
 

 
LOAN OFFICER & PROCESSOR PORTAL TRAINING MANUAL 

 
Forge Capital Lending Internal Use Only | Version 1.0 | Oct. 2026 Page 1 

 

LOAN OFFICER & PROCESSOR 

PORTAL TRAINING MANUAL 

Scenario Pricing, Loan Submission, Pipeline Management & Loan Maintenance 

Portal: https://crm.myfcltpo.app/ 

Prepared for Forge Capital Lending Loan Officers and Processors 

Version 1.0 | October 2026 | Internal Use Only 

 



 

 
LOAN OFFICER & PROCESSOR PORTAL TRAINING MANUAL 

 
Forge Capital Lending Internal Use Only | Version 1.0 | Oct. 2026 Page 2 

How to Use This Manual 

 

Portal screens may change over time; follow the business process in this manual unless FCL management 
communicates a revised procedure. 

This manual is the operating guide for Forge Capital Lending Loan Officers and Processors using the Forge Capital 
portal. It is designed for onboarding, side-by-side training, and daily reference. 

PURPOSE  Use the portal to price scenarios, submit loans, maintain loan data, upload documents, monitor pipeline activity, 
request locks, and keep assigned loans moving toward closing. 

 
Item Standard 
Portal Name Forge Capital 
Portal URL https://crm.myfcltpo.app/ 
Primary Audience Forge Capital Lending Loan Officers and Processors 
Related Users Account Executives and Sales/Operations staff 
Classification Internal Use Only 
Version 1.0 - October 2026 

 

Training objectives 

• Navigate the Loan Officer / Processor portal and keep profile information current. 
• Run loan scenarios, review eligible and ineligible pricing, and use Quote History. 
• Create and submit loans with complete data and required supporting documents. 
• Review and update the 1003, loan summary, contacts, pricing, and document library. 
• Monitor the pipeline and respond promptly to conditions and required follow-up. 
• Request loan locks or coordinate with the assigned AE when assistance or an exception is needed. 
• Use Ask George and Resource Forms as support tools while verifying critical loan decisions. 
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1. Portal Overview & Roles 
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The Forge Capital portal is the shared workspace where Loan Officers and Processors can price loans, create 
submissions, maintain loan information, upload documents, monitor pipeline status, and coordinate lock and 
underwriting activity. 

 
Loan Officer / Processor portal dashboard and navigation. 

IMPORTANT  Available menu items and actions may vary by user role, account permissions, loan assignment, and loan 
status. If a function is not visible, coordinate with your assigned AE or FCL support contact. 

 
Loan Officer Focus Processor Focus 
Own the borrower / broker relationship and loan strategy. Own file completeness, document flow, and operational follow-up. 
Run scenarios and discuss program/rate options. Validate loan data, 1003 information, and supporting documents. 
Submit loans and request locks when authorized. Upload conditions and supporting documents; monitor outstanding 

items. 
Respond to borrower and referral-partner questions. Coordinate with the LO and AE to prevent stalls or missed dates. 
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2. Login, Dashboard & Profile 
 

Start each workday by signing in, reviewing the dashboard, and confirming your contact information is accurate. 

 

 

Dashboard / landing page. Profile page: update name, email, phone, photo, and security information. 

 
1.  Sign in to the Forge Capital portal using your assigned credentials. 
2.  Review the dashboard for active packages, documents to sign, and other action items. 
3.  Use the profile area to keep your work email, phone number, profile image, and security settings current. 
4.  Never share login credentials. Log out when using a shared or public device. 

BEST PRACTICE  Accurate phone and email information is important because portal notifications, security verification, and 
FCL communications may rely on your profile data. 
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3. Daily Workflow - Loan Officer vs Processor 
 

Both roles should use the portal every business day, but the emphasis of the work differs. 

Loan Officer Focus Processor Focus 
Review Dashboard, Pipeline, and Documents to Sign at the start of 
the day. 

Review Pipeline and assigned loans at the start of the day. 

Price new scenarios and follow up on active opportunities. Review newly assigned files for data/document completeness. 
Submit new loans after validating program, loan terms, 1003, and 
documents. 

Update loan data and upload supporting documents/conditions. 

Request locks when the borrower is ready and the loan terms are 
correct. 

Monitor locks, key dates, and outstanding conditions; coordinate 
with LO/AE. 

Communicate borrower decisions, program changes, and material 
loan-term updates. 

Escalate missing information or blocking items quickly to the LO/AE. 

Review pipeline again before end of day for anything requiring follow-
up. 

Confirm uploads and status updates are complete before end of 
day. 

 

CONTROL STANDARD  Processors should not change material loan terms, pricing selections, borrower strategy, or 
requested program without coordination with the Loan Officer and/or assigned AE. 

 
 



 

 
LOAN OFFICER & PROCESSOR PORTAL TRAINING MANUAL 

 
Forge Capital Lending Internal Use Only | Version 1.0 | Oct. 2026 Page 7 

4. Quick Pricer 
 

Use Quick Pricer to enter a loan scenario and compare available Non-QM programs and rates. 

 
Quick Pricer - enter scenario data across Loan, Borrower, Property, and Product sections. 

1.  Open Quick Pricer from the left navigation. 
2.  Complete Section 1 - Loan: loan type, lien position, purpose, term, amortization, purchase/appraised value, and loan amount. 
3.  Complete Section 2 - Borrower: enter the credit and borrower profile fields required for pricing. 
4.  Complete Section 3 - Property: enter occupancy, property type, units, state/ZIP, and other required property information. 
5.  Complete Section 4 - Product: select the applicable product and lock-period preferences. 
6.  Review all required-field alerts, then select Run Pricing. 

PRICING ACCURACY  Pricing is only as accurate as the scenario entered. Verify FICO, occupancy, LTV/CLTV, property type, 
loan purpose, documentation type, state, prepayment terms, and lock period before relying on results. 
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5. Pricing Results - Eligible Programs 
 

The results screen separates eligible and ineligible programs. Use the eligible view to compare rates, points/costs, 
payment, and program options. 

 
Eligible pricing results. The PAR option is highlighted and each rate has an Actions menu. 

• Eligible / Ineligible tabs - separate programs that meet the entered scenario from those that do not. 
• Ladder / Detail - change the presentation of pricing results. 
• By Program / By Rate - change how results are grouped. 
• Show all PAR - surfaces available par pricing across eligible program results. 
• Actions - open the selected rate/program details and, when available, request a lock. 

BEST PRACTICE  Do not select a rate based only on note rate. Confirm program, price/points, payment, loan terms, 
prepayment structure, and scenario assumptions before presenting or locking the option. 

 
 



 

 
LOAN OFFICER & PROCESSOR PORTAL TRAINING MANUAL 

 
Forge Capital Lending Internal Use Only | Version 1.0 | Oct. 2026 Page 9 

6. No Programs / Disqualifiers 
 

When the scenario produces no eligible programs, use the disqualifier details to determine why. 

 
Ineligible programs display DSQ/disqualifier reasons and highlighted fields. 

1.  Open the Ineligible tab and review the disqualifier reasons shown for each program. 
2.  Select Review highlighted fields when available to identify inputs that conflict with program rules. 
3.  Correct any inaccurate scenario data and run pricing again. 
4.  If the scenario is accurate and an exception may be warranted, coordinate with the assigned AE before using any lock-exception 

workflow. 
DO NOT  Do not alter scenario data simply to make a product appear eligible. Pricing inputs must match the actual 
transaction and borrower profile. 
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7. Quote History 
 

Quote History provides a quick record of past pricing activity and registered pricing scenarios. 

 
Quote History - search prior pricing activity and open a saved result. 

• Use Search program to locate prior quotes. 
• Review Date, Program, Rate, Payment, and Source. 
• Select View to reopen the pricing record. 
• Use Quote History before recreating a scenario that was recently priced. 

BEST PRACTICE  Re-run pricing before making a current rate commitment. Quote History is a historical reference and market 
pricing may have changed. 
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8. Pipeline Management 
 

Pipeline is the primary work queue for monitoring active, funded, and inactive loans. 

 
Pipeline view - filter by status, sort, search, and open a loan record. 

• Active - loans currently in process. 
• Funded - loans that have reached funding. 
• Inactive (Cancelled, etc.) - loans no longer active. 
• Status filter - isolate loans by current stage. 
• Search - find a loan by loan number, borrower name, LO/broker, or other available criteria. 
• Go to Loan - open the full loan record. 

DAILY STANDARD  Every assigned active loan should be reviewed for status, pending documents/conditions, lock status, 
and next action. Do not allow a file to sit without a clear owner and next step. 
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9. Loan Record & Summary 
 

Open the loan record to review the current loan status, key terms, property information, key dates, and available 
loan-level tools. 

 
Shared loan summary screen used by Account Executives, Loan Officers, and Processors. Sample borrower data has been redacted. 

• Loan Summary - high-level loan information and milestone/key-date tracking. 
• 1003 - borrower, employment, assets, liabilities, REO, transaction, declarations, demographics, originator, and loan details. 
• Pricing - price or re-price the loan using the current loan data. 
• Document Upload - upload and manage loan documents and conditions. 
• Agent Contacts - view transaction and account contacts associated with the loan. 

KEY DATES  Watch Registered, Loan Submitted, Submitted to UW, approval, lock expiration, closing, and other milestone 
dates. Missing or stale dates can signal a file that needs attention. 
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10. 1003 Review and Updates 
 

The 1003 area is the loan data workspace. Review every relevant section for accuracy before submission and 
whenever material loan information changes. 

 
1003 screen with Subject Property, Borrower Information, Employment, Assets, Liabilities, REO, transaction, declarations, demographics, originator, 

and loan details. 

• Confirm loan purpose, loan amount, rate, and property address. 
• Verify borrower names, contact data, occupancy, employment/income, assets, liabilities, and REO as applicable. 
• Review housing expense and property-tax/insurance/HOA information when applicable. 
• Use Save after making edits. Move through each section deliberately rather than relying on the summary alone. 

CONTROL STANDARD  The 1003 and supporting documents must tell the same story. Resolve material inconsistencies 
before submission or condition delivery. 
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11. Submit a Loan - Overview 
 

Use Submit a Loan to create a new loan in the portal and transmit the loan data into Encompass. 

1.  Open Loan > Submit a Loan (or the Submit Your Loan shortcut, depending on your menu view). 
2.  Enter or import the required loan and borrower information. When a 3.4 MISMO file is used, verify that the imported data is 

correct. 
3.  Review the loan information and complete all required submission fields. 
4.  Upload the required initial-underwriting documents displayed by the portal. 
5.  When all required information is ready, select Create Loan. 
6.  Keep the browser page open while the system creates the loan in Encompass and completes the import steps. 

IMPORTANT  Creating the loan is not a substitute for reviewing the imported data. Always validate the resulting loan record 
and 1003 after the import completes. 

 

 
Submission workflow - after required information/documents are addressed, select Create Loan. 
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12. Submission Documents 
 

Step 3 of the submission workflow displays the documentation required for initial underwriting. Requirements vary 
by transaction and program. 

 
Example of the Required Documents for Initial Underwriting list. 

• Items marked REQUIRED should be uploaded before submission whenever possible. 
• Use Choose files to attach the correct document to the corresponding requirement. 
• Use I'll provide this later only when allowed and when the missing item will not prevent the file from being accepted or reviewed. 
• Examples shown in the portal include lease agreements (when applicable), 3.4 MISMO, completed 1008/lender page, tri-merge 
credit, borrower certification/authorization, fee sheet, REO support, purchase agreement, initial 1003, and program-specific income 
documentation. 

SUBMISSION QUALITY  A complete submission reduces setup questions, suspense conditions, and underwriting turn-time 
delays. Upload legible files and label documents clearly. 
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13. Create Loan & Encompass Import 
 

After Create Loan is selected, the portal builds the loan in Encompass and assigns the file to the appropriate users. 

 
MISMO import progress. Keep the page open until Import complete. 

• Receiving MISMO file 
• Converting MISMO to loan data 
• Creating loan in Encompass 
• Assigning loan officer 
• Assigning loan processor 
• Assigning account executive 
• Loading loan details and owner 
• Saving loan to pipeline 
• Import complete 

DO NOT  Do not close or refresh the page while the import is running. Wait for the import-complete confirmation, then open 
the loan from Pipeline and verify the data. 
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14. Document Upload & Conditions 
 

Use Document Upload to add supporting documents, underwriting conditions, and other loan-level files after the 
loan has been created. 

 
Loan-level Document Upload library. 

1.  Open the loan from Pipeline and select Document Upload. 
2.  Select Upload or drag files into the upload area when supported. 
3.  Confirm the correct file appears in the loan library. 
4.  Use Notes or clear file naming to identify the condition or purpose of the document. 
5.  Verify that the file is legible and belongs to the correct borrower/loan before finishing. 

CONDITION DELIVERY  When uploading a condition response, make it easy for Underwriting to connect the document to the 
requested condition. Avoid unlabeled or duplicate uploads whenever possible. 
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15. Agent Contacts 
 

Agent Contacts provides the loan-level contact directory for people and organizations associated with the 
transaction. 

 
Agent Contacts may include the Loan Officer, Broker/Lender, company contacts, insurance providers, and other transaction parties. 

• Use the contact screen to confirm the correct people are associated with the file. 
• Verify phone and email information before relying on it for loan communications. 
• If a required contact is missing or incorrect, coordinate with the LO/AE or update it if your role has edit permission. 
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16. Loan Pricing 
 

The Pricing tab allows pricing to be run directly from the loan record using the loan data already in the portal. 

 
Pricing tab inside a loan record. Review the four pricing sections and select Run pricing. 

• Review all pre-populated loan data before running pricing. 
• Confirm loan amount, property value, LTV/CLTV, occupancy, documentation type, credit score, property type, state, and product 
assumptions. 
• Use Reset only when intentionally clearing scenario inputs. 
• Select Run pricing and review eligible/ineligible results before requesting a lock. 

REPRICING  If loan terms or borrower/property information changes, re-price the loan before discussing a final option or 
requesting a lock. 
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17. Requesting a Loan Lock 
 

A lock request begins from an eligible pricing result. Confirm the exact program and rate before submitting the 
request. 

 

 

Open Actions and select Request Lock. Review program, rate, points, payment, and notes before submitting. 

 
1.  From eligible pricing results, locate the desired rate/program. 
2.  Open Actions and select Request Lock. 
3.  Review the Program, Rate Description, Selected Rate, Points, Payment, and Scenario in the confirmation dialog. 
4.  Enter any useful notes for the Lock Desk. 
5.  Select Request Lock. 
6.  Monitor the loan for lock confirmation and verify the final locked terms when returned. 

EXCEPTION ROUTING  If the desired program is not eligible or an underwriting/lock exception is needed, coordinate with the 
assigned AE. The AE will route the request through the appropriate FCL escalation process. 
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18. Documents to Sign 
 

Documents to Sign is the portal queue for documents assigned to you for review and electronic signature. 

 
Documents to Sign dashboard showing Pending, Viewed, Signed, and Total counts. 

• Pending - assigned documents that still require action. 
• Viewed - documents opened but not yet completed. 
• Signed - completed documents. 
• Total - all documents assigned to you. 

DAILY CHECK  Review Documents to Sign each day. Outstanding signatures can delay disclosures, approvals, locks, or other 
loan milestones. 
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19. Resource Forms 
 

Resource Forms is the portal library for FCL forms, reference documents, and operational support materials. 

 
Resource Forms library with searchable categories and document previews. 

• Documents & Forms 
• Closing Documents 
• Lock Request & Extension Requests 
• Condo Forms 
• Business Purpose Licensing Information 

Use the search field or category filters to locate the appropriate current form. Preview the document in the browser or 
download a copy as needed. 

VERSION CONTROL  Use the portal library as the source for current FCL forms whenever possible. Avoid using old saved 
copies if a newer portal version is available. 
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20. Ask George 
 

Ask George is the portal mortgage assistant for FCL scenario and guideline questions. 

 
Ask George - common questions, new chat, and scenario support. 

• Ask general underwriting-guideline questions. 
• Ask what documentation is needed for a program or scenario. 
• Ask which FCL loan programs may fit a scenario. 
• Ask program-specific questions such as DSCR, Alt-Doc, ITIN, or other Non-QM topics. 

IMPORTANT  Ask George is a support tool, not the final credit authority. Double-check critical eligibility, underwriting, 
compliance, and pricing decisions against current FCL guidelines, the portal/pricer, and Underwriting. 
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21. Escalation & Exception Routing 
 

When a loan is blocked by an underwriting condition or requires an exception, use the established FCL escalation 
path rather than relying on informal messages. 

Loan Officer / Processor action: 

• Identify the exact loan number, borrower, condition or eligibility issue, and the requested outcome. 
• Provide the supporting facts and documents that explain why the request should be reviewed. 
• Coordinate the request with the assigned Account Executive. 

AE underwriting escalation process: 
UNDERWRITING ESCALATION  The AE emails underwriting@myfcltpo.com and includes the loan number, borrower name, 
the specific condition in question, and the exact exception/request being made. 

 
For pricing or lock issues, clearly identify the program, requested rate/term, pricing result, and what assistance is needed. 
Do not submit vague exception requests. 
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22. Control Standards & Common Mistakes 
 

The portal is designed to accelerate loan movement, but speed depends on accurate data and disciplined file 
handling. 

Item Standard 
Incorrect scenario inputs Verify FICO, occupancy, property type, loan purpose, LTV/CLTV, 

state, documentation type, and loan amount before pricing. 
Pricing without reviewing disqualifiers Read the ineligible reasons before changing the scenario or asking 

for an exception. 
Submitting incomplete loan data Review imported MISMO/1003 data and required fields before 

Create Loan. 
Uploading unclear documents Use legible files, correct borrower/loan, and clear labels/notes. 
Closing import page too early Keep the page open until Encompass import is complete. 
Locking the wrong terms Review program, rate, points, payment, prepay, and transaction 

data immediately before Request Lock. 
Relying only on AI guidance Use Ask George as a support tool; verify critical decisions against 

current guidelines/pricing. 
Allowing files to stall Review Pipeline every day and assign a clear next action for active 

loans. 
 

FILE OWNERSHIP  If you see an error, missing condition, approaching lock expiration, or unclear status, address it or 
escalate it the same day. Do not assume another user has already handled it. 
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23. Daily / Weekly Quick Reference 
 

Use this checklist as a repeatable operating routine. 

Daily - Loan Officer 

• Review Dashboard, Documents to Sign, and Pipeline. 
• Price new scenarios and re-price changed files. 
• Review active borrower/partner follow-up and open loan decisions. 
• Submit complete new loans and verify successful Encompass creation. 
• Review conditions, lock status, and key dates with Processor/AE. 
• Request locks when borrower/program decision is confirmed. 
• Finish the day with a second pipeline review for urgent items. 

Daily - Processor 

• Review assigned Pipeline and prioritize files by milestone and urgency. 
• Audit 1003/loan data and document completeness. 
• Upload conditions/supporting documents and verify successful upload. 
• Track outstanding items, key dates, lock status, and underwriting movement. 
• Coordinate missing information or material changes with the LO/AE. 
• Confirm every active file has a documented next action before end of day. 

Weekly - Both Roles 

• Review aging loans and files with no recent activity. 
• Review locks approaching expiration and closing dates. 
• Reconcile outstanding conditions and documents promised later. 
• Confirm contact/profile information and saved resource forms are current. 
• Use Quote History and pipeline activity to prepare follow-up with the AE and broker partners. 
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24. Portal Glossary 
 

Common terms used throughout the Forge Capital portal and this manual. 

Item Standard 
1003 Uniform Residential Loan Application data within the loan record. 
3.4 MISMO Standard mortgage data file used to transfer loan data into the 

portal/Encompass. 
AE Account Executive assigned to the broker/client relationship. 
CLTV Combined loan-to-value ratio including applicable subordinate 

financing. 
DSQ / Disqualifier Reason a program or rate is not eligible for the entered scenario. 
Eligible Program/rate that meets the entered pricing criteria. 
Ineligible Program/rate that fails one or more pricing or eligibility rules. 
Key Dates Loan milestones such as registration, submission, underwriting, 

approval, lock expiration, and closing-related dates. 
LTV Loan-to-value ratio. 
PAR Pricing point where the rate is displayed at par for the scenario in the 

pricing results. 
Pipeline Work queue containing active, funded, and inactive loans. 
Quick Pricer Scenario-pricing tool used before or outside a specific loan record. 
Quote History Historical record of prior pricing/registration activity. 
Rate Lock Request to secure specific loan pricing for a defined lock period, 

subject to FCL confirmation. 
REO Real estate owned by the borrower. 
Resource Forms Portal document library for FCL forms and operational references. 

 

FINAL REMINDER  Accurate data, complete documentation, timely follow-up, and clear communication are the core 
controls that keep Non-QM loans moving efficiently through underwriting and closing. 

 


	1. Portal Overview & Roles
	2. Login, Dashboard & Profile
	3. Daily Workflow - Loan Officer vs Processor
	4. Quick Pricer
	5. Pricing Results - Eligible Programs
	6. No Programs / Disqualifiers
	7. Quote History
	8. Pipeline Management
	9. Loan Record & Summary
	10. 1003 Review and Updates
	11. Submit a Loan - Overview
	12. Submission Documents
	13. Create Loan & Encompass Import
	14. Document Upload & Conditions
	15. Agent Contacts
	16. Loan Pricing
	17. Requesting a Loan Lock
	18. Documents to Sign
	19. Resource Forms
	20. Ask George
	21. Escalation & Exception Routing
	22. Control Standards & Common Mistakes
	23. Daily / Weekly Quick Reference
	24. Portal Glossary

