
Withdrawing an Application



Withdrawing an Application

Prior to any action within 
Encompass, you will need to make 

a note in the conversation log.



Withdrawing an Application

If you loan has been 
locked, you will need 

to send a 
cancellation through 

Optimal Blue.



When an application needs to 
be withdrawn, go into forms, 
notice of incomplete action.  

Press the application 
withdrawn button, enter the 
NOIA issued date, and press 

save.

Withdrawing an Application
When an application needs to be 
withdrawn, go into, forms, notice 

of incomplete action. 

Click the button with the 
applicable reason for withdrawing 

the loan and press save.

If it's withdrawn by buyer,  Press 
the application withdrawn button.

If it’s being withdrawn because 
buyer won't provide needed 

information, Press the File closed 
for Incompleteness button.

If it’s approved and buyer doesn't 
like the terms, Press the 

Application Approved but not 
Accepted button.



When you have 
completed the action 
taken, press the save 

button and the withdraw 
is now complete.  You 
can confirm the file is 

withdrawn by reviewing 
the M/I Borrower 

Summary – Origination 
screen.

Withdrawing an Application
When you have 

completed the action 
taken screen and 

pressed the save button, 
and the withdraw is now 

complete.  

You can confirm the file 
is withdrawn by 

reviewing the M/I 
Borrower Summary –

Origination screen.

You will also get the 
following error when 

trying to go back into the 
loan.




