simply | mortgage

N

UPDATING CREDENTIALS

A quick guide on updating your Funding Suite & Credit Plus credentials.

Attempt logging on to the website first, to ensure that your credentials are working.

ON LQB

On the left hand side, scroll down
to "Your Settings" and select "Your
Profile"

YOUR PROFILE

A separate screen will open, here
you will select the "Services" tab.

EDIT

Select "Edit" next to the credentials
you are updating and enter your
new password. DO NOT update
your Login User Name.

FundingSuite

Your Settings

3 Your Profile

: Your Resources
= Download

Your Profile

Your Profile R0 v Access L

edit CREDIT PLUS  Credit Reports
edit FUNDING SUITE Credit Reports

Credit Reporting Agency [CREDIT PLUS v|O
Login [ |©-
Password [ @

Confirm Password [ |@-

ZZ CREDIT PLUS

Credit Plus: https://credit.creditplus.com/custom/login.aspx

Funding Suite: https://secure.fundingsuite.com/Account
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ADDING ORIGINATION

If you would like an origination fee added to your file, a note must be left
on the Conversation Log prior to your initial disclosures.

Click Conflirm T register this loan, Motz that by doing so you may ose alit acoess,

Product Name 30 TR FINFD FHA HIGH BELANCE SMT
Rate Lock Expiration Date 11/12/201% (Aommen a 25-doy look ]

WARMIHG: Worst case pricing will apply if lock is brolerTeg

about tha closing date. PhucESSURS "

Request Type ® Register Loan | Lock Rate

Estimated Closing Dat= 22000 (B [ 1ok Ml

Ermail Cartificate ta [check all) (unchadk all)
= fiver: h.mitchiell phymitg.
et | AVE ACCESS TO SEE THIS.
Pri{essor
W Lock Deske lockdes kil simplymbg.coam
Underwortter: sarah.mitchell@simphymtg. com

HMessage to Lender

IF YOT WANT TOD CHARGE ORISIHATION O
HOTE HERE. ,EAYE A MOTE IH THE {X
ROCESS TO THIS

Warning
THIS DECISION PRICING WAS RENDERED WITHOUT A CREDIT REPORT. ANOTHER EVALUATION

Conversation Log

Mewest ||Categnries T

PROCESSING

Melissa Rubio Please include a loan origination fee of 1%
7A09/2020 1:15PM POT

Permizsion: Al Roles Full Beply
Access

-Please Note-

Processors do not have access to see notes in the “Message to Lender” box, that section
is for lock desk personnel only. Processors refer to notes left in the Conversation Log.

Updated: 07/22/2020
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IMPORTING AN EXISTING
CREDIT REPORT

A quick guide on importing an existing credit report into LQB.

Borrower Information

Credit Report Authorization
Borrower Credit Report Authorization First Name & Middle Last Name & Suffix
Princess in the Pea
R | | | e
viewdoc clear doc ssnO DoB Marital Status
Co-Borrower Credit Report Authorization [111-114111 | [6r21982 | [Mamied  v|
Spouse Name Middle Last Name Suffix
Co-Borrower Document
L — viewdoc  cleardoc |Pn'noe | | inthe | |Fr|)g | I:E
/] /| All Bbrrowers Have Authorized Credit Check SSN DOB
[222-202220 | [ar21980 |
Credit Request Options Present Address
Credit Agency B Street Address O
CREDIT PLUS v
| 6723 variel Avenue |
C Order new report city @ state & Zipcode@ Length (Yrs)
(®) Re-issue existing report | | | ] |
Canoga Park -CA v 91303
Filez O Instant View Password g
Previous Address
[123456789 | [av-123456789 |
@) Upgrade existing report to tri-merge report Street Address
O Order new Refresh report [15650 Devonshire st |
Credit Report Type City State Zipcode Length (Yrs)
| standard v

| Granada Hills

| [cA v][s1344_| |

L] Import tradelines with $0 balance

1.Upload a Credit Authorization form for ALL borrowers on the loan and enter the date.

2.You will see a check mark when all authorizations have successfully been submitted.

3.Enter the file # and Instant View Password. The IV password can be found on the credit
report pdf. by holding down Ctrl F on the keyboard and typing in Instant View password.
This will take you to the page it is located on.

4. Enter the Borrowers Information EXACTLY how it shows on the credit report. Common
mistakes are spelling errors and entering a middle initial when there is not one listed on the
credit report.

5.Now you are ready to submit.

-Please Note-

If you recently updated your password on the Credit Plus/Funding Suite site,

you must update your credentials on LQB. Both passwords must match.
*See the "Updating Credentials" guide for reference*
Updated: 07/22/2020




simply | mortgage

ADDING A PIPLINE

A quick guide on adding and deleting a pipeline.

To add a new tab, click on the "+
tab, the furthest from the right, { B3 10an... 002-Loan... Tasks +
on the pipeline screen.

000-LO Funded Report choose

Scroll down and select an B o
existing custom report by e o P o9y 2 -
. . a0 0 . . 002-Loan Officer Pipeline (copy) choose
clicking the "choose" link next to e s
the report name. e — o

To delete a Pipeline tab click the
"close tab" or "[X]" link towards

003-Loan... 002-Loan... Tasks +

: ®
the top right of your screen and Insuring Pipeline [All loans] (chance) close 2 [X]
then press ok. -—__q"jb

-Loan Officer Pipelines to Add-
000-LO Funded Report

001-Loan Officer Lead Pipeline
002-Loan Officer Pipeline

Updated: 07/22/2020
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PML-ERROR MESSAGE

A guide on what to do when you receive the following error:

"No Eligible Programs”

Eligible Loan Programs

Rates shown in red are expired
* - The costs displayed are the borrower's non-financed settlement charges.
#* - gxceeds the MAX DTI / No Income

CLOSING RESERVE
RATE | POINTS | PAYMENT DTI APR e CASHTO CLOSE| -
) No Eligible Programs
N
) Ineligible Loan Programs
N
CLOSING RESERVE
RATE | POINTS | PAYMENT DTI APR T CASHTO CLOSE| L n e

+ 30 YR FIXED FHA

N

1. Scroll down to the "Ineligible Loan

# * DU APPROVE/REFER/ELIGIBLE, LP ACCEPT, LP REFER ONLY
) * STANDARD CONFORMING LOAN AMTS NOT ALLOWED

* *® <620 FICO ONLY

= * MANUAL UW, 1-2 UNITS: 1 MO PITI RESERVE REQUIRED

. ‘ View More
Programs section. unavailable 3.625‘ 4.?53‘ 1,315.53‘
" on 30 YR FIXED FHA HB SMAH
2. Select the + * ¥ CONFORMING LOAN AMOUNT NOT ALLOWED
* * MANUAL UW, 1-2 UNITS: 1 MO PITI RESERVE REQUIRED
View More M

3.Scroll down to the loan program you unavailablel 3_125| 0_082| 1'235_m|

30 YR FIXED FHA HB SMFG

* * DU APPROVE/REFER/ELIGIBELE, LP ACCEPT, LP REFER ONLY
* STANDARD CONFORMING LOAN AMTS NOT ALLOWED

. . # ® MANUAL UW, 1-2 UNITS: 1 MO PITI RESERVE REQUIRED
4.Each program will list out the reasons the View More

wish to lock.

unavailable‘ 3.625‘ 1.8?8‘ 1,315.53‘
file is not meeting the criteria.
30 YR FIXED FHA HIGH BALANCE SMF
* * MANUAL UW/REFER RESPONSES NOT ALLOWED
) #* INELIGIBLE AUS RESPONSE

1 .
5.0nce you've made the corrections - HIGH BALANCE LOAN AMIS ONLY

* * MANUAL UW, 1-2 UNITS: 1 MO PITI RESERVE REQUIRED

reprice the loan. view tore
unavailable | 3.625 | 4.347| 1,315.53 |

Common reasons you might get the ""No Eligible Programs" error include:

e FICO requirements no met e PMI required
e DTI exceeds max e Max LTV

* Ineligible AUS response e Max cash to borrower is exceeded
Updated: 07/22/2020
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"DUPLICATING" A LOAN

Part1 of 2

= & File

To copy the loan itself: B Iport
From DG 7 DU .

1.When you are in the file: From LPA
= & Export
a.Go to the "File" folder on the left hand side To Calyx Point _.

To Fannie Mae ..

b.Go to the Export sub-folder

c.Select "To Fannie Mae"

d.Scroll down select “Next”
e.Select “Download FNM 3.2 File...”

f.Save the file on your desktop

2. Go to the Simply Mortgage Website » Create New Lead v
a.Log In Import Lead Fi
Create Purch ad
i.Select “Create New Lead” Create Refinanck Lead

Create 2nd Lien (Standalone) Lead

ii. Select “Import Lead File” Import Loan File

* Indicates required fields

iii. “Import Fannie Mae File” should already
) @ Import Fannie Mae file
be SeleCted‘ m Princess_Pea TEST.lnm *

> I understand that applicants' Social Security Numbers may be stored and potentially visible to other users. *

g

iv.Check the box “I understand that...”

This is a time efficient way to create a new file using information from
an existing loan without having to re-enter the data.

Updated: 07/22/2020
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"DUPLICATING" A LOAN

Part 2 of 2

Doc Requests | Upload Docs | Cover Sheets [E5 T80T

Select Documents

To copy. the Documents from the file: : : shipping ¥ "ate Filter by Status ¥ Nostatus [ Protected [ screenea |
~ecopyfic Locumenisrom e S kg CIA_ e — —
* Document List O GENERATED DOCUMENTS CLOSING
1.Got to the "Edocs" folder Batch Editor v GENERATED DOCUMENTS CLOSING
Tt Re T v GENERATED DOCUMENTS CLOSING
" . " El GENERATED DOCUMENTS CLOSING
a.Select Shlp Documents * Upload Documents ¥ GENERATED DOCUMENTS CLOSING
Cover Sheets ] GENERATED DOCUMENTS CLOSING
. : * Ship Documents ] GENERATED DOCUMENTS CLOSING
i. Select the docs to be copied P = e —
¥ GENERATED DOCUMENTS INITIAL CLOSING DISCLOSURES (C
11 Clle Next 2 times v GENERATED DOCUMENTS INITIAL CLOSING DISCLOSURES (C
O GENERATED DOCUMENTS INITIAL DISCLOSURES
. 0 GENERATED DOCUMENTS INITIAL DISCLOSURES
iii. Select Download GENERATED DOCUMENTS INITIAL DISCLOSURES
% GENERATED DOCUMENTS INITIAL DISCLOSURES
iv. Select “as a zip file...” = —— ——

v. Save the file on your desktop .,

| <Back || Downioad || Printto EDocs |

vi. You will need to Copy & Paste all the docs ﬂ“ﬂ% [ Re

from the saved Zip folder to a NEW folder on .. ;| vunweooes )

Download
your desktop (you will not be able to upload P —
@ as a zip file containing multiple PDF documents
documents into LQB from a Zip folder) [ Download || cance! |
vii. After it’s in the new folder, you can now drag / &D
upload up to 12 docs at a time into the new file g

A8

TEST TEST TEST TEST

This is a time efficient way to create a new file using information from
an existing loan without having to re-enter the data.

Updated: 07/22/2020
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REMOVING OLD LEADS

Too much junk on your pipeline?
CLEARIT OUT!

Status

Open the loan, go to:
e Status o
e Assignment and Status

Status Events
* Assignment & Status

Select:

L Change Status P " | Change Status i!
Assignment

Change Status

Change file status to
® |ead Statuses

Select: ° g %
e J.ead Canceled 6 [t
0 lLead Other

Keep your pipeline organized and up to date.

Updated: 02/2021
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HOW TO LOCK
A LOAN WITH A 2" LIEN

@ * price 2nd lien 3.500 0.371 @ First Li=n Results
unavallablel 3.4%0 5.239
RATE | PoINTS | pAYMENT | DT ar | COSHG  cag
F price 2nd lien 3.375 1,296
back to 1st len| 3.000 2.554| 1,052.76 42523| 3352 $19,266.95
¥ price 2nd lien|  3.250 1.577
+ price 2nd lien 3.125 1.952 Second Lien Results
+ price 2nd lien 3.000 2554 Please click here to submit this loan for an exception or contact us for other loan options.
| If selfler or other lender provides 2nd financing, click here to submit. }

[ T I I T I 1

E mitpsfpreLiendingqb.com. T dedPmiid e P asp Moanads §lebitde- 8507-4d - intereet Ls pliores = o b4
il hitges /el lendingab.coen/ Embedderl i T oohmmatioendagedmapper s onned « e £ T-Lam sdat- sec 30007 il ket ugRmuntan T inswndet @

flon Type
Click Conlirm to regist s [oan, Hote that by doing so you may lose edit access, A
Product Name 3 CONF FREDDTE SMMC LARM
Rate Lock Expiration Date 877 fAawmmnn & 55-day lock.) £ ARM
WARNING: Waorst case pri A it ok s broken,  Reqister now and lock later i you are unsure
about the closing date,
Request Type & Register L -;'_'J'm
Estimated Closing Date | Lanch
Emeall Certificate to (check all) |
¥ Loan Officer: jacquimyhmofgmall.com I
Acoount Executive | b
™ processor: mpascencla@simplymig.coem =
¥ Lock Desk: lockdesk@simplymitag,com s 425

o Underwriter: phil.briggs@simplymig.com

Messaqe te Lender

1.Price the loan as you normally would.
a.Select "Price 2nd Lien button'
2.It will take you to the "First Lien Results"
a.It will display the pricing you selected “1st lien”
b.Select “If seller or other lender provides 2nd financing, click here to submit.” This is just stating
that if there was a 2nd Lien it would be priced by another party.
3.This will take you back to the normal process of locking the rate.
a.Make sure "Lock Rate" is selected.
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