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E-Sign
Instructions



Borrowers will receive an 
email from docmailer
indicating they have 
documents for signature.  If 
you don’t see this email, try 
checking your spam folder. 
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Each borrower on the loan 
will receive a separate email 
to sign.
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To sign in the borrower will enter the 
last 4 of their social and the subject 
property state and zip.

Then the borrower will accept to 
consent to e-sign.
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Click Start in the lower right corner to 
begin signing. Once the document has 
been signed it will turn green on the 
left side.
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Once all the documents have been signed you will 
be prompted to submit everything.  Once you
click SUBMIT you are done e-signing.  You will 
have the option to download or print all 
documents on the next page if you wish.



If you have any questions, please reach out to 
your loan officer or loan processor.
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If you have any questions, please reach out to 
your Junior Underwriter for assistance.
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How to use the 
Non-QM 
QuickPricer Tool
Located in Broker Portal



This feature can be used to 
see pricing options for a client 
without submitting a full 
application.
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You will find the Non-QM 
Quick Pricer tool in your 
broker portal on the left-
hand side.  

Login to the Community 
Savings broker portal and 
enter the required 
information (see next page)
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Any fields with a red * are required.  The 
more information from your scenario you  
input the more accurate your pricing will be.

Once all information has been entered click 
on PRICE.

**If you are pricing a P&L 
program select Full Document as 
the Income Doc Type and mark 
“Is P&L” as Yes.
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Loan Program

The eligible program and rate options will generate for 
you to preview.

If you click “view more” it will expand to show you all 
rate/discount options.

Red rates indicate it is outside of Lock desk hours and 
the rate may not be current day pricing.

Shows standard and 
Interest Only Program

Rate and corresponding 
discount points



If you have any questions, please reach out to your 
Junior Underwriter or Account Executive for 

assistance.
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How To Order 
An Appraisal

Last Update: 12/21/2022



2

1. Log into your broker portal and go into the loan you need 
to order the appraisal for.  

2. Select “Order Services” on the left side

3. Click the “Other Services” option and select Nations 
Holding Company



4. Select “Create Appraisal Order” 

**Once the Order is placed this option will change to 
“View Appraisal Order” and this is where you can see 
updates, ask questions and access the order.
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5. Loan Type will always 
be Conventional

6. Select the Form Type 
you need to order 
according to the 
property type (1004, 
1025, 1073 etc.)

7. If you need to add any 
appraisal options, select 
those as desired. (These 
are not common)

8. Click “Confirm Appraisal 
Type”
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9.  Loan information should pull 
from the application in MLM.

10. The Subject Property 
information should pull from 
the application in MLM.  If the 
address is different than USPS 
recognizes you may have to 
select which address you would 
like to use. 

11.  If a lockbox code needed to 
access the property you can 
enter that if you know it. (Not 
common)
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12.  The borrower information 
should pull from MLM, please 
make sure the email address is 
in there and correct so a copy 
can be emailed to the borrower.
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13.  If the transaction is a 
purchase the seller information 
will need to be added.  
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14. Primary Contact will be the 
main contact for the file, 
this is typically your Junior 
Underwriter with 
Community Savings.

15. Loan Officer and Loan 
Processor will pull from who 
is listed on the loan 
application.
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16. Access contact will be the 
person who can give the 
appraiser access to the 
property.  (ex. Seller, Listing 
Agent, Borrower etc.)
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17. If any additional contacts 
need to be notified of the 
appraisal activity or be sent 
a copy of the appraisal 
outside of the contacts 
already listed above in the 
order, they can be added 
here.
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18. Appraisal amount will
generate according to the
product forms selected.

19. Select payment method
from the drop-down list.
Payments can be made by
credit/debit card, sending a
payment link to the
borrower or e-check.

20. Click “submit” to place to
order and send to NVS.
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21. Once the order is placed you
can access the order by
clicking “Nations Holding
Company” under the Order
Services – Other Services
tab again.

22. This is where you can view
all communication, add
attachments such as
purchase contracts etc.

23. Once the order is complete
a copy will be sent to the
borrower as well as to
Community Savings.



If you have any questions, please reach out to 
your Junior Underwriter for assistance.
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How To 
Register a New 
Loan

Last Update : 9/27/22



2. Select “Create New Loan” on the left 
side of screen, then select “Import
Loan File” from drop list

1. Go to broker portal by clicking HERE and log in with your credentials.



3. Select “Import MISMO 3.4” and choose the file from where it was saved 
from LOS system

4. The loan information will generate into the system, look through the 
“Application Information” tab to ensure all loan information looks correct.



5. To select the Loan Officer and Processor who will be the 
point of contact on the file click on Status and Agents, then if 
you need to change the Loan Officer or Processor click “re-
assign” and select the desired person.



**If you have any fees that YOU charge the borrower directly (i.e. Third Party Processing Fee, condo questionnaire fee etc.) you will need to add them
at this stage. Once the initial disclosures go out, we cannot add certain fees. Go into your closing costs tab, select borrower-responsible closing costs,
click the orange + to add a fee.



Select 3rd Party Processing Fee from the options and then you can select who the fee is paid to and if you click on the orange calculator it will allow you to 
add the amount of the fee and then select “ok”

**Please note** All the title fees 
will auto populate with our Title 

Provider’s fees for the service 
provider list once you run pricing 
later in the training. You DO NOT
have to add your own title fees.



**Non-P&I Housing Expense tab is where you adjust for escrows and prepaids. Select Closing Costs on the left side of your screen.

Click “Non- P&I Housing Expenses” and you will see all the Tax, HOI, 
HOA, etc payment options listed. You will see the expense item, the 

monthly amount and if it is escrowed or not from here.



Select the expense you want to add an amount for, and it will expand to give you more options. Here you can add the monthly payment 
amount either by a percentage of the loan amount or an exact dollar figure. You can also choose if you want the expense to be escrowed or 

not by using the checkbox. **YOU ONLY NEED TO WORRY ABOUT THE MONTHLY AMOUNT, PREPAID AND ESCROWED BOXES**

By adding a fee to this section and marking Yes to Escrowed? This will add the escrows section to the Loan Estimate correctly to 
reflect in the closing costs. *The prepaid section is defaulted for the initial disclosures; this will be updated once we get the HOI 

invoice and tax cert back.



When you click “Pricing” you may get this error.
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This field pulls from your Mismo 3.4 as the
field “TotalMortgagedPropertiesCount”. If this 
field is zero, the error will pop up. You will 
need to manually add the number of financed 
properties. This seems to only happen on 
purchases where the borrower owns no other 
properties so you would update to 1.



6. Select “Pricing” on the left side of screen and select the “Applications” tab to pull/reissue credit. You
will need to authorize credit prior to re-issuing/pulling. Select Determine and either upload the written
authorization or select verbal authorization for each borrower and enter the appropriate date

Select order new credit report if you wish to pull credit through our system using Credit Plus. If you would like to re-issue a previously pulled
credit report, select Re-Issue Credit report and select the credit provider through the drop-down list.. **Once credit is imported don’t forget to
double check the liabilities section. 

***How To Reissue Credit



**If you are registering an ITIN
loan, Non -Warrantable Condo 
or registering the file as a P&L 
only loan please be sure to 
select “Yes” for the
corresponding option.**

7.  Once credit is imported move to the “Property and Loan Info Tab” and confirm subject property information is correct, change Doc Type to income 
calculation method.  Next enter your borrower paid compensation amount.



***If your desired loan program is listed under the Ineligible Loan Programs click 
the (+) to expand the options and see ineligibility reasons

8. Eligible Loan Programs and rates will show at the top of the screen and you can choose your program and rate from the options.



9. Once you have chosen a program and rate select 
“Register” or “Request Lock”

10. To finish registering/locking the loan, when the pop-up 
appears make sure your request type is correct and click the “I 
Agree” box at the bottom then “Confirm”.



11. Once you click confirm your loan will finish registering to the portal. At this time you will be 
emailed a Loan Registration Certificate. You can also see the status bar has updated to show

Registered now under the “Status and Agents” on the left side of your screen.



How To Send 
Initial 
Disclosures



**PLEASE NOTE **If you selected to lock the rate at registration you will not be able to send the Initial Loan Estimate, we will send 
them out for you once we confirm the rate lock.



Before sending disclosures, click on Closing 
Costs and confirm the mortgagee broker fee is 
correct as well as any third-party fees in 
section B. Once disclosed we cannot increase 
this.



Once the loan is registered and you double check the closing costs you will order the “Initial Loan Estimate” which is the initial
disclosure package the borrower will sign with required disclosures, including the Intent to Proceed. To do this, click on

“Disclosures” on the left side of your screen and then select “Order Initial Loan Estimate”



The first step is to enter the Service Providers. We default to 
First American Title at this point. You will choose First 
American in the dropdown box for Assigned Providers.

Once that is selected you will notice the red X 
turns to a green check and the button for Next-
Request Review is now available to continue.



The next step is Request Review, the system will do a few 
internal checks and those are listed on the left. You should see 
green check mark. If anything has a red X next to it, that item 
will need to be corrected before it will allow you to
proceed. Click Next – Document Vendor Audit to continue

The system will complete a vendor audit 
at this time and may spin for a few 
moments. Warnings will populate if any 
item needs to be brough to your 
attention, but warnings will not prevent 
you from moving forward. If a red Fatal 
Warning is showing, that will need to be 
resolved before you can proceed. Click 
Next – Order Document Preview to 
continue.



The initial disclosures will now 
generate for you to review before 
sending. Make sure to check the 
little box to confirm you have 
reviewed and accept the
previewed disclosures. Click Next –
Complete Request to continue.

Once your disclosures have 
been successfully sent to 
the borrower you will see 
the following message. At 
this time your borrowers 
will receive their initial 
disclosure package via 
email and you will receive 
an email letting you know 
the package was sent to 
them. You can also see a 
copy under the E-Docs tab



An email will be sent to the borrowers to e-
sign the initial disclosures along with an 
email to the loan officer to e-sign the 1003. 

All documents will be sent from Solex and 
may go to spam folders.

If you receive a notice that documents 
were sent to Jeff Sherwood to sign.  He is 
our EVP of Operations, and some states 
require the lender to sign certain 
disclosures.  This is a valid notice.



How To Submit 
to Initial 
Underwriting



When you have the necessary documents required for submission you can procced with moving the 
loan into submission for Initial Underwrite. Select “Conditions” from the left side of your screen and a 

new window will open with the pre-populated conditions for the selected loan program (Conditions 
will generate according to which Doc Type was selected in Pricing) The documents required for 

submission will be listed as PTA under the Condition/Category. Anything marked PTD will be required 
to obtain the Clear to Close but can be uploaded now as well.
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To upload a condition, find the desired condition in the conditions list 
and you can then drag and drop from your computer or select to 
upload a file and find it in your documents.

2



Once you upload a document a new window will pop up and you will select Doc Type from list. It does not really matter what you select 
here, We re-classify it once it get uploaded.
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You will see the document has been linked to that condition. You can
upload up to 12 documents to one condition at a time.

Repeat this process for all conditions that are required for submission
(anything that is PTA) and any other conditions you would like to have
reviewed at this time.

The “resolve” on the left side you do not have to worry about, this does
not affect anything.
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The New Loan Status will be “Document 
Check” and select Change Status.

Please Note: Document Check and Loan
Sumbitted are basically the same thing,
we just use the Document Check status.

Once you have uploaded and resolved all conditions click on “Status and Agents” on the left hand side and select “Change Loan Status”
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The Jr Underwriter assigned to the loan will receive notification that you have 
submitted this file and will review the documents. After review the Jr Underwriter 

will either push the loan to Underwriting or reach out to you if documents are 
missing. Nothing further is needed from you at this point in
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If you have any questions, please reach out to 
your Junior Underwriter for assistance.
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E-Sign 
Instructions







Borrowers will receive an 
email from docmailer
indicating they have 
documents for signature.  If 
you don’t see this email, try 
checking your spam folder. 


2


Each borrower on the loan 
will receive a separate email 
to sign.







3


To sign in the borrower will enter the 
last 4 of their social and the subject 
property state and zip.


Then the borrower will accept to 
consent to e-sign.
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Click Start in the lower right corner to 
begin signing. Once the document has 
been signed it will turn green on the 
left side.
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Once all the documents have been signed you will 
be prompted to submit everything.  Once you
click SUBMIT you are done e-signing.  You will 
have the option to download or print all 
documents on the next page if you wish.







If you have any questions, please reach out to 
your loan officer or loan processor.
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How To 
Register a New 
Loan


Last Update : 9/27/22







2. Select “Create New Loan” on the left 
side of screen, then select “Import 
Loan File” from drop list


1. Go to broker portal by clicking HERE and log in with your credentials.







3. Select “Import MISMO 3.4” and choose the file from where it was saved 
from LOS system


4.  The loan information will generate into the system, look through the 
“Application Information” tab to ensure all loan information looks correct.







5. To select the Loan Officer and Processor who will be the 
point of contact on the file click on Status and Agents, then if 
you need to change the Loan Officer or Processor click “re-
assign” and select the desired person.







**If you have any fees that YOU charge the borrower directly (i.e. Third Party Processing Fee) you will need to add them at this stage.  Once the initial 
disclosures go out, we cannot add certain fees. Go into your closing costs tab, select borrower-responsible closing costs, click the orange + to add a fee.







Select 3rd Party Processing Fee from the options and then you can select who the fee is paid to and if you click on the orange calculator it will allow you to 
add the amount of the fee and then select “ok”


**Please note** All the title fees 
will auto populate with our Title 


Provider’s fees for the service 
provider list once you run pricing 
later in the training.  You DO NOT 
have to add your own title fees.







**Non-P&I Housing Expense tab is where you adjust for escrows and prepaids. Select Closing Costs on the left side of your screen.


Click “Non- P&I Housing Expenses” and you will see all the Tax, HOI, 
HOA, etc payment options listed. You will see the expense item, the 


monthly amount and if it is escrowed or not from here.







Select the expense you want to add an amount for, and it will expand to give you more options. Here you can add the monthly payment 
amount either by a percentage of the loan amount or an exact dollar figure. You can also choose if you want the expense to be escrowed or 


not by using the checkbox. **YOU ONLY NEED TO WORRY ABOUT THE MONTHLY AMOUNT, PREPAID AND ESCROWED BOXES**


By adding a fee to this section and marking Yes to Escrowed? This will add the escrows section to the Loan Estimate correctly to
reflect in the closing costs.  *The prepaid section is defaulted for the initial disclosures; this will be updated once we get the HOI 


invoice and tax cert back.







When you click “Pricing” you may get this error.
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This field pulls from your Mismo 3.4 as the 
field “TotalMortgagedPropertiesCount”.  If this 
field is zero, the error will pop up.  You will 
need to manually add the number of financed 
properties.  This seems to only happen on 
purchases where the borrower owns no other 
properties so you would update to 1.







6. Select “Pricing” on the left side of screen and select the “Applications” tab to pull/reissue credit. Select 
order new credit report if you wish to pull credit through our system using Credit Plus.  If you would like to 
re-issue a previously pulled credit report, select Re-Issue Credit report and select the credit provider 
through the drop-down list.  You will need to authorize credit prior to re-issuing/pulling.  Select Determine 
and either upload the written authorization or select verbal authorization for each borrower and enter the 
appropriate date.  **Once credit is imported don’t forget to double check the liabilities section.







7. Once credit is imported move to the “Property and Loan Info Tab” and confirm subject property information is correct. Check box if taxes and insurance 
will be impounded, change Doc Type to loan program of choice and update the Rate Lock Period to your desired period.  Next, enter your borrower paid 
comp amount, update the lender fee buyout if needed and select Run Price My Loan to get rates.


**If you are registering an 
ITIN loan please be sure to 
select “Yes” for the ITIN 
option.**







***If your desired loan program is listed under the Ineligible Loan Programs click 
the (+) to expand the options and see ineligibility reasons


8. Eligible Loan Programs and rates will show at the top of the screen and you can choose your program and rate from the options.







9. Once you have chosen a program and rate select 
“Register” or “Request Lock”


10. To finish registering/locking the loan, when the pop-up 
appears make sure your request type is correct and click the “I 
Agree” box at the bottom then “Confirm”.







11. Once you click confirm your loan will finish registering to the portal. At this time you will be 
emailed a Loan Registration Certificate. You can also see the status bar has updated to show 


Registered now under the “Status and Agents” on the left side of your screen.








How To Send 
Initial 
Disclosures







**PLEASE NOTE **If you selected to lock the rate at registration you will not be able to send the Initial Loan Estimate, we will send 
them out for you once we confirm the rate lock.
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Non-P&I Housing Expense tab is where you adjust for escrows and prepaids. Select Closing Costs on the left side of your screen.


Click “Non- P&I Housing Expenses” and you will see all of the Tax, HOI, HOA, etc payment options listed. You 
will see the expense item, the monthly amount and if it is escrowed or not from here.
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Select the expense you want to add an amount for, and it will expand to give you more options. Here you can add the monthly payment 
amount either by a percentage of the loan amount or an exact dollar figure. You can also choose if you want the expense to be escrowed or 


not by using the checkbox.


3


By adding a fee to this section and marking Yes to Escrowed? This will add the escrows section to the Loan Estimate correctly to
reflect in the closing costs.  *The prepaid section is defaulted for the initial disclosures; this will be updated once we get the HOI 


invoice and tax cert back.







Once the loan is registered and impounds have been updated (if applicable) you will order the “Initial Loan Estimate” which is 
the initial disclosure package the borrower will sign with required disclosures, including the Intent to Proceed.   To do this, click 


on “Disclosures” on the left side of your screen and then select “Order Initial Loan Estimate”
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The first step is to enter the Service Providers. We default to 
First American Title at this point. You will choose First 
American in the dropdown box for Assigned Providers.


Once that is selected you will notice the red X 
turns to a green check and the button for Next-
Request Review is now available to continue.
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The next step is Request Review, the system will do a few 
internal checks and those are listed on the left. You should see 
green check mark. If anything has a red X next to it, that item 
will need to be corrected before it will allow you to 
proceed. Click Next – Document Vendor Audit to continue


The system will complete a vendor audit 
at this time and may spin for a few 
moments. Warnings will populate if any 
item needs to be brough to your 
attention, but warnings will not prevent 
you from moving forward. If a red Fatal 
Warning is showing, that will need to be 
resolved before you can proceed. Click 
Next – Order Document Preview to 
continue.







The initial disclosures will now 
generate for you to review before 
sending. Make sure to check the 
little box to confirm you have 
reviewed and accept the 
previewed disclosures. Click Next –
Complete Request to continue.


Once your disclosures have 
been successfully sent to 
the borrower you will see 
the following message. At 
this time your borrowers 
will receive their initial 
disclosure package via 
email and you will receive 
an email letting you know 
the package was sent to 
them. You can also see a 
copy under the E-Docs tab
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How To Submit 
to Initial 
Underwriting







When you have the necessary documents required for submission you can procced with moving the 
loan into submission for Initial Underwrite. Select “Conditions” from the left side of your screen and a 


new window will open with the pre-populated conditions for the selected loan program (Conditions 
will generate according to which Doc Type was selected in Pricing) The documents required for 


submission will be listed as PTA under the Condition/Category. Anything marked PTD will be required 
to obtain the Clear to Close but can be uploaded now as well.


1







2


To upload a condition, find the desired condition in the conditions list 
and you can then drag and drop from your computer or select to 
upload a file and find it in your documents. 







Once you upload a document a new window will pop up and you will select Doc Type from list (for most of the documents you will use “21 
TPO” and then “UW Conditions”)
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You will see the document has been linked to that condition and click 
“RESOLVE” to mark it ready for UW to review.


Repeat this process for all conditions that are required for submission 
(anything that is PTA) and any other conditions you would like to have 
reviewed at this time.







The New Loan Status will be “Document 
Check” and select Change Status.


Please Note:  Document Check and Loan 
Sumbitted are basically the same thing, 
we just use the Document Check status. 


Once you have uploaded and resolved all conditions click on “Status and Agents” on the left hand side and select “Change Loan Status”
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The Jr Underwriter assigned to the loan will receive notification that you have 
submitted this file and will review the documents. After review the Jr Underwriter 


will either push the loan to Underwriting or reach out to you if documents are 
missing. Nothing further is needed from you at this point in
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If you have any questions, please reach out to 
your Junior Underwriter for assistance.
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How to use the 
QuickPricer
Tool
Located in Broker Portal







This feature can be used to 
see pricing options for a client 
without submitting a full 
application.


2


You will find the Quick Price 
tool in your broker portal on 
the left-hand side.  


Launch the Quick Pricer to 
open Price My Loan and 
enter the required 
information (see next page)
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Any fields with a red X are required to run Price My Loan.  
Additionally, you will need to enter the clients estimated 
credit score, total monthly income and total liquid assets.


Once all information has been entered click on Run Price 
My Loan in the blue box.
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The available program and rate options will generate 
for you to review.


If you would like to turn your scenario into a loan, select the 
“Create Loan” button.  This will start a new loan and you will 
need to manually enter all of the 1003 information. 


*Note* At this time you cannot import a 3.4 from the Quick 
Pricer.







If you have any questions, please reach out to 
your Junior Underwriter for assistance.
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