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Adding a Borrower to an Application

Manage Borrowers x

Home  Pipelne  Loan Trades  Contacts Dashboard  Reports Borrower Pairs | Import | Bt 4 &

= |Par  Borrower  Co-Borrower Il
&3 Bormowes| Aice Fredde 1| dobn, Jimmy |

To add a borrower, you will start

by Opening the manage borrower Borrower Move -. Co-Bormower | Move .-Delete Co-Borrower
sc ree n . Vesting Type V: Vesting Tvpe v

First Mame Jdimrmy | First Name |
Middle Widdle

You can add the co-borrower by | act Name John Suffic | L-ast Name Suffix |

HTE H H H SEN 000-00-0000 SEN
filling in their name and social. S S
Trans Union/Empirica Trans Union/Empirica
EquiFax/BEACON EquiFax/BEACON
Self-Employed [ Self-Employed [u]
(@) Learn more... Cloge
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Adding a Borrower to the Application

Borrower Pairs Import 3 & &
Pair  Borrower Co-Borrower ers .Jimmy and Jeanie John V%
1 John, Jimimy John, Joanie —

Once the information is filled in, you can
= ——— — press close, and their name will appear
S ~1 P ' 7 along with the borrowers.

First Mame |Jimrr|}r | Firzt Mame |.luanie |
Middle | | || wigaie | | . F
Last Name |Juhn | Sufﬂxl | Last Name |Juhn | Suffic | | You WIll need to go Into the URLA and

T s [ complete the co-borrowers information

Trans Unien/Empirica Trans Union/Empirica
EquiFax/BEACON EquiFax/BEACON

Self-Employed O Self-Employed |

\2) Learn more...
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Adding a Borrower Pair

Forms  Tools Services
Amartization Schedule A (SR s mot | [ @ % [0St Homeer Bl
. . " | Pair  Borrowet Co-Borrower
Arti-Steering Safe Harbor Disclosure |
s 3 B Johin, Jimmy Pizza, Patty
Audit Trail
AUS Tracking
Broker Check Calculation
Cashto-Cloze
Co-Martgagars
Compliance Rewiew
Conversstion Log
Debt Conzolidation - - =
: % Bormrower Move | Co-Borrower | Move | | Delete Co-Borrower
Disclosure Tracking i - : |
Vesting Type ~ Vesting Type ~
First Name Jimmy First Name Patty
Middle Middle

Last Nama John Suffoc Last Name Pizza Suffe

On the Tools Tab, click Co-Mortgagors = e = il

Experian/FICO Experian/FICO
. . .
Click the new icon, add borrower pair. Trans Unn e Tions UrionEnsiica
EquiFax/BEACON EquiF ax/BEACON
Self-Employed O Self-Employed O
'_?_-' Learn mare... | lilose
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Adding a Borrower Pair

Borrower Pairs Import [& 4 " | Delete Borrower Pair |
Pair  Borrcwer Cio-Borrower [
1 John, Jimmy Pizza, Patty
2
miﬂw B Viee  LO#6 Fairis Vel ook Rndil 'ﬂ
ST Poding  Laa= Eomess  Desspaird  Reponis
i wrerey bpkn pewd PEey Faoe
Borrower .Move Co-Borrower .M ove Deie'te CE;—BDWDWE[ j
T I - L liw=wy Prorm e 007 LTV
Vesting Type | Individual w| || Vesting Type v Loar A o
First Name First Hame
\igdle Hiddle uj._-" I ke mangay Lisg ld MU Borrosses Sarsesery . Cwiginabcen
Last Hame Suffix Last Name Suffix
I: I: vk L T 0 LLE Rl
SSNH SSN
Experian, WFICO Experian, WFICO
Trans Unien/Empirica Trans Union/Empirica
EquiFax/BEACON EquiFax/BEACON
Seli-Employed | Self-Employed (k]
E'__?:J Lesrn more.. Close
=

The new borrower pair is displayed on the screen.
Type the information in the borrower section and then click close to return to
the loan.

3
The borrower will now appear in the drop down to choose. nh
You can then proceed with entering the remaining application information. M/l FINANCIAL. LLC
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Duplicating a Loan
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Click to select the loan on your pipeline, and then click the Duplicate
icon.
You can also right click on your pipeline and click duplicate loan.
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Duplicating a Loan

-y

Duplicate Loan >
Select the duplication option:

@ Duplicate the =selected loan. [l AT L

Encompass

D Create a second lien linked as a piggyback using the data from the selected loan.

e The loan has been successfully duplicated, Would you like to
Select the folder for the new loan: open the loan now?

Prospects s

Select the loan duplication template: | Yes | Mo

Bazic Duplication Template v > "

Once you have clicked on duplicate loan, you need
to list what folder you would like loan in and the
template.

Once your loan is duplicated, it will ask you if you
would like to open the loan now.
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This duplicated loan has no Template Set, Please apply
Template set. Click the Loan menu and select "Apply Loan
Template Set’ to select your product,

OK

Once you choose to open the new loan, it will ask you
to apply a template set.
Then you will select the template you need. You will
complete this from the loan tab.
Once selected, proceed with editing the application
and adding any documents to the loan.

Keep in mind, when you duplicate a loan, the only
thing that carries over is the data. You will need to
upload all documents to the new loan.

Duplicating a Loan

P LILUIIESS = DU Cu LU = LS DL 113 &0 @ ST ETA IS LIV IS UL | F31EU03 = UHUNGESISTIU = 0u 1 131403
incompass View | Loan | Forms Verifs Jools Services Help
Lome Pipeiine d Save Loan Ctrl+S
8 Pt Ctrl+P
' Borrowers 4 B
Exit Loan File
74 Apple C LTV: 79.581/79.581/79.581 Ri
G 4 Apola Corn o  America, Andy 1
Austin, TX 78731 DT 10.461/23.751 (=]
— Add Borrower Pair
N eConsent Not Yet R Manage Borrowers i ]
N Compliance Review " AE— (aqui) Q  Daystofi
Lock Comparison Al ) e b ¥ ler (processor) | @, [ Finish
B UV Data Comparisol IAFPfy P .
8 Run Mavent prior to
B Escrow Accourt Ini Apply Loan Program Template...
N Redistlose Loan Es{ Apply Closing Cost Template...
N AUS Data Discrepa:
™ Good Faith Fee Vari Append Docliment Set..
eConsent Accefted| Append Task Set... Htruction - HUD 92544
Sign eDisclosures
i L Append Data Template ja00s,
41
Apply Input Form Set Template...
Apply Settlement Service Providers Template... MaoRs
14110125
Apply Affiliated Business Arrangement Template... bs
Revert to Default Form List 0508125
BI25
Goto Field... Ctrl+G
R o ] Earnest Money Depostt ordered : 05/06/25
Order Credit Report B~ [ Gift Letter ordered : 05106125
Access Lenders Required Fields
Search Product and Pricing —
e Pmmbamin Cabbinmnnt & b o Mmon

If you are getting a homeownership
counseling warning, make sure you are
checking the property address and

application for accuracy.

Apply Loan Template
Default ‘ | Goto
Folder | (5 Companywide V| &

Loan Template Sets (6)

Marme

Description
[ ABA & SSPL Templates
2] Automation
E] FHA FHA Fixed Rate
E] uspa UsDa,
A 42 Fixed
<

Append template data. I selected, only non-blank field values in the template are written to the loan.
If not selected, allfield values in the template (ncluding blanks) are written to the loan.

Default Template Select Template Detail Cancel

(@) Learn more...
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Flip the Borrower and Co-Borrower
within a Pair

Open the Manage Borrowers tool:

The Manage Borrowers window opens Home Pipeline  Loan Trades  Contacts  Dashboard  Reports
with the primary borrower at the top of B P @
the Borrower Pairs list. The borrower —
pair at the top of the list is always the
primary borrower associated with the
loan.
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Flip the Borrower and Co-Borrower
within a Pair

[ Borrower Pairs Import 3 4 &
Pair  Borrouer Co-Borrower
On the Manage Borrowers I Freddlie, Alice Freddie, Frank
window, select the
borrower pair containing

the borrower and co-
borrower to be switched,
and then click Move.

Borrower Bor:ower | Iiu'ln;\re Deieie-cﬁ-ﬂﬁnuwer |
Vesting Tvpe Vesting Type e

First Name: iAIice | First Name i.Frank
Middle | | || wigdie

|
| |
Last Name [Freddie | suffx | | || LastHame Suffix |:|
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Flip the Borrower and Co-Borrower within a Pair

Move Borrower *

Choose a bomower position to swap with the selected bomrower;

Bormrower Pairs

_ _ | Once move is selected, a dialog
Alice Freddie (®) Frank Freddie .
box will open.
You will choose the borrower
position to swap and click move.

N 5

3

CCcCcCccC

oo

Then the information will be
swapped, and the name of the new
borrower displays in the borrower's

pair section.

Maove Cancel
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Deleting an Individual Borrower from
an Application

' Manage Borrowers >
Borrower Pairs . "Ilrnp-nrt [ 4 < | Delste Bompwel Fal

a Borrowers lJi John and Patty Pizza = "ﬁ_ | Pair  Borrower Co-Barrower
L e i = icn i u Johin, Jimmy izza, Patty

You will start by pressing the manage
borrowers icon.

| Bomows Move ||| CoBomower | ove || Delee CoBomower |
This will open up the manage Vesting Type v | vestngType | v
. First Mame Jimmy | First Name | Patty |
borrowers dialog box. i e
Last Name John Suffi | Last Name Pizza Suffic |
35N 000-00-0000 SSN 000-00-00:01
Experian/FICO Experian/FICO
Trans Union/Empirica Trans Union/Empirica
EquiFax/BEACON EquiFax/BEACON
Self-Employed | Self-Employed O

{2) Learn more...
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Manage Borrowers

Borrower Pairs

Pair  Borriaer

dahin, Jimimy

Borrower

Vesting Type

First Name

Middle

Last Mame

SSN

Experian/FICO

Trans Union/Empirica
EquiFax/BEACON
Self-Employed

Learn more...

eleting an Individual Borrower

Move

-IFI'I|JDI1

Co-Borromer

Co-Borrower

| Vesting Type

Jimirmy First Name
Middle

|Juhn | Suffx | | Last Mame

[ ] Experian/FIco

O

Trans Union/Empirica
EquiFax/BEACON
Self-Employed

X

Move || Delete Co-Borrower |
V.
Patty
[Pizza | suffc | |
000-00-0001
O
Close
® nl o
- - M
<> (J U
c ONMO(JISINS
(DU U =

Borrower Pairs
.. P-a.ir. I éﬁrrower

1 Jobim, Jimmy

Import
I C“o-.Elorrower
Pizza, Patty

Encompass
S The coborrower's data in the selected pairs will be @
4 permanently deleted from the loan, Are you sure you want to — |
& delete the coborrower? F T
“esting Type ~
First Hame E
Middle [ ves | |_me |
Last Name [15Rm SUFK | [T LastName Pizza Suffix |
SSN 00-00-0000 SEN 000000001
Experian/FICO Experian/FICO
Tranz Union/Empirica Trans Union/Empirica
EquiFax/BEACON EquiFax/BEACON
Self-Employed O Self-Employed O
(2) Learn more... Close
Encompass *
- o
The cobarrower(s) have been removed from this loan |
succassfully, &
A
0) a




Deleting a Borrower Pair

B e rpemem  memewm e s e f o R Ay S AT % e W e empe s

Encompass.  Wiew. Loan  Fermi Vesls o Tooln  Senices e

T S Logn COTRI Canhraoas B

(o Borowers |- b -JEs
' |Jewy Johv wsi Paty e ]
3 O -~
LT STy
[ moertn & Messages Log 3 M Borrower Sememary - Driginabon
W Conaent Mol Vel e mesd Y
Ehaaral |r.uu+ Eniad ®
Cuirernd 'f-lllhl-ll‘-l:hF Lizan

Firmrr e Imboomarden

In order to delete a 2"d pair on the
application, you will need to use the
borrower drop down and press the
manage borrower’s icon.

You will then highlight the borrower

pair you wish to delete and press the

Delete Borrower Pair.

Bormrower Pairs
| Pair  Borrower
1 Jahn, Jimmey
3 Barrower, Mewy

Borrower

Vesting Type

First Mame

Middle

Last Name

SEN

Experian/FICO

Trans Union/Empirica
EquiFax/BEACON
Self-Employed

2 Learn more...

| Individual

Move

MNew

Borrower

Suffec |

HA-11-1111

T20

[

<

Import [ 4 “* | Delete Borrower Pair

Co-Borroveer

Pizza, Patty

Co-Bormower Mowe Delete Co-Borrower

Vesting Type | |

First Mams |

Middle

Last Names Suffoc |

SSN

Experian/FICO

Trans Union/Empirica

EquiFax/BEACON
Self-Employed =]
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Deleting a Borrower Pair

WETS Manage Borrowers X

Borrower Pairs Irru:u:m. [& ¢» *5 | Delete Borrower Pair Borrower Pairs Import & & & | Ddelss &r Far

| Pair Barrcwer Co-Borrower | Pair  Borrawer Co-Borrover
1 John, dimmy Pizza, Patty 1 Jokn, Jimmy Pizza, Patty
2 Borrowver, Mewy .

Encompass

Borrower ! | Delste Co-Borrower | Borrower . Move Co-Bormower | Move | Delete Co-Borower |

0 Are you sure you want to remove borrower pair 27

Vesting Type :_Ind'r\ﬁE 2| ‘festing Type ks ‘esting Tvpe el

First Name New : First Name | || Firstname |Patty |
. e e — || |o .
Middle . Middle Middle

Last Name Borrower Suffic | | [T Last Name Suffic Last Hame John | 5ufﬁx| Last Name Pizza Suffoc

S3N TH-11-1111 S3N SSN o00-0o-oon 33N 000-00-0001
Experian/FICO T20 Experian/FICO Experian/FICO Experian/FICO

Tranz Union/Empirica Trang Union/Empirica Trans Union/Empirica l:l Trans Union/Empirica I:I
e N — e e

Self-Employed O Self-Employed O Self-Employed O Self-Employed O

(2 Learn more... | Cose | () Learn more.., Close

You will then click, yes, and it will remove the
2nd borrower pair. M/l FINANCIAL, LLC

A Subsidiary of M/l Homes. Inc.
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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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