Add, Swap, Remove, Split ‘ Factual Data

Borrowers in EPC Credit

This guide will provide instructions to add, swap, remove or split borrowers after a credit report has been pulled
for your loan file. Once a reissue request is complete, you should receive a new Credit Report number.

Adding a Borrower to a Credit Report in EPC Credit®

= Begin by filling out the co-borrower’s information within the EPC Credit Loan file.
Navigate to the Factual Data order screen
Set the Request Type to Reissue
Change the Report On to Joint
Confirm the existing Reference Number

Click Submit
NOTE - Once your reissue request is complete, you should receive a new Credit Report reference
number
Factual Data SETUP LOGIN INFORMATION
Borrowers * Requested By Loan Number
Sam Sample & Sally Sample | v | | test_ice_uat EMNGQ008919
ORDER INFORMATION ORDER STATUS
Request Type * Reference Number *® Report On * Credit Buresus
Reissue report | ~ ‘ ‘ 723130095450766 x - Joint [~ | [¥] Experian
Report Type * Branch ID () Equifex
Credit Report ‘ ~ ‘ Select values ~ IZ TransUnion
l_ Innovis
] Auto - import liabilities. [] Check this box to exclude zero
balances when you import the
iabilities.
Last Name First Name DOB S5#
Borrower ‘ Sample | Sam ‘ 1/27/2000 | 2006-3x-1234 ‘
CoBorrower ‘ Sample | ‘ Sally ‘ 05/20/20.. | 003064321 ‘
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Swapping Borrower position on the Credit Report in EPC Credit

To swap borrower position in EPC Credit follow the steps below:

= From within the loan, click the Borrowers Names on top then select the pencil icon to
edit

ha ENnCOMpass | PIPELINE > LOAN

EMNQO08811| Sally Sample & Sam Sample

--- 0.C
) Borrowers Vi F
Mid-FICO Estim

@ Factual C Sally Sample & Sam Sample

— Borrowers
- - .
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=  This will populate the Manage Borrowers screen, where you will be able to click to select
the borrower pair. Drag and drop to rearrange borrowers and borrower pairs
= Once borrowers’ position has been moved, select Next

Manage Borrowers
Borrower Pairs A
Click to select borrower pair. Drag and drop to re*range borrowers and borrower pairs. \
1 Sam Sample Sally Sample
Borrower Co-Borrower
Vesting Type First Name Vesting Type First Name
Select ~ Sam Select ~ Salby
Middle Name Last Name Middle Name Last Name
Sample Sample
Suffix 35N Suffix 35N
wnn e 4321 PrS 4321 @
Experian/FICO Transunion/Empirica Experian/FICO Transunion/Empirica
Cancel Next
= A prompt will open a summary of the changes that you have made. Select Save
Manage Borrowers
Summary Reset

Please review the changes you’ve made to borrower pairs. If you wish to undo all changes you may do so by clicking Reset.

* Sam Sample is now the Borrower and Sally Sample is now the Co-Borrower in pair 1
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Borrowers in EPC Credit

= Once this process has been completed, navigate to the Factual Data order screen
= Set the Request Type to Reissue Report
= Verify that the Report On is set to Joint
= Confirm the existing Reference Number

= Click Submit
NOTE - Once your reissue request is complete, you should receive a new Credit Report reference number

Factual Data SETUP LOGIN INFORMATION
Borrowers * Requested By Loan Number
Sam Sample & Sally Sample ‘ v | | test_ice_uat EMNQOQO08919
ORDER INFORMATION ORDER STATUS
Request Type * Reference Number * Report On * Credit Bureaus
Reissue report | ~ | | 723130095450766 x - Joint [~ ‘ [¥] Experian
] Equifex
Report Type * Branch ID ] Equifer
Credit Report | ~ | | Select values ~ E TransUnion
/_ Innovis
:‘ Auto - import liabilities. I:l Check this box to exclude zero
balances when you import the
iabilities.
Last Name First Name DOB Ss#
Borrower | Sample ‘ Sam | 1W/27/2000 ‘ 00¢-xx-1234 |
CoBorrower | Sample H Sally | 05/20/20... ‘ x00-306-4321 |
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Removing a Borrower from the Credit Report in EPC Credit
To remove a borrower from a credit report in EPC Credit follow the steps below:

= From within the loan, click the Borrowers Names on top then select the pencil icon to
edit

R4 Encompass | PIPELINE > LOAN

EMNQOO08811| Sally Sample & Sam Sample

--- 0.(
< . Borrowers 7 F
Mid-FICO s tim

Q Factual C Sally Sample & Sam Sample

— Borrowers
R _— .

=  From the Manage Borrowers screen, hover mouse over selected borrower and click the ‘X’
=  NOTE - Only the Co-Borrower can be deleted. If you need to delete the primary borrower, you must first

swap pOSIthI’)S
Manage Borrowers
Click to select borrower pair. Drag and drop to rearrange borrowers and borrower pairs.
e
p_ Y
1 Sam Sample = Sally Sample X
Borrower Co-Borrower
Vesting Type First Name Vesting Type First Name
Select ~ Sam Select ~ Sally
Middle Name Last Name Middle Name Last Name
Sample Sample
Suffix SSN Suffix SSN
=432 L7 ==4321 <@
Experian/FICO Transunion/Empirica Experian/FICO Transunion/Empirica
Cancel Next
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Factual Data

Manage Borrowers

Summary

* Sam Sample is now the Borrower in pair 1

* Sally Sample was deleted from pair 1

Set the Request Type to Reissue Report
Verify that the Report On is set to Individual
Confirm existing Reference Number

Click Submit

A prompt will open a summary of the changes that you have made. Select Save

Please review the changes you've made to borrower pairs. If you wish to undo all changes you may do so by clicking Reset.

Reset

| Cancel

Save

Back ‘

Once this process has been completed, navigate to the Factual Data order screen

NOTE - Once your reissue request is complete, you should receive a new Credit Report reference number

Factual Data
Borrowers * Requested By Loan Number
Sam Sample ‘ h ‘ test_ice_uat EMNQO008919
ORDER INFORMATION ORDER STATUS
Request Type * Reference Number * Report On * Credit Bureaus
Reissue report [~ | 723130095450766 x |~ ‘ Individual v [#] Experian
Report Type * Brench ID [ Equfex
Credit Report ‘ ~ | Select values | ~ ‘ [ Trensunion
[ innovis
[] Auto - import liabilities. [[] Check this box to exclude zero
bala when you import the
liabilities.
Last Name First Name DOB SS#
Borrower [ sample [ sem |[ n22:2000 | soocroctzza
Street Address City State Zip
Borrower Current Address [ 200201 TestrD [ Fantasytslons | [ |[ s0750 |

SETUP

LOGIN INFORMATIL...

=
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Splitting Borrowers on a Credit Report in EPC Credit

To split borrowers on the credit report in EPC Credit, follow the steps below:

= From within the loan, click the Borrowers Names on top then select the pencil icon to
edit

R4 Encompass | PIPELINE > LOAN

EMNQOO08811| Sally Sample & Sam Sample

--- 0.(
< . Borrowers 7 F
Mid-FICO s tim

Q Factual C Sally Sample & Sam Sample

Borrowers
—_ - —_ . - - ]
=  This will populate the Manage Borrowers screen, where you will select + New Pair above
the Co-Borrower information

= Click and Drag borrower into the borrower pair
= Select Next

Manage Borrowers

Borrower Pairs

Click to select borrower pair. Drag and drop to rearrange borrowers and borrower pairs.

E | Sally Sample @
2 Sam Sample
Borrower Co-Borrower
Vesting Type First Name Vesting Type First Name
Select ~ Sally Select ~
Middle Name Last Name Middle Name Last Name
Sample
Suffix SSN Suffix SSN
234 L7 d BB BEEE L7
Cancel Next
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= A prompt will open for summary of changes. Select Save

Manage Borrowers

Summary Reset

Please review the changes you've made to borrower pairs. If you wish te undo all changes you may do so by clicking Reset.

* Sally Sample is now the Borrower and Added a Co-Borrower in pair 1

® Sam Sample is now the Borrower and Added a Co-Borrower in pair 2

| Cancel ‘ | Back |

Once this process has been completed, navigate to the Factual Data order screen
= Select the borrower

Factual Data
Borrowers ® Requested By Loan Number
Sally Sample | ~ | ‘ test_ice_uat ‘ ‘ EMNQO088N
Sally Sample
Sam Sample
B L Report On ®
New Request | ~ ‘ ‘ Select values | ~ ‘ Individual | ~ ‘
Report Type * Branch ID
Credit Report | ~ ‘ Select values | ~ ‘
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Borrowers in EPC Credit

= Set the Request Type to Reissue Report
= Verify that the Report On is set to Individual
= Confirm the existing Reference Number
= Click Submit
= Repeat steps for the other borrower
NOTE - Once your reissue request is complete, you should receive a new Credit Report reference number

Factual Data SETUP LOGIN INFORMATL..
Borrowers * Reguested By Loan Number
Sam Sample ‘ h ‘ test_ice_uat EMNQO08919
ORDER INFORMATION ORDER STATUS
Request Type © Reference Number © Report On © Credit Buresus
Reissue report [~ | 723130095450766 x | ~ ‘ Individusl y [#] Experian
[] Equifex
Report Type * Brench ID (] Equia
Credit Report ‘ ~ | Select values | ~ ‘ [¥] TransUnion
[[] innovis
] Auto - import lisbilities. [] Check this box to exclude zero
balances when you import the
liabilities.
Last Name First Name DOB SS#
Borrower [ sample | [ sem |[ n22r2000 || soocrocrzza |
Street Address City State Zip
Borrower Current Address [ 200201 TestrD |[ Fentasytsiona [0 |[ s0750 |
= |
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