to Excel...
Front Document..,

Save Document As..
Set Dacument Acceds Rights

| Select All an This Page

If you have several documents that need to be merged into one
document, (for example 1 page each of bank statement that
needs to be combined) you will need to highlight the documents.
Once highlighted, you will need to right click and press the edit
document.

This will then openup the Document Manager.
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eFolder File Manager - Merging Documents

& Document Manages | B g v
Documents
Stacking Order | Mone | | Files Document Details
Nt | For Barrawrer Details Status Comments & X
[E] Bank Statement import and A | T Th t d t u ll
Hy Fee Service a1 Documents  [Paystub * | Days toReceive | | [[] Hemes etz e two ocuments wi
B Re-nz import and Fav Days o Expire | i | . . -
5 Lo sy i - sttt | | then combine into one in
Eh Lock Confirmation Al Pair import and Program Code Davis ~
. R =
0 e el | rosoncs | gl [ the windowpane area.
% Ea":“z !mpo: a": Access | [AU, CL, €U, FN, LA, LD, LO, LF, Others, PC,| [ Receves  [osnzes | [ [omnchmng @
Ay stul import an
E Prequslification Letter - impart and Conditions Pay Stubs [[] Reviewed
E Erequalif\caliun Letter ?mpm and I D Ready for UW D rag a n d d ro p t h e
=1 Pronerty Tar Al imeort and -
< > TR/ [] Ready to Ship | < > . .
Drag a document an in a condition below | Text | h Ig h ll g hted docu me nts to
= I i g m
aEetep PN a1 et ook the condition type and
ame - w |
# [7 Pay Stubs impart an a O - - press close
@ [ = [0 |t Q ¥e '
O m X v income analyzer paystub 3 and 4.pdf (2 pages)

- A Then the merged
® document will appear in
the documents folder.

Earnings Statement

3 Alpha Brave Charlie Technologies Period Beginning: 01/25/25 -

(2) Learn more..
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eFolder File Manager - Extracting/Splitting

Details Files
= 1 Mame Date Currert Yersion
Name Paystub ~ =
L 1 [ income analyzer paystub 3 and 4 it 0SM2625 01:30 P

Description Paystubs

;D’E“”“WE’ import and Program Code Davis ~ = =
air n —
For Miestone | [ Submittal -] EE 1 02| A~ | | 130% |\/ ‘ @ @ | Edit File ‘ ‘ View Original | | Download ~ | [ Q\
Access | [AU, BM, CL, CU, FN, LA, LD, LO, LP, Others, PC, UW, | .
€ Document Details (Paystub
| Details || Files
T | Hame ]
Name Paystub ~ | .
. @ income analyzer paystul 3 and 4 pdf o
Description Paystubs ‘
EditFile | |
EDFBU”DWEF import and Program Code Davis ~ r
air :
For Milestone |';' Submittal v| <

Access | [AU, BM, CL, CU, FN, LA, LD, L0, LF, Others, PC, UW,|

| Conditions |

Pay Stubs ‘

~ ATRIGNM

In the eFolder, documents, open
up the document you would like
to split. Mark the documents you
: would like to edit. (holding down
e e the cntrl button) Press the edit file

R | | button.

- 2]
Days to Expire | | | ‘ - -
Requested From | ‘ .

Doc Groups | Income
Needs List - Initial
Underwriting

Avaiabls WebCenter [#] TPO Partal EDM Lenders

Tracking

R ted

S:ques 3 M~71 FINANCIAL, LLC
e-request Ty
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eFolder File Manager - Extracting/Splitting

| Reorder ||| Bxtract | [¢) (v | UNSELECTALL |

Extract pages

New flle name

= == | income analyzer paystub 3 and 4.pdf |

o Assign to folder

| Recycle/Misc Bin | ~, |

Documents list shows folders created before ioan save

D Delete pages after exiraction

ot | I Y

To extract a document, mark the document you would like to separate and press extract.
It will ask what folder you want to assign the document to.
Once chosen, press apply. The document will then go to the assigned folder.

Property Tax Bil Property Tae il import and Program Cod...

‘ m RecycleMisc Bin import and Program Cod... m;

Yerification COf Employmernt wetification Of Employment import and Program Cod...
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[+] Encompass eFalder
eFolde 5

”B.d Name 1003 - URLA <
L [

DDcuT escription

Docl

At 7F: E::}Burruwer John and Mary Homeowner w
| For Milestone |i:l Submittal v|

| [ Access | [ADCL CUFN.LA LD LO. P Dthers PC UW WC|

|| Files

Mame
[2 1003 - URLA pdf
[ 2 1003 - URLA pdf

. ]

Date
05115025 03:44 PM
05525 D447 P

Download =

eFolder File Manager - Annotating

=2 0 Q

Current Yersion
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Add Annotstion

When you are attaching your documents, you can annotate a

document items you want to draw attention to. In the eFolder,
go into Document Details screen from the documents. You will

want to add annotation, then create annotation. This will open
up a dialog box.

No Annotations Yet.

BER&¢ s BX|
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Create an Annotation |




eFolder File Manager - Annotating
@ — PAGEl ——

PAGE 1 N
§M2/2025 0t43PM - Internal ~- @— Branch Manager ]
iTIh Paystub address does not match 512/2025 0144 PM - Internal R
application| ;
5/12/2025 0143 PM - Internal - Pagstub address does not match appli
¢ cation
Public i
‘ Cancel ‘ m L
Internal - "
‘Fay vate: Period Beginning: 01/25/25
i Period Ending: 02/07/25
Inhn Hamany Pay Date: 02/07/25
[ PR S T PR

There are three types of annotations:

1. Public - anyone can see these comments, including our end
investors.

2. Internal - anyone within M/1 Financial

3. Private - just the person completing the annotation.

Best practice would be to mark your comments internal. You will add nh
the internal annotation and press save. It will appear to the right and be
marked on the document as well. b katlaryief 5 Hamsas) tie
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M/I TITLE AGENCY M/l TITLE, LLC M/I FINANCIAL, LLC TransOhio Residential Title

A Subsidiary of M/I Homes, Inc.
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