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Important Information Regarding Fees:

Page 9 of this guide will show you how to enter your mortgage broker fee.

You will enter all other fees (additional broker fees and title fees) after you finish registering the file.

We use LodeStar for title fees.

Please refer to the ‘How to Load Title Fees and Send Initial Disclosures’ Guide for these items after you have finished 
registering the file.
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Create New Loan

1. Go to broker portal here and log in with your credentials.

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

3. Select “Import MISMO 3.4” and choose the file from where it 
was saved from LOS system.
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4. The loan information will generate into the system, 
look through the “Application Information” tab to 
ensure all loan information looks correct.
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Point of Contact

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.
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Financed Properties

When you click “Pricing” you may get this error.

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.
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How to Reissue Credit

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. 
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How to Reissue Credit Continued

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.
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Property Information

7. Once credit is imported, move to the “Property and Loan Info” tab and confirm the subject property information is 
correct.  Change “Doc Type” to the desired income calculation method and enter your borrower paid compensation 
amount in the percentage box notated below.

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

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.

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

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

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.
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Contact us to 
learn more!
If you have any questions, please reach 
out to your Junior Underwriter or 
Account Executive for assistance.
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