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Introduction

This guide is intended to help you work with d2 Y LJI weBsi@&awhich connects directly to our loan

origination system (LOS). The website provides a central online location where you can originate, process, and
monitor loans. After logging into theebsite, you can originate new loan files or import loan fdesated from

your own LOS. Once the loan is added to our website, you can submit the loan or take actions such as ordering a
credit report or searching for product and pricing options. Youcanalsouseab®@ A i S (2 Y2y A (2N
status. At the saméme we can monitor the loan activity in our LOS and enswgare receiving all the necessary
informationwe need.Changes made to the loan file on thebsite are reflected in the loan when openedour

LOSand vice versa

This guide provides all ¢fie instructions necessary to log into the website and start originating and processing

loans.
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Getting Started
Thissectionexplainshow youcan sart using the website andhcludes a brieflescriptionof the main
tools availableon the website.

Gain Initial Access to the Website

Once approved by our company, wl assign one or morediinistratorsfrom yourofficeto manage
the website. The Aministratorwill manage user accounts, update company informatamg addnew
users

Important Note:
A Users withAdministrator Credentialcanviewl £ € € 2Fya Ay &2dz2NJ O2 Y LI
A Users withLoan Officer Credentialwill only be able taviewloans associated witthem.

Whena new user is addedhe user will receive anmaail from uswith a link to the websitealong with a
log in nameanda temporarypassword.

1 Click thdink provided in the email to open the website.
2 Log in to the website usingouremail addressandthe temporary passwordprovided in the email.
3 Onthe Change Password pageatea new password.

NOTEBe sure to keep track of your new password. Our company will not have access to it.

Start Using the Website Tools

Welcome, Karen Weidenbach | Log Out| Contact Us

CARRINGTON

MORTGAGE SERVICES

Home | Loan Products | Become Approved | Broker Center | Resources & Tools

View Pipeline Product & Pricing Manage Account

Welcome to our website. We look forward to putting our mortgage services to work for you!

We offer the best mortgage tools available on the Internet - easy, convenient, online shopping for the best loan programs and most current rates available, together with the assistance of an
experienced live loan officer to guide you through the often difficult and confusing process of choosing and getfting the exact loan to meet your specific needs

Heme | Loan Products. | Become Approved | Broker Center | Mortgage Rates | Mortgage Calculators | Printable Ferms | Loan Products

ST
pipelinemanager@carringtenms.com
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Add Users to the Website

In order for other usesto gain access to the website, tBelministratormust create a contact record for
each usr.

ToCreate a Contact Record
1 Click theManage Accounbutton.

2 Scrollinearthe bottom of the Manage Account page until you locate @untactssection. Here you
will add the users who will be able to use the website.

3 Click theAddicon(1).

Contacts

Mo contacts have been added. Click the Add icon to get started
Search By FirsiName - lm @:

lidady 0-0 ~ ofo e Ll Sy
First Name & Last Hame Address Business Phone Email Status Branch Role

4 Enter the required information for the user. (Required fields are marked with a red asterisk.
5 When finished, clickhe Savebutton.

Theuserwill receive an emathat provides a link to the website, along with a log in nameifthe
email address) and a temporary password.

Welcome Page = Manage Account = Create Contact Record

* Email Address: I The contact's email address is also their user name

* First Name: I

* Last Name: |

* Status: [Enabled =l
NMLS ID: |
Social Security Number: - I
Branch: [corporate =
* City: |
* State: | =l
-
* Business Phone: [ ="
Business Fax: d h
Cell Phone: d o
* Role: | Admin =l
Assigned AE: [Accaunt Executive(test-ae) =]
—
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View the Pipeline

Click theView Pipelinebutton on the Welcome page to view your pipeline of loans. Here youkaok
loan status, view conditions attached to the loan, and upload required documentation. Depending on
your assigned role and permissions, you may be able to view all the loans that your team has entered or

the website.

Active | Archived

Search By Bomower Name - m m

e = | i.2 = of2 » #i La .ﬂ &  Archive |

| Borr. MamelAddress . Loan SiAmount Started Status Lock Exp.

Firstimer, Alice 1100001612 02Mer2011 Mewloan & = View/Edit
3726 Poplar St 5142 500,00
Dawson, 14 50088-1111
Smith, Grant Harold 1100001611 02162011 MNewloan & = View/Edit
8743 Scuttle Road $300,000.00
Thousand Oaks CA 91362

Start a New Loan

Click theNew Loanbutton on the Welcome page to start a new loan. You can enter a loan manually or
upload loan files from Encompass360 or other loan origination systems and formats.

New Loan
Select an upload method to get started.

Upload from...

~1 Encompass

*1 Desktop Originator Casefile ID
©1 DU 3.2 File (*fnm)

I Create Manually
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Working with Loans

Once you have completed and saved all of the information on the 1003, you canwtiotke loan or
perform loan actions such asibmitting the loan, or submitting a lockquest.

To perform an actiorselect the action from th&oan Actiong1) menuat the top of theLoan Details
page

Welcome, Karen Weidenbach ' Log Out) Contact Us

CARRINGTON

MORTGAGE SERVICES

Home | Loan Products | Become Approved | Broker Center | Resources & Tools

Welcome Page = Pipeling = Loan Details #1308008972 | Funding | Andy America | 4321 Cul de Sac Street, Irvine, CA 92612

[ 1

Loan Summary

Submit Loan
Loan Officer: |Ccrc-c:rate j |P|‘|scn|a Rivera j Edit

Product & Pricing
Loan Processor: Corporate = | |Jeff Gillis x| Edit

Import Additional Data I L J I = J
Loan Humber: 1308006972 Loan Amount: $143,833.00
Borrower Name: Andy America Loan Type: FHA
Subject Property Address: 4321 Cul de Sac Street, Irvine, CA 92612 Subordinate Financing: $0.00
Property Type: Detached
Property Usage: Primary Residence

Import Additional Data

If you originated a loan on the website by importing the file framother LOS and changes have since
been madeo the filein the LOS, use thenport Additional Dataaction to import the changes to your
file on the websitebefore submissionOnce submitted, changes cannot be made.

To Import Additional Data:
1 Click theLoan Actiondoutton, and then clickmport Additional Data

2 Select the LOS or file format to import from, and then select which fields to import and how to
manage existing lists (such as liabilities).

Encompass 360 User Manual (v4 July 2013 Page7



VWelcome Page = Pipeling = Loan Details > Import Additional Data

Import Additional Loan Data
Select an upload method to get started.

*1 Desktop Originator Casefile ID

1 DU 3.2 File (*fnm)

Which fields would vou like to import? (v Import all fields
i@ Import only non-plank fields

Would you like to retain existing lists (71 Delete existing lists before importing
(residences, liabilities, etc)? @ Addto existing lists

et | coner

3 Clickthe Nextbutton, and then follow the orscreen instructions to locate the loan file aimgport
the data.

Apply Product & Pricing - Lock Requests
Use theProduct & Pricingaction to run your loan scenario through the product and pricing engine.

1 From theLoan ActionsclickProduct & Pricing

2 Enter the required information. (Required filsl are marked with a red asterisk.

Pipeline Manager User Guide (v2 August 2013) ©Carrington Mortgage Services, LLC Mortgage Lendi Page8
All rights reserved. Proprietary and confidential.



VWelcome = Pipeline = Loan Details > Product and Pricing Search

Product and Pricing Search

|. Borrower Information

Credit Information
At least one borrower credit score must be provided to continue.

Borrower Experian/FICO:

Borrower TransUnion/Empirica:

Borrower EquifaxiBEACON:

Co-Borrower Experian/FICO:

Co-Borrower TransUnion/Empirica:

Co-Borrower Equifax/BEACON:

DTI: !

Current Employment

Employer Name Self Employed

Abacab D ¥es @ Mo

ll. Subject Property Information

* State: 14

*Zip: 50066-1111

3 At the bottom of the screen, enter Barget Rateor aTarget Price

V. Search Information

Either a target rate or target price must be entered to continue.

Target Rate: 55
Target Price:
*Target Lock Period: 45 -

*= Required m Cancel

4 Click theNextbutton.
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5 Clickk Yy St A 3 A 0Shéwlinki(gRoVisd the@rbduct details

6 Scroll right andlackthe Lockicon @) to select therate and price

Welcome, Karen Weidenbach | Log Out| Contact Us

CARRINGTON

MORTGAGE SERVICES

Home | Loan Products | Become Approved | Broker Center | Resources & Tools

Welcome Page » Pipeline » Loan Details » Product and Pricing Search = Product and Pricing Result - Optimal Blue #1308007503 | New Loan | ANDY AMERICA | 1223 RODMAN, WASHINGTON, DC 20008

Selected Loan |

: 53944

=: Registered

© AMERICA  bad WU

® Loan Amt LTV CLTV Desir=d Rate Desired Price Desired Lok
315400 57.345 0 475 £
Interest Cnly Waive Escrows AUS Buydown Frepayment Penalty OTI Ratio
No =1 [re = [Mot Specified 7] None =1 None =1
Property Zip Lender Psid Gompensation?
20008 “Yes (Lender Paid)
Loan Type(s): VA Loan Term{s): 20 ¥ Amortization Type{s): Fixed ARM Fixed Term|s): Exp. App. Levells):

.." Print Full Product Listing + Top Products by Type Side-by-Side Compari... Best Pricing Best Pricing

Eligible Product Rate APR. Pandl

Discount/Rel Closing Cost  Price Discount/Rel  Detail Jmpare

Ll CMS VA 30 Yr Fixed (V30F 4.750 0.000 4.750 §1,645 -3.788 $0 103.788 -$11,847 Show [

CMS VA 30 Fix High Bal IRRRL (H30FVIRRRL)

U CMS VA High Balance 30 Yr Fixed (H30FVA)

Show

/ Full Product Listing + Top Products by Type Side-by-Side Compari... Best Pricing E

Eligible Product

CMS WA 30 Yr Fixed (V30F

View Pricing for lock period: 15 m 45 60 | Expiration:

Pandl Discount/Rebate (%)

$23,390 $23,390 $23,390 [£]
$21,564 £21,564 £21,564 ]
£19,703 £19,703 £19,703
£17,893 £17,893 £17,303 B
$3,049 $3,049 $9,049 [£]
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7 Click theUpdate EncompasButton (1) to apply theselected product anéhterest rate to the loarfor
submission and underwriting ontythis does not lock the loan

8 Clickthe Request Lockutton (2) to apply theinterestrate and requesat rate lock at the same time.

. 50805

»~  Borrower Information
® Bomower First Name
Andy
FICO
740

~ Property Information

Froperty Type
Single Family

® Property City
Irvine

Printer Friendly Version

Lock Form =«

Registered America g 1L

IIIIIIII‘!' Illlllta'

# Bomower Last Mame Bomower DOB * Bomower S5N

America 1967-06-21 589802233
DTl Ratic Self Employed Citizenship
34858 No U.. Citizen

Number of Units MNumber of Stories

# Property Address
4321 Cul de Sac Strest

Ocoupancy
Primary Residence 1 Unit
Property Address (cont.)
State * Property Zip County
92812 Orange

California (CA)
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Submit a Loan

Once you haveompleted the loanfun it through the product and pricing engine (and applied an
eligible interest rate to the loan), yanust use the Submit Loaattion toensure that the loan is
submitted tothe underwriter.

To Submit theLoan to the Underwriter
1 dick Submit Loan(1).

2 Ensure that all of the required information has been entered and required documents have been
attached Then click theSubmitLoanbutton (2). Required fields are marked with a red asterisk

3 After the loan is submitted, you can take additional actions with the loan, such as requesting a rate
lock.

Welcome, Karen Weidenbach | Log Out | Contact Us

CARRINGTON

MORTGAGE SERVICES

Home | Loan Products | Become Approved | Broker Center | Resources & Tools

Welcome Page » Pipeline > Loan Details #1308006572 | Funding | Andy America | 4321 Cul de Sac Street, Irvine, CA 92612
9 Loan Summary
Submit Loan
) Loan Officer: I(.nr:nrata = IFnsmHa Rivera =] Edit
Product & Pricing
S —— Loan Processor: IC:Ur:DratE = IJeﬁ Gillis | Edit
Home | Loan Products | Become Approved | Broker Center | Resources & Tools
Welcome Page » Pipeline > Loan Details > Submit Loan 7451 | News Loan | ANDY AMERICA | 1223 RODMAN, WASHINGTON, DC 20008
*Loan Program: CMS FHA 30 Yr Fixed
Loan Type [Fra =l
Purpose of Loan: IPurchase j
Impound Waiver. m
Documentation Type: I\'F: Full Documentation LI
Prepayment Penalty: m
Purchase Price: 550,000.00 (Reguired only if Purpose of Loan is Purchase
Interest Only: months
Appraised Value 550,000 {Required only if Purpose of Loan is Cash-Out Refi, No Cash-Out Refi or Construction-Perm)
Loan Officer |Tsst Branch =l |Karen Weidenbach =l
Loan Processor [Test Branch =] [geoff messerschmidt =l
SN
Document Hame File Name
Broker Submission Package 2 Details | Add File
~Reaured Submit Loan
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Track and Manage a Loan
1T 01 GKS 21 yQ3pA LIRR ANB ®a ¢ 6z8 A § A ¥ BatudcHlumh@z A a

2 View Loan Details including the 1003, Conditions and Lock Details by clickifigwhEdit link ).

Welcome » Pipeline

Pipeline ' Product & Pricing |

You may review your pipeling here, If you are logged in 25 3 company manager or adminisirator, you may view loans in any of your
company's branches as well as narrawing down to just your own loans.

Active Archived

Search By Borrower Mames -

Started

Borr. Hame/Address . Loan #lAmount Lok Exp.

& Firstimer, Alice 1100001612 02Marzo11 View/Edit
3726 Poplar St 5142 500.00
Dawson, |4 50066-1111
| Smith, Grant Harold 1100001611 02162011 s 3 View Edit
8743 Scuttle Road $300.000.00
Thousand Oaks, CA 91362
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Adding Documents
As you work to process your loan, you will need to add documents to complete the loan package.

NOTEAccess to the Documents and Conditions section is controlled by the website administrator. The

actions you are allowed to perform and the types of documand conditions you can access are also
controlled by the administrator.

To Add Documents to the Loan:

1 On the Loan Details pagdick theConditions & Document$ab andscroll to theDocumentssection
near the bottom of the page.

2 Click theAdd New cumenticon(1).

Documents and Conditions
Documents and conditions are ready for review:
Documents l_P
(12 = of2 e 4 ) BESI= 8| Print Fax Coversheet |
Document Name & File Name
Credil Repon Credit Repor Details | Add Fila
W-23 - Last 2 years W2_aAliceFirstimer.paf Details | Add File
Pipeline Manager User Guide (v2 August 2013) ©Carrington Mortgage Services, LLC Mortgage Lendi Pagel4d

All rights reserved. Proprietary and confidential.



3 On the New Document Details page, select a document fronbtimiment Namedrop-down list.

Welcome > Pipeine » Loan Details » New

New Document Details

* Document Name:

Document Details

1003 - All Required Pages

* For Borrower:

Document sent via fax:

“ Attached Files:

Previous Comments:

New Comments:

1003 - All Required Pages

1003 - URLA

1008 - Transmittal Summary

1084A Cash Flow Analysis

10848 Partnership and Corporations
2010 HUD-1

2010 Itemization

442 Completion Certificate

Affidavit of Title

Affiliated Business Disclosure
Amort Schedule, Ending Summaries
Amortization Schedule, Complete
Amortization Schedule, Yearly Totals
Appraisal

Appraisal Notice

Appraisal Review

AVM

Bankruptcy Papers

Bankruptcy Schedules

Broker Fees Confirmed

CA Privacy Policy Disclosure
Canceled Checks
Collateral/Security Package Sent
Credit Authorization

Credit Explanation

Credit Report

Current P&L/Balance Sheet

Current Paystubs
Custom_information
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4 In the Attached Files section, click tBeowsebutton (1) to select the document.

Weicome » Fipeine » Loan Dwtals » Hew Document Detais
New Document Details

* Dooumint Hame: Bank Stalements -
* For Bornower: Alice Firstimer -

Document Senl wa faxs
° Anached Files:

&8 Chooie File 1o Upload .
ol |+ 200LLosns b Firstimer_iice = | 4y W Seorch Firstimer Alice ]

Organize = Hew folder

- I
TRy % Favorites e

Previous Comments: B Desiacp L Firstirner_Bark_Staterments.pdd
& Downloads

';-_. Recent Places

w4 Libranes
Haewe Commienis: %] Docurnents
o Music
= Pichures
B vides

(5o | o
= | A Files %)
| I:i 1
Hame | Morigage Rabes | Printabls Forms | Manapemant Tesm | Lig Open l el

Find an Accoent Exscetivg | Easd Fabe Sheets | 'Wesl Regos Pric
P
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5 Add commentsn the New Commentsection(l) if necessary, and then click tigavebutton (2).

Welcome » Pipgéling > Loan Detads » New Document Detaids

New Document Details

* Document Hame: Bank Statements -
* For Borrower: Alice Firstimer -

Document sent via fax: ]
* Attached Files: Firstimer_Bank_Statements. pdf

| Add More Files

Previous Comments:

Hew Commenls: Updaced bank statementa for Wella Fargo -

The documents now included in the Documents list on the Loan Details page.

Documents and Conditions
Documents and conditions are ready for review: |

Documents
. WO oot ax Coversheet|
Document Name . File Name
Bank Statements Firstimer_Bank_Statements.pdf Details | Add File |
Credit Report Credit Report Details | Add File
W-23 - Last 2 yaars W2_AliceFirstimer paf Details | Add File
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Viewing Conditions

Once the loan has been underwritten, you can view the conditions that have been added in the
Conditions section of the Loan Details page. There you can view condition details and add documents t
satisfy the conditions.

To View Conditions:

1 On the Loan Details pagdick theConditions & Documentgab andscroll to theConditionssection
near the bottom of the page.

2 Clickthe Detailslink to view the condition details

Conditions

Search By  Prior To v <All= Al Search

Prior Tos Condition Name Date Added Status Status Date Supporting Documents

Approval =] credit 0919/2012  Added 09/18/2012 Details | Assign Doc
Explanation
Letter

Approval  [£] Credit Reportwy 0911902012 Added 09192012 Details | Assign Doc
FACTA
disclosure

Approval [E] Divorce Decree s 091972012 Added 09/18/2012 Details | Assign Doc
Child Support

Order

3 Clickthe AssignDoclink (1) to add a document from the Documents list ofila from your computer
to satisfythe condition.

Assign Document

Credit Explanation

For Borrower

Alice Firstimer

Add File

4 When finished adding supporting documents, cliik
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5 Once you have finished documenting the féelect theDocurrents and conditions are ready for

review (1) check boxo notify our companyl K & G KS f 21 yQa&

reviewed.

NOTEThis check box will not be displayed until you have submitted the loan.

R20dzySy i a

[ 1]

Documents and Conditions
Documents and conditions are ready for review: |

Documents
1-3 « of3
Document Hame & File Name

Bank Stalements
Credit Report
W-25 - Last 2 years

Firstimer_Bank_Statements. pdf

Credit Repon
W2_AliceFirstimer. pdf

Print Fax Coversheet

Details | Add File
Details | Add File
Details | Add File
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Archiving Loans

Keeping your pipeline current is the best waystay on top of your loans. Thecaiving function allows
you to remove loans that are stagnant or have funded out from your current pipeline view.

To Archive a Loan:

1 On the Welcome page, click thvéew Pipelinebutton.

2 Selectthe check box1) for the loan you want to archive.

Weicome > Ppeline

Pipeline

Active Archived

You may review your pipeline here. If you are logged in as a company manager or administrator, you may view loans in any of your
company’s branches a@l as narrowing down 1o just your own loans

| Product & Pricing |

Thousand Qaks, CA 91362

SearchBy Bomrower Name v | Searcn || Clear |
R 3~ aidadas )
| Borr. Name/Address & Loan #/Amount Started Status Lock Exp.
| Firstimer, Alice 1100001612 02/1672011 Started 2 2 View/Edit
3726 Poplar St $142,500.00
Dawson, IA50066-1111
| Firstimer, Joeseph 1100001616 0211812011 Newloan 2 5 View/Edit
1 6 Poplar St $122,500.00
son, 1A 50066-1111
1| O'Donnell, Steven Harold 1100001611 02/16/2011 Newloan & 3 View/Edit
77363 Painters Road $300,000.00

3 Click theArchivebutton (2) located in the upperight corner of the pipelin remove the loan from
the pipeline and add it téthe Archived pipeline.

A Click theArchivedtab (3) to view the Archived pipeline.

A To bring the loan back to your current pipeline from the Archived pipeline, select the check box
for the loan, and then click thendo Archivebutton (located in the upperight corner of the

pipeline).

A Loan applications that have been denied are highlighted in pink. An alert icon (red flag) also
displays next to loans that have been suspended or denied by the underwriter. Click this icon to
view the date in which the loan wasispended or denied by the underwriter.
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