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Introduction to Managing Online Loan Applications

Introduction to Managing Online Loan Getting Started »
Applications _
Uang our online loan application, you can take your time and com plete your

One of the primary goals of any website is to start building a business application whenever it is convenient for you. And, you can always save your work
. . . . . s . and come back and complete it later if you neead to.
relationship with prospective customers. While you're XSite includes the

ability to create a wealth of custom lead generation forms, no feature is Even though we recommend that you complete the "Full Application” because it gives
. . us more inform ation to get your loan process started more quickly, we dso provide a
more powerful than the online FlexApp 1003 tool, and its back-end, loan “Quick Application” option that only takes a couple of minutes and will tell us how to
application management tools. contact you
Creating a Loan Application Me HI=Stons
) ) Full loan application
The FlexApp 1003 tool allows your clients to complete an online loan Providas us with moreinformation and cuts down on phane calls
application — either an abbreviated Quick loan app or the complete 1003 Quick loan application
— quickly and easily. Or, they can star the process, save their information Provides us with less inform ation and we'll need to contact you for more

and return to your site and complete it later. Once the application is
complete, they can use the DirectFax tools to send you any paper

documents needed to support their application. Returning Visitors

Task: Start an Application Finish loan application
Go here to complete your loan apphcation

1. Open your Mortgage XSite and click on the Loan Application Fax documents
button. Go here to send us forms such as tax forms, pay stubs, ete...
2. When the FlexApp page appears, click the Full loan application

option, then click Next.

3. Complete the personal information text fields to create a sample

. . . 3. Enter the username and password you created in the previous task
client account on your XSite, then click OK. ) . o
and click OK, then click Full Application.

4. Now, complete the loan application by filling out the relevant fields .
4. In the upper-left corner of the FlexApp, click Loan Purpose and use

and clicking the Next button to move from step to step. . . o
the drop-down menu to jump to any portion of the loan application.

5. At the end of the process, click Finish to submit your application. . o )
5. Edit the application as needed and click Save.

Task: Resume an Application . .
Task: Print a DirectFax Cover Sheet

1. Open your Mortgage XSite and click on the Loan Application ) . . ]
butt 1. Open your Mortgage XSite and click on the Loan Application
utton.

button.

2. When the FlexApp page appears, click the Finish loan application

option, then click Next.
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Faxed Application Packet
2. When the FlexApp page appears, click the Fax documents option, scanned images work the best.) Then, click Browse and find
then click Next. the file on your system, and then click Upload to copy it to your
3. Enter the username and password you created in the previous task XSite.
and click OK. Q If you want to create your own document or form in our HTML

4. The cover sheet appears in the DirectFax window and your Print editor, click Create. Begin typing your document, or copy and

dialog box appears. Select the desired printer and click Print. paste the information from any word processor document. Once

you've saved an HTML document, you can go back and edit it

Faxed Appllcatlon Packet later by selecting it and then clicking Edit.
The Faxed Application Packet tool allows you to create a faxable loan QO Click Add 1003 if you removed your 1003 and need to add it
application packet for your client’'s who do not wish to use the online back into your faxed application packet at any later time.

application. Each faxed packet also includes a DirectFax cover sheet,
which clients can use to fax completed application back to you.
2. Select the Coverpage Notes document and click the Edit button to

The default packet includes a cover page and Form 1003, but you can open this document in the content editor and personalize your cover

add your own forms/documents and customize the cover page. page

Task: Configure Your Packet _ )
3. Once you have multiple documents in your fax packet, use the Move

1. In the main Loan Apps screen click Configure in the Faxed Up and Move Down features to rearrange them

Application Packet pane on the left. A list of default documents
4. Click Close to complete the configuration.

Task: Send an Application
Q Click Upload if you have the document already scanned as an Packet

appears. There are two ways to add your own:

@ Faxed Application Packet

image, saved as a PDF or entered as an MS Word document.

1. In the main Loan

A Faxed Application Packet - Microsoft Internet Explorer : ] Apps screen, enter Enter a borrower name and fax
G Faxed Applcation pacet your dlient's contact number to s=end a loan application
i S - 5 s FomELEEE
Thalfollowlmg documents will be sent via fax or e-maill in the Iapplication packet and listed as links to download on I"a" {Et al d L E"'tFa W OCOWE l"agE
the 'Finish' screen of the online 1003(FlexApp). Click 'Upload' to include your own documents. information and C”Ck Ccnﬂgu re
[ [Document Description [Filename [ upload
\j Coverpage Notes CoverpageNotes.html ] FaX PaCKEt- Your S I
i icati First Name George
. . customized application
) *| ast Name Calvary
: packet is sent
R . . * Py ——
|mmedlately to the fax Fax 053596512
number you entered E-mail george@yahoo.c
and a new Loan Phone 4053596587
Fax Packet
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Application is created in your system.

2. When your customer completes the documents in your packet and
faxes them to the toll-free number on the cover page, those
documents are attached to the new loan application, ready to be

tracked and managed through your XSite.

Loan Application Configuration

Since every mortgage company has their own way of communicating with
clients, your FlexApp can be tailored to meet your company’s needs. You
can customize any of the notifications that appear as the client completes
the application. Plus you have complete control over the steps that make

up your loan management process.

To begin customizing your FlexApp, hover your cursor over Loan Apps in
the toolbar at the top and then click Configure Application in the
toolbar that appears.

Task: Configure FlexApp
1. In the Loan App Options section, click the check box to enable the

desired options:

Loan App Options

[ pisplay Full Application [ round rabin assignment for unassigned loan apps
Sho

Show Liabilities Section of Full Application [ show Patriat Act Disclosure

staff member from Loan Purpose step [ show Credit Authorization

[l bisplay Quick Application [ show Electronic Disclosures Authorization

Automatic daily loan status update e-mails are: bled (Configure daily loan status e-mails)

Redirect to URL after application is finished: |http://www_baytownmortgage hiz/ApplicationReceived | [Set to Default)

Save

Q Display Full Application — Enables the full 1003 version of the
FlexApp.

4 Show staff member from Loan Purpose — Lets clients select

the member of your staff with whom they are working.

U Show Liabilities Section of Full Application — Displays the
Liabilities screen in the full loan application.

Loan Application Configuration

a Display Quick Application — Enables the short version of the
FlexApp.

O Round robin assignment for unassigned loan apps —
Automatically assigns new loan applications to your loan officere

in a round robin fashion.

d Show Credit Authorization — Prompts the applicant to grant
permission for a credit authorization report. The applicant must

agree before completing the application.

Q Show Patriot Act Disclosure — Prompts the user to agree to
provide their name, address, date of birth and other information
as part of the Patriot Act compliance process. The applicant

must agree before completing the application.

a Show Electronic Disclosures Authorizations — Prompts the
user to agree to accept all applicable disclosures related to that
loan application process electronically. The applicant must agree

before completing the application.

Hint:

Whenever your client agrees to any of the above, a digitally-signed
copy of the documents is automatically attached to the Loan
Application.

Click the Configure daily loan status e-mails link to open the
Automatic Status Notifications dialog box. This allows you to
select which current loan applications should receive automatic

status updates, and how all future applications are treated.

Uncheck each loan application for which you do not want to send
daily status notifications or uncheck the Enable automatic status

notifications box to disable them entirely.

If you wish to specify a cutoff for these notifications, check the
Never send status for applications older than box and specify a
timeframe for your XSite to use as a cutoff for your status

notifications.

Managing Online Loan Applications
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Loan Application Configuration

‘A https:/falaresellers.betamortgagexsites.com/Mercury/utilities/L oanAppAutoNotifyConfig.aspx?Fri

11. Click Save to complete the configuration of your FlexApp.

Task: Configure Status Checklist

Automatic Status Notifications

Automatic status notifications save you time and improve the level of communication with your borrowe
out e-mail status updates on a y basis without you having to remember to do anything. Every night, Site will i i

send a status notification for any loan that hasn't been closed. To enable automatic status notifications, review the list The Status CheCk“St determlnes that Steps that make Up your Ioan
of loans that receive daily e-mails. If there are any loans in this list for which you don't want to send status updates,
just uncheck the box next to them.

nding

management process.
Any new loans will automatically be included in the daily status e-mails. To exclude a new loan from status updates,
uncheck the 'Send Daily Status’ box on the status tab of that loan. Nots: DirectFax and incomplete applications as well

as completed applications that have the 'Closed’ status checked off cannot have daily notifications sent for them 1. To add a new status item, click Add in the Borrower Status

automatically and will not show in this list.

Enable autematic status netifications section.
O never send status for applications older than day= (15 - 180) View/Edit Status E-mail
Borrower Status
| Loan Officer Borrower Subject Propert: Date ¥ ’ "
‘ IChristma Crawtord ‘Brad P |123; Berr‘yp 34 ‘UBW Configure the default list of status items you want to notify the borrower about.
Elexa Roberts Clinton Weaver 2383 NE 85th 03/24/2005 Click here to edit default text for e-mails
Carissa Bish Tammy Dawson 9387 Johnson Dr 03/24/2005
Jason Malone Terry Mitchum 348 SE 98th 03/24/2005 [tatus Desanption [Grdered Date] Received Date| Add
-
Jason Malone Ellana Walker 1838 NW 53rd 03/23/2005 '1'“” ’;t"p"cam” 7 -
. . nspection
Christine Crawford Adam Calvary 03/24/2005 £ - - o
Documents Complete I3
Closing \f
2. From the drop-down menu, select User defined loan condition, then

enter the a description for the item in the text box.
5. Customize the text in the status e-mails that are sent to your client 3. Mark whether you want to report the date something was ordered, the

by clicking the View/Edit Status E-mail link. date it was received, or both. Click OK, when finished.

6. Click Save to accept these changes. ; —
P 9 2 Add a Loan Application Status - Microsoft Inter... I J|E|E|
7. In the Redirect to URL after application is finished text box, -

. . Add Loan Condition
type the website address of the page on your XSite (or elsewhere)
you'd like to have displayed when your client completes the FlexApp. Each of the items you add represent a distinct step in the lean
process tl*at_'y:-:u can give 'y-cu'_bc_"c:‘.n_&'s status on. St_&lect a
8. In the Customizable Text section of the configuration screen, click type of condition, enter a description of the new status item,
pl;‘nce a l:|"E_C—{ mark next to the dates you would like to track for
the Edit link for any of the automatic notifications that are sent this status item and click "OK'.

when a client completes either the Full or Quick Application. Type of Condition

. . . . R |User defined loan condition W
9. Edit the text of the message as desired. For the e-mail notifications, Display Description of Condition
you can also use the My Fields menu to insert information about Flood Certification
you and your company, or the Contacts Fields to insert information
about your client. Click Save. Show Date Ordered

10. Finally, edit the company and personal information in the text fields. I oK ] [ Cancel ]

This information is used if you used any of the My Fields codes in

your notification e-mails.
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4. Repeat this process until you've added all the necessary status

checkpoints.

5. If necessary, reorder the checkpoints by clicking the Move Up or

Move Down buttons.

Managing Loan Applications

Whenever any site visitor completes the FlexApp, or returns a Faxed
Application Packet via DirectFax, a loan application file is created on your
XSite. You can see all your loan applications by clicking on the Loan
Applications button in

the XSite toolbar.

. = | Loan Apps
Task: Find and Select a =

Loan App Find
1. To locate a particular @
loan application, type Loan Officer
any information — All Officers hd
such as the
borrower’s name or oL
All Completed Applications 16

the street name of
LEBCDEFGHIIKLM

the property —inthe &= — - - T - - " T ~= ==
Find text box, then

click the magnifying

glass icon. Mew Loan Applications 1
2. To filter your Last 10 Completed Apps 10
applications to view Incomplete Loan Apps 12

just those assigned DirectFax Loan Apps 2

to a particular loan )
Loan Apps From Leads

officer, select a name ] ]
Deleted Loan Applications 8

from the Loan

Officer  drop-down )
Import Loan &pp From File

Furge Deleted Applications

menu.

Managing Loan Applications

Click on a letter to view all of the applications from borrowers who'’s

last name begins with that letter.
Click any of the following links to filter the applications by:

O All Completed Applications — Displays all applications

containing a complete 1003 application.

0 New Loan Applications — Displays all of the applications that
have been submitted since the last time you accessed the Loan
Apps section of your XSite.

Q Last 10 Completed Apps — Shows the 10 most recent

applications that have been completed.

Q Incomplete Loan Apps — Lists those applications which your

clients are still working on.

U DirectFax Loan Apps — Displays the loan applications files that

were created by sending a Faxed Application Packet.

U Deleted Loan Applications — Any loan application you've
deleted is shown, until you purge them.

When you’re ready to empty your deleted loan applications box for

any reason, just click the Purge Deleted Applications link.

As the loan applications are displayed in the right side of the screen,
click the header of any column to sort those applications by that

column.

Once the desired loan application is displayed in the list, click on it to

display the details for the application in the pane below the list.

Task: Edit the Loan Application

Locate and select the desired loan application from the list.
Click the Edit tab at the top of the details pane.

Scroll down and edit any of the fields displayed, then click Save.

Task: Reassign the Application

Locate and select the desired loan application from the list.

Managing Online Loan Applications
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Click the Status tab at the top of the details pane.
From the toolbar, click the Reassign icon.

Select the loan officer or real estate agent from the appropriate drop

down menu, then click OK.

The application is reassigned to that professional, who is immediately

notified via e-mail.

Task: Update the Status and Notifications

1.

2.

Status

Locate and select the desired loan application from the list.
Click the Status tab at the top of the details pane.
From the toolbar, click the Notifications icon.

Enter each of the names and e-mail addresses for any additional
individuals you’d like to keep updated about the status of this loan

application. For example, you might enter the co-borrower, the real

Edit Vendors

"U? M ".‘_l

% » ¥ & 2 & e

Exportto LOS  Print 1003 Conditons Manage Docs  Delete File Reassign Motfications

Gregg Standridge
2398 Southside Dr

(405) 359-6587

Mo agent assigned

[0 ] Status Description |

Ordered | Received |

O0FER K|+

Loan Application 4/21/2006 [ 9|

Appraisal 04/13/2006 [8] |04/20/2006 [79]
Credit Authorization 04/13/2006 [ 7] |04/17/2006 [C7]
Inspection 04/13/2006 [[9] e
Documents Complete e
Closing 3

Enable daily status e-mails for this borrower l Save ] [Send Status]

Managing Loan Applications

estate agent or the closing officer. Click OK to save these names.

In the details window, click the check mark to indicate the
completion of that task. If necessary, fill in an appropriate date for

the event and click Save to update the file.

Click Send Status. If necessary, add any additional recipients to
the To field already populated with the borrower as well as any
additional parties you added in the Notifications panel. Edit the text
of the message and click Send to deliver the status notification e-

mail.

Task: Manage Documents

1.

2.

Locate and select the desired loan application from the list.
Click the Status tab at the top of the details pane.
From the toolbar, click the Manage Docs icon.

Click the DirectFax icon to create a new fax cover page. Use this
page — or send it to your client — to fax any paper documents

directly into your loan application.

Click the Upload icon to select a document from your computer and

make it part of the loan application file.

Select any existing application and click on View to see that file,

Rename to change its name or Delete to get rid of it.

Select a document and use the Signatures icon to prepare it for

electronic signature.

Task: Order an Appraisal

1.

2.

Locate and select the desired loan application from the list.
Click the Vendors tab at the top of the details pane.

Click the New Order button in the Appraisal section, then select

New Appraisal Order from the pop-up menu.

Complete the Assignment Information screen. Any relevant

information from the loan application is already filled in for you. At a

Managing Online Loan Applications
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minimum, you must select a Due Date and a Form Type. Click

Next to continue.

Next, use the tool to locate an appraiser that provides the desired
service in the area which contains your subject property. If you've
already configured a Fee Panel, click that button to display your

favorite appraisal vendors.

# Hint: Create or edit your fee panel by clicking the Profile menu, then

selecting Fee Panel.

6.

Click the Select button for the desired appraiser, review your order,

then click the Send Order button at the bottom of the form.

Integrating with Your LOS

While Mortgage XSites make a great tool to manage your loan application

process and deliver consistent status updates to your clients, you may

also want to use a Loan Origination System for additional capabilities.

Task: Configure Automatic Integration

1.

From the Loan Apps drop down menu in the XSite toolbar, click LOS

Integrations.

If you're using Ellie Mae’s Contour, Encompass or Genesis tool, select
that tool from the menu on the left side of the screen. While you can
share information from your XSite with other loan origination

systems, only these three are currently automated.

Enter your ePASS ClientiD number and, for Encompass users, your

UserlD in the appropriate fields.

If desired, select the option to Automatically upload all finished
applications. If this option is not selected, you’ll have to click the
Upload to LOS link for each loan application to send its data to your
LOS.

Click save.

Task

Integrating with Your LOS

: Export a DO/DU File to Calyx Point

Locate and select the desired loan application from the list.
Click the Status tab at the top of the details pane.
From the toolbar, click the Export to LOS icon.

Save the resulting .FNM file on your local system, making note of its

location.
Now, launch Calyx Point and open a Borrower or Prospect file.

Click the File menu and choose Import from, Fannie Mae DO/DU
(Local).

Browse to your saved .FNM file and click Open.

: Import a DO/DU File

From the My Loan Apps screen, click the Import Loan App From

File link in the Loan Apps pane on the left.

In the screen that appears, Browse to the Fannie Mae DO/DU 3.2

file you exported from your LOS, select it, and click Open.

Complete the borrower login information to create a new online loan

application file on your XSite, then click OK to import the file.

EEX

A Mortgage XSites - Microsoft Internet Explorer

Import Loan Application From File

Click 'Browse' and select the DODU file on your computer (version 3.2
only). If you want the applicant to later be able to log in and monitor
the status of their loan, enter the applicant's email address and create
a password below. Then click OK to create a loan application from the
file.

C\Mortgage Docs\LOS Exports\BEaton17977 fim

brad@pubux.cnm

Applicant E-mail Address

Applicant Password (6 - 20 chars) LY
Confirm Password sessnene
[ QK ] [ Cancel

Managing Online Loan Applications
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