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Adding an Outside 2nd Loan

When an additional loan  
such as a down 

payment assistance 2nd

mortgage is added by 
another lender, we have 
to account for that debt.

An additional loan 
record will need to be 

added.  Start by 
opening the 1003 Urla 

Part 4.



Adding an Outside 2nd Loan

In 4b, open up 
the view all 
additional 
loans tab.

At the top of 
the VOAL box 
click the New 

Verification 
button.
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In verification of 
additional loan, 
choose which 

borrowers from the 
dropdown list.

In the To section, 
add the name of the 
new 2nd mortgage 

company.

**you will need to contact the 
help desk to have a new 

company added to business 
contact's section.**
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In the VOAL 
section, scroll 
down to the 

account 
information screen.  

In account type, 
select Heloc or 

Mortgage.

Select a lien 
position.
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Open up the Monthly 
Principal and Interest 

box.

Enter the loan amount 
and terms of the 2nd 

and press okay.

Add the monthly 
qualifying payment, loan 
amount, amount applied 

to the down payment, 
and the source of funds.

Then press close and 
Save.

Always 
remember to 

save



There are several 
sources that can 
be utilized for 
sources of funds 
from an outside 
lender.
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Once you press close 
and save, a new 

mortgage loan is added.  

The new 2nd will now 
show up on the urla and 
count towards the DTI.



You will need to update OB 
for adding a second loan in 

Encompass.

Press the subordinate 
financing button.

If the 2nd loan is a 
community/affordable 

housing 2nd, you will need to 
designate as so in OB.

Submit the updated 
information to OB for 

updated pricing/program.
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You will need to go into 
2015 itemization and 

add any fees 
associated with the 2nd

loan or bond that has 
been added.

Complete a change in 
circumstance once the 
2nd has been added, if it 

was not apart of the 
initial application and 

disclosure.




