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When  you have two borrowers 
that have applied separately 
within Encompass, you will 

need to merge the applications 
in order to get a B1 and B3  

combined application.
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Start by opening the 
primary loan that will be 

B1.

Go to Loan, Manage 
Borrowers.



Merging Applications

From Manage Borrowers, 
press the add button:

to create a 2nd borrower pair.

Press the Import button.
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The Import Borrower box 
will open, and from Source, 

you will choose:
Another Loan File

Borrower

Select Borrower, Pair 2, and 
press Next.
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Upon pressing Next, the 
Select Loan box will open.

Update to the pipeline view 
you are using along with the 

loan folder.

Highlight the loan you want 
to merge, and press Select.
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Once you have 
highlighted your 
loan and pressed 

select, Encompass 
will merge that 

borrower into your 
current loan, upon 

pressing close.
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Key Things to Remember on the Individual loan that was merged into a Joint borrower 

application:

When you merge an application, only the information merges, you will need to move any 
documentation over to the combined loan.

If you are merging a loan that is File Started Milestone/Prequalification, HMDA is not 
affected since it is a prequalification. (add conversation notes that loan has been merged)

If the loan is in Application Finished Milestone – you will need to put notes in file about the 
merge and withdraw the application using Application is withdrawn by Applicant.

If the loan is past a Conditionally Approved Milestone – you will need to put notes in file 
about the merge and withdraw the application using Application Approved but not 

Accepted.




