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Encompass TPO Connect Website User Guide

Section 1: Getting Started - Non-Delegated

This section explains how you can start using the website and includes a brief description of the main tools available
on the website. Enough information is provided to get you started, but more steps are required to complete these
processes. These tools are discussed in detail later in this guide.

Gaining Initial Access to the Website

Once approved by our company, we will assign a manager from your company to be the website administrator (i.e.,
the one who will manage user accounts, update company information, and add new users). The manager will receive
an email from us that provides a link to the website, along with a log in name (the manager's email address) and a
temporary password. The manager will then complete the following steps to gain access to the website.

. To Gain Initial Access to the Website

1. Click the link provided in the email to open the website.
2. Login to the website using your email address and the temporary password provided in the email.
3. Onthe Change Password page, create a new password.

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

Logging in
. To log in as a Third Party Originator

1. Inthe TPO Connect home page, click Click Here to Log In.
2. Enter your username, and then click Continue.
3. Onthe new window, enter your password and then click Login.

NOTE: If you have forgotten your password, click Forgot Password.

Logging in With Multi Factor Authentication

As an added layer of security, administrators can enable Multi Factor Authentication (MFA) for third party originators.
When this option is enabled, TPOs are required to enter an authentication code that is obtained via text of phone call.
. To log in as a Third Party Originator with MFA

1. Inthe TPO Connect home page, click Click Here to Log In.
2. Enter your username, and then click Continue.
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LOGIN

User Name

Internal User

3. Enter your password, and then click Login.

4. Toreceive an authentication code, select the number you want to be contacted at, and then click Text to receive

a text with the code. Click Call to receive the code by phone call.

LOGIN

send it to you?
i

sasanans

You'll need to enter an authentication code. How should we

M ‘

TEXT

CAMCEL

X

5. Enter the One Time Passcode you receive, and then click Submit.

LOGIN

We have sent you One Time Passcode,

x

One Time Passcode

BACK | |

CANCEL
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Start Logging in With Single Sign On (SSO)

Single Sign-On (SSO) is an authentication process that enables users to authenticate securely with multiple websites
or applications by logging in only once with one set of credentials.

. To log in as a Third Party Originator with SSO Enabled

1. Inthe TPO Connect home page, click Click Here to Log In.
2. Enter your username, and then click Continue.
3. Onthe new window, enter your password and then click Login.

NOTE: If you have forgotten your password, click Forgot Password.

Using the Website Tools

Once logged in, the manager can grant users access to the site and update their account information.

Welcome Pipeline Add New Loan Rates and Guidelines v Learning Center

Welcome to the Green Lending wholesale origination portal. If you are new to our site, feel free to look around.

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

If you are a current partner, please review the ing imp annour before you get started:

New lending regions announced. Read More

Change the User Password
. To Change Your Password

1. Inthe top right of the page, click your user name, click Change Password, and then do the following:
a. In Current Password, enter your current password.
b. In New Password, enter your new password.
c. InRe-enter New Password, re-enter your new password.

2. Click Save.

Add Users to the Website

In order for other users to gain access to the website, the manager must create a contact record for each user.

. To Create a Contact Record

1. Inthe top right of the page, click your user name, click Manage Account, and then click Company Account.
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Company Contacts

First Name Last Name Address

Usha 0040-Last 4420 Rosewood ...
Usha 0065-Last 4420 Rosewood ...

Business Phone

Email Login Status Personas

encs.0040@mailinator.com Enabled 2 View Delete

encs.0065@mailinator.com Enabled 2 View Delete

2. Under Company Contacts, click Add Contact to add a new user who will be able to use the website, and then do

the following:

a. Enter the required information for the user. Required fields are marked with a red asterisk.
[0 The Organization field enables you to select the branch within the TPO Company's organization where
this contact should be created. Click Choose to select the organization option, and then select the

organization entry and click Save.

[0 The Persona field enables you to select an available persona to assign to the TPO Contact. Click Add
Persona to select the persona for the TPO contact, and then select one or more personas and click

Save.

* Email Address
* First Name
Middle Name
*Last Name
Login Status  Enabled
* Login Email Address
NMLS ID

Social Security # | #4484 4888

* Organization [
Use Company Address
Address
City
“ Gtate
Zip -
Business Phone Ext.
Business Fax Ext.
“Cell Phane
* Personas

View access to team's loans
B Edit tear's loans

Assigned AE  admin, lender

Record Last Updated  1/8/26 7:39:35

o

Caneel

b. When finished, click Save.

The user will receive an email that provides a link to the website, along with a log in name (their email
address) and a temporary password. The user can log in to the website, however their licensing
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information needs to be submitted to, and then approved by, our company before they can submit loan
files. (This rule applies to branches that will use the website as well.)

Submit user or branch licensing information to:

[Add contact information for licensing information reviewer(s)]

Notifications

The Notifications section enables managers to define which notifications are available to TPOs. Additionally, TPOs can
determine which email notifications they want to receive. The notification templates are defined by the administrator
and then selected by the TPO users in TPO Connect. The notifications section displays any notifications that the user is

subscribed to.
Notifications
Motification Category Subscribed
Rate Lock Summary o
Cleared for Funding v

Cleared for Purchase

Underwriting Conditional Approval '

For Account Managers

Account managers are required to define which notifications are available to their TPOs

. To Select which Notifications are Available to a TPO

In the top right of the page, click your user name, click Manage Account, and then click Company Account.
Under Company Contacts, click View for the user you want to update.

Under Notifications, click Edit Notifications.

In Edit Notifications, select each notification for the user.

B W
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Bl Mo atierss A T Daase

Meification Caisgory Sobmcribad
AS Hopfoiord

Hmte Lot Summany -]
Chaprad dor Fungng [

Chindiied s Porchass

Ungarwriting Condtional Apcrowsl =

.

5. Click Save.

For TPOs

Once the account manager has defined the available notifications, you can select which of those notifications you want
to subscribe to.

l To Select which Notifications to Subscribe to
1. Inthe top right of the page, click your user name, and then click Manage Account.

Under Notifications, click Edit Notifications.
3. In Edit Notifications, select each notification.

Bl o ations for Tpe D

N

Motfication Crtegory Sotmoribad
A Rl

Rute Lowk Sommary [
b dpr Fynaging ]

Ol 12 Porthade

Unghgrwriting Conditionsl Approwel ]

= =

4, C(Click Save.
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NOTE: TPO users only see notifications that have been assigned to them by their TPO Manager. TPO Connect
does not display Notification Templates with the "Other" category. Any notifications assigned to that

category will not be available to TPO users.

Environment Information

An About link is available in the header of the website that provides the following information about the environment

you are using:

[0 Company Info

0 TPO Version

0 Environment Information

[0  Privacy Policy Statement Link

. To View the About Information

1. Inthe top right of the page, click your user name.

2. Click About.

-
| A

B TPO Confect

Company

Ellle Mae Automation
Cell-

Office:

Ermail:

TPO Version
253

Emvironment Info

oA

Privacy Palicy Statement

Home Page Widgets

Several Home Page Widgets are available for users to access key information. These widgets are configured by the

administrator. The following widgets are available:

[0 Recently Accessed Loans: This widget displays a list of recently accessed loans by a TPO. You can click on a loan

in the list to view the loan.

[0 Lender Key Contacts: This widget enables Brokers/Sellers to quickly access global Lender Contacts directly from

the Welcome page.

[0 Company Announcements: This widget enables the lender or investor to provide information to TPOs.

. To Use and View Company Announcements

If the Company announcements widget is available, any announcements are displayed in the widget.
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Company ARRoUNcemens

Mew Aranouncesment
1 Hiwr Age

T on e g '

The TPO can select an announcement from the widget to view the details of the announcement. Once the
announcement is open, the TPO can print the announcement or close the announcement.

New Announcement

1 Hiowrr Mg ﬁ

Lotem igaum Goltr 88 S, SOPECHFr SIDNCIng $UL MR RT MO NON NEqUE Ul FRctLr
S5 02 408 FRasein coNbEGLAT KoMD vl Mmatus Mai s, i DEnSE ch portings, Nolsm
CRCTLATY GETol . L5 RATTeS IO THTOR COPMMa0d, PRSI VM VR0 1L R0
L FTESEL  I™ 0 Fedi RCTLM [sbaArsr. PStrmieadus UnE DUrel, Igeetent #067 50385
12, PR AT L LT RO LTk rt, B v A vl Vit ARl IS
i s S B,

WA 1 Punsl SRR Ty oG NIUSIBLL BE B wBEL HUBES SOful vheMTE Rolil v rotrum.
Diane pbirtaicu onsr vl #u! Bengor Sidorn, Cril porls #fclur Bole, su Bulimod Sujud
TErARTEE mEn. MBI CONGITHTOST Sipfend g BE Bma honcua Mok sammcda vl Puste i3
PO b, VIRIDEL T o, DR TS IR B VTS, ARG ol BROuEE rUE VB i
DD Bk, D0 S530EM S0u DO MOADUE BECRdT LC1id. P0G 8 BDID Mt Liguns o
Pk, BRI IR S L, SAROET ISBEH il

ESign

TPOs can view all documents that need to be eSigned from the new eSign page, or they can view documents that need
to be eSigned on a specific loan. TPO Connect automatically filters eSign loan packages older than 120 days, as well as

eSign loan packages that are canceled or voided.

. To ESign From the ESign Page

1. Inthe Encompass TPO Connect website top navigation, click eSign.

NOTE: Because the navigation labels can be customized by the Encompass TPO Connect administrator,

your label name may vary.

2. Under eSign, click the loan to view the attached documents.

Loans Pending eSign

LOWA MR DOSRTAWER MAME LN ARCUNT
Fuiniindnbudihm Fratimar, Daa el
Fyrh kg ek 30l Comtoems 2, Kpn M 500 0 01

PROSTRTY ADCETSS.

134 My fiower Deweon LA SO0E0

WOEEE Bincm St Burbarkc CA IE0G-1334

3. To start eSigning, click the attached document, click Start, and then do the following:
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a. Review the contents of the attached document.

eSign

Loan Documents

B oul BPR O B MoDdg Dreser, Phaies clck on Meod Al the Ciicen oF Dnd SCTessr 1D v This Cosienent

Pleass review and act on the documents below. m OTHER ACTIONS

. To eSign the document, click the eSign signature point.
c. When finished, click Finish.

Reporting Views

Once the administrator has enabled and configured reports, TPOs can view various pre-configured report views from
the Reporting Views link on the welcome page. TPOs can also print or save the reports as PDF or Excel (CSV files)
and identify which loans need to be delivered and more. You can open a loan from a reporting view by clicking on the
loan entry.

. To View Reports

1. Inthe Encompass TPO Connect website top navigation, click Reporting Views.

NOTE: Because the navigation labels can be customized by the Encompass TPO Connect administrator,
your label name may vary.

2. (For Multiple Reports) In the Select a report ~- drop-down, click the report.

TestRaport

Then iy dae o Lok maord et

Thin i e of TRO 0BG TR T O

Thes s, P e (oL oF geminy 14000

Trom o Conad o mll Wur iy i iy " 555

Thin b pewage o Lien Lo S

Then iy P carment ciie
Thes i, TS0 oo it

| M i Gl B

3. To filter the data based on a column value, do the following:
a. Inthe column header, click Search (Q).
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C.
d.

5. To download the report as an Excel (CSV) file, click Export csv.

L 101N

.\1 No op i

In the search field, provide the search criteria (enter the field value, select the value(s), or open the

calendar and click the date).
Press ENTER or click Search [Q).

To remove the column filters, click More [E ) and then click Clear Filters.
4. To sort the data based on column values, click the column header (a Ascending values, w Descending values).

6. To print the report, click Print, and preview the report, print the report, or save the report as a PDF.

Batch Document Upload

Using Batch Document Upload, you can attach documents to loans, import additional loan data to a loan file, and
submit or resubmit loans. When importing additional loan data, you can select Fannie Mae files (FNMA 3.2) or
ULAD/ILAD files (MISMO 3.4), as well as provide DO Case File IDs or LPA File IDs for wholesale or non-delegated

loans.

NOTE: By default, the link is labeled Batch Document Upload, though your administrator can customize the
link name to fit your company's needs.

. To Use Batch Document Upload

1. Inthe Encompass TPO Connect website top navigation, click Batch Document Upload.

2. (For Multiple Views) In the view ~~ drop-down, click the view.

NOTE: Because the navigation labels can be customized by the Encompass TPO Connect administrator,

your label name may vary.

BeenaDelonlyl - |

= Custaemar I, Ben N

et B

Susbsmill View
ReSultenit Wiew

+  Besraleionky

Appratssl BeeruPicnlhel

3. To filter the data based on a column value, do the following:

a. Inthe column header, click Search (Q).

C.
d.

BORROWER MAME - 1 LDAMA

W 1001

.\1 No o t

.

In the search field, provide the search criteria (enter the field value, select the value(s), or open the

calendar and click the date).
Press ENTER or click Search [Q).

To remove the column filters, click More (5 ) and then click Clear Filters.
4. To sort the data based on column values, click the column header (a Ascending values, w Descending values).
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5. You can attach documents by expanding a loan in the grid, and then either drag and drop or browse and attach a

document to a specified eFolder.
O

manually move documents to the appropriate loans.

EROREROWER MAME

= Customer JR, Ken N

Appraisal

G

Browse
LOWAL DYRVE

~ TesiD

G

Browse
LOHCAL DXRTVE

T AVM

G

Browse

LOCAL DRIVE

LOAN MODEMO

0020000558

If an "Unassigned" location is displayed, all documents will be uploaded to that location and users must

[0 Users can cancel an upload of a document in progress by clicking the X at the far right end of the page.

6.
row for a loan entry.

If the Submit Loan or Resubmit Loan button is enabled, you can submit or resubmit a loan by expanding the

NOTE: By default, the buttons are labeled Submit Loan and Resubmit Loan, though your
administrator can customize the button names to fit your company's needs.

O

O If the submission fails:

If the submission is successful, a "Your loan has been successfully submitted." message is displayed.

OO0 A "Wewere unable to submit your loan. Click the Errors link to view details." message is displayed.
[0 When the Errors link is clicked, a window is displayed with a list of missing fields and/or documents.

Missing ltems

Miszing Fiolds

[ 5]
4001
4

F

Missing Documents
HAME

At o Tiike
Appraisal

Bank Sanemen

x

DESCRIFTION
Boergwapr Mickle Name
Trang Chefals Term (Mos]

Trars Detals Total Lown Amit s MIPFF)

0 Complete the missing fields and provide the missing documents and then submit or resubmit the loan.
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. To Import Additional Loan Data on the Batch Document Upload Page

1. Inthe Encompass TPO Connect website top navigation, click Batch Document Upload.

NOTE: Because the navigation labels can be customized by the Encompass TPO Connect administrator,
your label name may vary.

2. (For Multiple Views) In the view ~~ drop-down, click the view.

BeenaDelonly - |

Subsnlt Wiew
FHREHFAN H rafML
ReSultemit Wiew

= Cudtormar JA, Ken W + B Dslonly

Appraisl Berupbicnliel

s 8 B creve

3. Intheloan list, expand the target loan, and then do the following:
a. Inthe Import from drop-down, click one of the following import types:
[0 Fannie Mae 3.2 ULAD/iLAD Mismo: Drag and drop the import file onto the Data section.
Alternatively, you can select the Local Drive link and browse for the file on a local drive.

Cb DATA Imnport
T LOCAL DRIVE

[0 DO Case File ID or LPA File ID: Enter the case file ID.

b. To filter the imported fields, select one of the following under Field Import Options:
[0 Importall fields: Import all loan data into the loan.
[0 Import only non-blank fields: Only import fields that are not blank into the loan.

c. To control how the existing lists are handled, select one of the following under Existing Lists
Interactions:
0 Delete existing lists before importing: Remove existing lists (residences, liabilities, etc.) and replace

with the data from the import loan.
[0 Add to existing lists: Append new lists to the existing loan data.
4. Click Import, review the confirmation contents, and then click Continue.

View the Pipeline

Using the Pipeline, you can view your pipeline of loans. As you create new loans, they will be listed in the Pipeline,
allowing you to check loan status, lock status, and some basic loan information. Depending on your assigned role and
permissions, you may be able to view all the loans that your team has entered in Encompass TPO Connect. Your
administrator can configure the pipeline to display one of two views. The Pipeline Grid view displays all the loans in
your pipeline in a list, displaying important loan information at a glance. The Loan Groups view sorts loans into
groups by criteria defined by the administrator.

The Correspondent Pipeline Grid displays the following columns containing information about the loan: Loan #,
Lender Case, Alternate Loan #, Borrower Name, Property Address, Status, Lock & Request Status, Rate Lock Expires,
Delivery Date, Purchase Date, Commit. #, Commit. Type, Delivery Type, Delivery Exp, Loan Type, Loan Program, Total

Loan Amt (W/MIP/FF), Interest Rate, UW Type, Commitment Date, Commitment Period, Commitment Expiration
Date, Contacts.

. To Customize Your Pipeline View

1. Inthe Encompass TPO Connect website top navigation, click Pipeline.
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NOTE: Because the navigation labels can be customized by the Encompass TPO Connect administrator,
your label name may vary.

2. (Bucket View Enabled Only) Click the bucket view. If the bucket view is not enabled, the pipeline display defaults
to the Grid View. To enable the bucket view, contact your Encompass TPO Connect administrator.

3. Inthe Channel ~ drop-down, click the channel view (All, Wholesale, Correspondent Delegated,
Correspondent Non-Delegated).

4. Inthe View ~.- drop-down, click one of the following:
[0 All Loans: View all loans that you have access to view.
[0 My Loans: View only loans that you originated.

. To Filter Your Pipeline View

1. Inthe Encompass TPO Connect website top navigation, click Pipeline.

NOTE: Because the navigation labels can be customized by the Encompass TPO Connect administrator,
your label name may vary.

2. (Bucket View Enabled Only) Click the bucket view. If the bucket view is not enabled, the pipeline display defaults
to the Grid View. To enable the bucket view, contact your Encompass TPO Connect administrator.
3. Inthe Channel .- drop-down, click the channel view (All, Wholesale, Correspondent Delegated,

Correspondent Non-Delegated).
4. To filter the pipeline based on a loan field value, locate the pipeline search in the upper right, and then do the

following:

Loan # | v Sea O\

a. Inthe pipeline search, click the loan field drop-down
b. Inthe loan field drop-down, click one of the available fields:
0 Loan#
0 Borrower Name
O  (All Correspondent Delegated, Correspondent Non-Delegated Only) Lender Case #
O  (All, Correspondent Delegated, Correspondent Non-Delegated Only) Correspondent Loan Status -
Alternate Loan Number
c. Inthe search field, enter the loan field value, and then press ENTER or click Search (Q).
d. Toremove the search filters, click More [E ) and then click Clear Filters.
5. To filter the data based on a column value, do the following:
a. Inthe column header, click Search [Q).

BORROWER MAME -~ L LoAN

L 1001

v \1 ha opt "
b. Inthe search field, provide the search criteria (enter the field value, select the value(s), or open the

calendar and click the date).

c. Press ENTER or click Search (Q].
d. Toremove the column filters, click More (*) and then click Clear Filters.
6. To sort the data based on column values, click the column header (a Ascending values, w Descending values).

7. To move a column to a new location, click and drag Move (%) to the new location.

NOTE: If you reorganize the columns, the change will not be saved when you leave Pipeline.
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Viewing Lender or Investor Documents
Using Documents, you can review important information from the Lender or Investor.

1. Inthe Encompass TPO Connect website top navigation, click Documents.

NOTE: Because the navigation labels can be customized by the Encompass TPO Connect administrator,
your label name may vary.

2. Toopen a document, click the document name.
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Section 2: Originating Loans - Non-Delegated

You can originate a loan on the website by importing an existing loan file from a DU 3.2 File (*.fnm) or by creating a
loan manually. This section provides the steps for adding a new loan in Encompass TPO Connect.

NOTE: You can also import a loan file that has a .txt or .1003 extensions as long as that data is formatted like
a standard .fnm file.

Managing Loans

Start a New Loan
. To Start a New Loan

1. Inthe Encompass TPO Connect website top navigation, click Add New Loan.

NOTE: Because the navigation labels can be customized by the Encompass TPO Connect administrator,
your label name may vary.

2. Under Select a Channel, select the channel (Wholesale, Correspondent Non-Delegated, Correspondent

Delegated).
® z s
Select Channel Select Contacts Loan Data Source
Select Channel
Wholesale ® Correspondent Non-Delegated Correspondent Delegated

Cancel Next

3. Click Next.
4. Under Select Contacts, click Edit (#) for each contact, and then do the following:
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Add Loan Officer Contact X
Loan Officer Company * Loan Officer *
Branchi ~ branchi userl

O Branch1 O branch1 user1

— Company ) Loan Officer
branchi@ice.com
Cell:
Office:
Fax:

a. Inthe Company drop-down, click the company for the assigned contact.
b. Inthe contact drop-down, click the assigned user.
c. When finished, click Save.

NOTE: If the Select Contacts page is not available, contact your Encompass TPO Connect
administrator to configure contact selection when adding a new loan.

5. Click Next.
6. Under Loan Data Source, select and configure one of the following:
0 ImportLoan Data From ULAD /iLAD (MISMO 3.4) File: Drag-and-drop the file on the Drop File area or
click Local Drive, browse to and click the file, and then click Open.
0 Manual: Select the application version (URLA 2009, URLA 2020).
0 Import from DO Casefile ID: Enter the DO Casefile ID and then select the application version (URLA 2009,
URLA 2020).
0 Import from LPA ID: Enter the LPA ID.
7.  When finished, click Go to Register Loan Form.

NOTE: If your Encompass TPO Connect administrator enabled Quick Registration, the Quick
Registration opens.
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