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Importing an online application 
1. Click on the Loan Mailbox link in the upper right corner of your pipeline view or 

click on the Encompass tab and choose Loan Mailbox 

 

2. When the loan Mailbox is opened click on the Borrower name that you would like to 

import.  

 

3. Once you click on the name the image below will show at the bottom of the loan 

mailbox. Click “here” to import the application.  
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4. Before importing the application you will need to choose a loan template. Click on 

the magnifying glass with the plus sign and the template choices will appear. Double 

click on the appropriate template.  
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5. Once you choose your template click the import button. 

 

 

6. Once imported you will get a prompt to open the loan. If you are ready to view the 

application click “yes” 
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Creating a New File in Encompass  
1. Make sure that you are in the “prospects” loan  folder in Encompass 

 

2. Click on the Page with the green plus sign to create a new loan 

 

3.  A page will open up that will allow you to choose the correct template. Choose 

select on the template you would like to choose and a new file will open.  

  



 

6 | P a g e  

 

 

Borrowers Summary 
 

The first page that will open up is the borrower’s summary. This page is where you will go 

to pull credit, choose the loan template, closing costs, etc.  

1. The first section is the borrower’s information. Double check to make sure that all 

the fields are completed and correct.  If there is a co-borrower you can click the copy 

from borrower button and it will copy over the current and subject property 

information.  
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2. If there is an individual is going to be on title only enter their information in the Title 

Only & NonPurchasing Spouse section 

 
 

3. Next you will complete the present address. We have to show a minimum of two 

years address history so if the borrower hasn’t lived at their current address for 

over 2 years make sure to complete the previous address information as well.  
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4. The next section is the credit information. This is where you will order credit, view 

previous credit reports and import liabilities.  – Please see the Ordering Credit 

section for more details on how to pull credit.  
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5. subject property information  

a. If it is a purchase and they are getting pre-qualified you will use TBD as the 

address 

b. If this is a refinance of their current residence you may click copy from 

present 

c. Always make sure you choose the correct property type since this will affect 

pricing 

d. Enter in the appraised value 

 

 
 

 

 

 

6. Transaction Details – this is where you will choose the loan program, closing cost 

template, closing date, etc.  

a. To choose the loan program and Closing Cost template click on the 

magnifying glass for each to choose and the template pages will appear.  
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b. Double click on the correct loan program 
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c. Click on the magnifying glass to choose your closing cost template and 

double click on the correct one.  
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d. If this is a purchase enter in the purchase price and down payment amount 

 

e. Choose the Est. Closing Date (this will affect your odd days interest you 

collect) 

 

f. Enter in the Note/Qual rate and the term in months.  

 

7. Enter in the Lead Source – this is important to enter in correctly because it will help 

you keep track of your referral business.  
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8. At the bottom of the page you will see a button that says “Click here to Complete 

Application” DO NOT complete this unless you are ready to send disclosures to your 

borrower!! However if you are ready to disclose click here to do so.  
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Pulling Credit 
1. On the borrower’s Summary click on Order Credit. If you don’t have enough 

information entered to pull credit Encompass will prompt you to enter the missing 

information before you can order the report. 

 

2. Choose Universal Credit from the providers list and click Submit 
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3. Verify that the borrower’s information is correct and click finish. Once the report is 

pulled a new services view tab will open with the new report 

 

4. If you would like to remove a borrower from a report contact Universal Credit (their 

phone number is at the top of the credit report). Universal will issue you a new file 

number for the report.  

a. Once you have the new file number go to the borrower’s summary and click 

on order credit, choose universal credit and click submit 

 

b. Once the report request box opens choose “import from website” from  the 

Order method dropdown, enter the new file number and click finish  
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Completing the 1003 - Page 1 
I. Types of Mortgage and Terms of Loan  

a. This information will pull over from the borrower’s Summary but it is good 

to double check and make sure this information is correct.  

 

II. Property Information and Purpose of Loan  

a. If you have a subject property look to see what year it was built and enter 

that information.  

 



 

17 | P a g e  

 

 

b. Choose the manner in which title will be held. You are unable to choose “to 

be decided in Escrow.” Choose your source of Down Payment.  

 

III. Borrower’s Information 

a.  Enter in the number of years for school and if there are dependents enter the 

ages separated by a comma  
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b. If the mailing address is the same click the “same as present box”. 

 

c.  If the borrower is renting and you need to enter in the landlord information 

click the “Show All (VOR) button. This is also where you will go to enter in 

multiple addresses if the borrower has lived at more than two places over 

the previous two years.  
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d. After clicking the Show All VOR button the Quick Entry page will appear. This 

is where you will enter in the landlord information. If you need to enter in an 

additional residence click on the page with the green plus sign.  

 
e. Choose if the additional residence if for the borrower or co-borrower and if it 

is current or prior. Complete the information and click close.  
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IV. Employment Information 

a.  It is important to be as accurate as possible since this is the information your 

processor will use to order the Verification(s) of employment.  

b. You are required to have a two year minimum history or employment; if you 

need to enter an additional employer click on the Show All (VOE) button.  
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c. After clicking on that the Quick Entry – VOE page will appear. Click on the 

page with the green plus sign to enter the information and choose whether 

the new employment is for the borrower or co-borrower and if it is current 

or prior.  
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d. Click ok and enter in the employer information. Again, make sure to be as 

detailed as possible to ensure the VOE is current. Always enter the correct 

address, contact information, employment period and monthly income.  
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Completing the 1003 – Page 2 
V. Monthly Income and Combined Housing Expense Information: 

Gross Monthly Income 

1. Enter their base monthly income, overtime, bonus, and commission- make sure it is 

split up into the correct category, do not lump everything into Base.  If you are using 

OT/Bonus or Commission make sure you have two years history of receiving it.  

 

2. If they have another source of income enter under “other income” (foster care, SSI, 

child support, alimony, etc.) Make sure you select B / C for Borrower / Co-borrower 

 

3. If you see they have unreimbursed business expenses showing on their tax returns 

(If borrower is receiving over 25% of their income through commissions we must 

look for this – it can be found on Schedule A line 21) enter this as a negative number 

in the Other Income section and type URE in the description.  
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Monthly Housing Expenses  

1. Enter their current mortgage in the present section *** Please note that the present 

must ALWAYS represent the primary residence; regardless of the occupancy of the loan 

you are working on.*** 

 

2. If there is a second lien on the loan it must appear in the Other Fin field for present and 

proposed unless it is being paid off through this mortgage transaction.  

 

3. If renting enter the rent amount and if they are living rent free enter 0 

 

4. Enter the HOI and taxes in the proposed  
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5. Enter in the mortgage insurance by clicking on the Pencil and Notepad Icon next to Mtg. 

Ins.  

a. For FHA make sure it is calculating off of the base loan amount and click 

“get MI” this will automatically enter the upfront and monthly MI 

amounts 

b. If it is an FHA SL endorsed before May 31, 2009 you will need to manually 

enter .01 in the upfront section and .55 in the monthly MI section 
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For Conventional loans you will need to price out MI via Optimal blue and enter the 

insurance in the format you see below. Make sure that you are entering in 360 for months 

and cancelling at 78%  

*** Always make sure that you are your MI quote and placing it in the file 

manager this is part of QM and cannot change after disclosed ***
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VI. Assets and Liabilities 

1. To enter in assets click the Show All VOD button 

2. Click the page with the green plus sign to add a new account,  

3. Choose who the VOD is for, borrower, co-borrower or both. 

4. Enter the name of the depository. 

 

 

5. Select the account type, the “Account in the name” of will auto-fill, enter the account 

#, and balance. 

a. If they have more than 1 account at the same institution, add under account 

type. The Total Balance will adjust. 

b. If they have an acct at a different institution, click the page with the green 

arrow and fill it out with the other accounts info. 
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Liabilities 

1. Click “Import Liabilities” to pull all liabilities over from the credit report.   

2. To view all the liabilities or exclude a liability click on the “Show All (VOL) button  

a. Make sure you put a check in the box under “Paid off” for any liabilities being 

paid off through the proceeds of the loan.  

b. Double check all student loans to make sure that you are using the correct 

amount to qualify 

c. If you would like to exclude a debt that is going to be paid off prior to closing 

choose the debt in the Show All (VOL) page and check the box to exclude it  
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Completing the 1003 – Page 3 
VI.  Assets and Liabilities (continued) 

 

1. Click the Show All (VOM) button to fill out the schedule of real estate owned.  

a. You must enter all properties that the borrower and/or co-borrower own 

even if they aren’t showing on credit.  

  

2. Click on the page with the green plus sign and the liabilities will pull up 

3. Click on the mortgage(s) associated with the property and click ok.  

a. If there is a second on a property make sure you attach both liabilites 

 

  



 

30 | P a g e  

 

 

4. Enter the property information 

a. Check next to “Subject Property” if it’s the property they are refinancing. 

5. Make sure you enter the correct occupancy in the “Property is used as”  

6. Enter the property status, type of property and all expenses associated with the 

property 

a. If the property is an investment property but not the subject property enter 

the gross rental income using off the income calculation worksheet  

b. If the subject property is also an investment property you will enter the gross 

rental income in the transaction details of the borrower’s summary page. 

 

 

  If subject property is an investment property enter 

the gross rent on the borrower’s summary. If you 

are using the gross rent calculated from the income 

calculation worksheet, use 100% Occup Rate. If you 

are using a lease agreement enter 75% in the Occup 
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VII. Details of Transaction 

 

1. If it is a purchase enter the earnest money amount in Cash Deposit on sales contract 

field 

2. If the seller is paying seller concessions enter that in the seller credit field 

3. Verify the borrower isn’t receiving too much money back at closing 

a. Conventional Rate and Term – borrowers can get back $2000 or 2% of the 

loan amount; whichever is less 

b. FHA Rate and Term – Borrowers are not allowed to get cash back unless its 

incidental cash back up to $500 

c. Cash-out – Borrower can get any amount back up to 80% LTV 

d. DURP/LP – Borrowers cannot get more than $250 back  

e. USDA to USDA – no cash back allowed 

f. VA Purchase – borrower can receive back the amount of their earnest money  

4. Make sure that if the borrower is bringing any cash to close that you have assets in 

the file.  
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VIII.  Declarations: 

1. Make sure that the declarations section is complete and accurate.  

 

a-f When reviewing Credit Report review the public records section to verify this 

information. 

g. if yes make sure it’s in the liabilities and there is a divorce decree and/or child support 

order in the file manager and vice versa (if they have this in the liabilities and divorce 

decree make sure this says yes) 

i. make sure this is not showing on credit report 

j vs. K. if not U.S. citizen make sure we have a green card and other required documentation 

in file. 

l. If subject is primary make sure this says yes, and if second/investment make sure this 

says no 

m. if this says No make sure to get have a  First Time Homebuyers cert in the file.  

 (1) PR: Primary SH: Second Home IP: Investment Property 

 (2) S: Sole Ownership, SP: With Spouse, O: with Other  

 

X. Information for Government Monitoring:  

i. Enter in the borrower and/or coborrower information, even if they do not with to 

provide this we have to fill out based on our best observation.  

ii. Use the drop down to next to “Information Provided By” to choose how you 

disclosed to your borrower.  

  



 

33 | P a g e  

 

 

2015 Itemization 
Section 800. Items payable in Connection with the loan  

801. The origination fee will automatically fill out once you’ve selected your closing cost 

template but verify that it is correct 

802 Do not enter in a lender credit here: enter it on page 3 of the 1003. The lock desk will 

update this section after you lock the loan.  

803 The appraisal fee will also already be populated, to make sure that it is marked paid 

outside of closing click the small arrow to the left and the fee amount will be in the POC 

box. To have the appraisal be paid through closing clear this field *** you must get 

permission from management to do this***

 

805. This field will automatically populate. DO NOT change this fee before disclosing. The 

closing department will update this field with the correct amount.  

Section 900. Items Required by Lender to be paid in Advance 

901. The daily Interest Charges will calculate based on the closing date you entered on the 

borrower summary 

902. This will automatically populate on an FHA loan when you click the get MI button on 

page 2 of the 1003 

903. Enter 12 months of homeowner’s insurance if this is a Purchase or if the HOI is due 

within 60 days of closing 

904. If taxes are due within 60 days of closing enter 12 or if the buyer owes the seller taxes 

for the fiscal year enter number of months that they owe. 

905. The VA funding fee will automatically fill out when you choose the closing cost 

template. Do not change this unless you have a COE showing they are exempt  

  



 

34 | P a g e  

 

 

Section 1000. Reserves Deposited with Lender 

1101  To correctly set up your escrow account click on the aggregate adjustment button 

 When the initial Escrow Account Setup page appears enter in 2 months of cushion.   
 Enter 12 in the month/year field that the taxes are due. If they are due in multiple 

installments enter the amount of months due in the correct month/year field. To 

look up this information online go to www.netronline.com to find the tax bill 

 Enter 12 in the correct month/year in which HOI will be due. If it is a purchase enter 

the month that the transaction closed for the following year 

 If city taxes are due separately enter the month/year in which they are due 
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Sections 1100 – 1200  Title Charges & Government Recording Fees 

 This is where you will set up your title/recording fees. Please see the Smart GFE 

section to view how to import these 

Section 1300.  Additional Services you can shop for 

1310 – 1320  If there are any HOA transfer fees or initial fees enter them in these fields. 

Make sure that they are in one of the fields with a ** 

 

Printing out itemized fee sheet 

1. To print out an estimated fee sheet to provide your borrower click on the print icon 

in the top right corner of encompass 

 

2. Go to the custom forms tab and in the sales folder you will highlight “Pre-

Application Worksheet”, click the add button, and print  
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Smart GFE 
1. Go to the Services tab and click on Order Additional Services 

 
2. When the additional Services screen opens you may have to add SmartGFE to your 

providers if you are using it for the first time. You can do so by clicking on the All 

Providers tab, finding SmartGFE on the list and clicking Add to My List.  
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3. When you have added SmartGFE go back to the My Providers tab, click on SmartGFE 

and press submit 

 

4. In the Questions section complete the required fields, most of the items should have 

pulled from Encompass except for the Appraisal Product Name and the Estimated 

Property Value. 

 

5. Once all fields are completed click on the Continue to Fees Button 

  



 

38 | P a g e  

 

 

6. Once you are on the fees page you can choose the appropriate title company by clicking 

on select provider. Once you have the correct company chosen click on Export to 

Encompass. The fees will automatically be placed in the correct fields of the 2015 

Itemization once exported.  

 

7. To view the fees in Encompass go to the file Manager and a certificate will be in the 

compliance certificate placeholder.  

 

8. Always double check your fees to ensure they exported correctly before you disclose   
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Completing the Application and Requesting Disclosures 
1. When you are ready to request disclosures go to the Borrower Summary and scroll 

down to the bottom of the page and press the “click here to complete Application” 

button 

 

2. Enter in the Estimated Value and click Close, this will alert you that the initial 

disclosures are due and must be sent within three business days 
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3. To request disclosures go to the Encompass Log and Clock on the Qualification 

milestone 

 

4. The Qualification Worksheet will open up and if you are missing any of the required 

fields it will list them for you. You must complete these before moving it to the next 

milestone. 
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5. Once all the required fields are completed click on the Magnifying glass next to the 

Loan Opener field and choose the correct loan team member you would like to push 

the file to.  

 

6. Check the finished box and save the loan. This will automatically put the loan in the 

qualification milestone, notifying the loan team member that disclosures have been 

requested.  
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Pricing and Locking Loan in Optimal Blue 
 

1. Go to the service tab and click on “Search Product and Pricing” 

 

2. Select Optimal Blue- Enhanced from the product and pricing pop-up window and 

click on the Submit button.  
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3. Once the pricing request box opens enter in your Optimal Blue username and 

password and click continue. 

 

4. The information from Encompass will automatically pull over in to optimal blue. 

Make sure to review the information and that you have all the required fields 

completed (these are marked with a   red dot). Any field that is greyed out is read 

only and can only be updated in Encompass.  

 

a. Lien Information  

i. If you are doing a second mortgage make sure that this is entered in 

the second lien amount section because it will affect pricing 

ii. If you enter the second in the HELOC amt. field and they are taking out 

a new heloc make sure that you also enter it in the HELOC Draw Amt. 

field as well to get accurate pricing.  

 

b. Loan Information 

i. LTV is going to be based off of what you have entered in the Appraisal 

Amount field, not the Price/Estimated Value field. So make sure that 

the correct amount is entered.  

 

c. Borrower Information  

i. Most of this information is pulled from Encompass but this is also 

where many loan officers will adjust a borrower’s fico score to see if 

an increase in their score would positively affect pricing. 

 

d. Property Information 

i. The property type will pull over from encompass, however make sure 

that the correct property type, number of units and number of stories 

is selected because this will affect pricing.  

ii. If searching for a multi-unit property make sure the correct number of 

units is selected 
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f. First Lien Search Criteria – this section is where you will select the correct 

loan type/term/price that you would like to see in your search. 

i. Place checkboxes next to the loan type(s)/term(s) that you would like 

to see in your search 

  If you would like to price an ARM make sure that you have 

selected both the ARM checkbox in the amortization section as 

well as the ARM fixed term(s) that you would like to see.  

 If you leave the Desired Price, Desired Rate or Desired Lock 

Period fields blank, the system automatically displays the 

results in order from the lowest rate, closest to par, on a 30-day 

lock. 

 

5. Click Submit and Optimal Blue will give you your search results. You will notice that 

your results will come back as Eligible, Cannot Determine Eligibility, or ineligible.  

 

a. Eligible – the product meets eligibility requirements and the products display 

under a green header ranked by the first lien search criteria 
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b. Cannot Determine Eligibility – These products display under a yellow header 

and the system cannot determine if they qualify based on the information 

that was entered 

i. To see why the eligibility cannot be determined click on the product 

name and it will display the reasons eligibility cannot be determined.  

 

c. Ineligible Product – the products are displayed under a red header and do 

not meet the requirements for that particular lender.  

i. To see why the loan is ineligible click on the product name and the 

disqualifiers will be displayed.  
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6. To display the entire pricing Grid for an investor click on the product name.  

7. You can select different lock periods by choosing the value in the “view Pricing for 

Lock period” on the pricing grid. 
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Updating Search Criteria – If you would like to change the parameters of the loan and create 

a new search there are two ways which are listed below.  

 If you want to make quick/simple modifications (desired rate, price, lock, etc.) you 

can chance them on the pricing list and click re-submit.  

 

 If there is a parameter you would like to revise that isn’t available on the list click on 

the revise search button and make the changes on that screen then click submit 

 

8. After reviewing the pricing and you are ready to lock click on the lock Icon next to 

the product you would like to select.  
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9. After clicking on the lock symbol the Lock form will appear and you can choose one 

of the following options  

a.  Printer Friendly Version - Displays a printer version of the Lock 

Form. If desired, click Print. To return to the Lock Form screen, click 

the Back button. 

b. Update Encompass - Sends all of the loan information to the 

Encompass Lock Request Snapshot, including product and pricing. 

c. Request Lock - Updates the loan status in Optimal Blue to “Lock 

Pending” and to “Lock Requested” in Encompass. The system sends 

all of the loan information to the Encompass Lock Request Form, 

including product and pricing, and triggers an email to secondary 

indicating that a lock has been requested. 

 
10. If you choose to request a lock a box will appear showing you which fields have been 

updated in encompass. Click close 

 

11. In order for the lock to go through you much choose to exit the loan so that the lock 

desk can process the request.  
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Running DU Findings in Encompass  
1. To get your username/password for DU please see the “how to Manual”  

 

2. When you are ready to run findings you will click on the “request underwriting” link 

in the Services tab. 

 

 

3. Select Fannie Mae DU on ePASS and press Submit.   
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4. The services tab will open up with the Fannie Mae DU page. Click on Submit to DU 
on ePASS  

 

  

 

5. Enter your Universal Credit Username/Password and click Submit.  

6. If you get an Incomplete Loan Application Message, click Continue. These are items 
that were not entered on the application. If the field is required for DU to run it will 
let you know that findings couldn’t be run. Go back to the application, complete the 
missing fields and then request underwriting again.  
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7. Your findings results will open up in the services tab. If you get an Approve Eligible 
you are good. However if you get an error or approve/ineligible and would like to re 
run findings Click on the Acces DU Loan List tab To edit the loan in DO, click on 
“Access DO Loan List”. 

 

 

8. To make changes to the loan click on Edit Loan 
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9. Starting with “Borrower’s Information”, continue clicking “Next” to make any 
changes to the loan 
 

10. On the following page choose “Underwriting Only” from the drop down and choose 
Next 

 

 

 

 

11. Once you have an approve eligible make sure to read through the entire condition 
list so that you have a good understanding of what is going to be required from the 
borrower 
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Uploading Borrower Documentation 
1. Click on the eFolder link in the top right of the screen 

 

2. When the eFolder opens up click on the File Manager button 

 

3. Click on the Folder Icon and Choose the correct borrower documents that you 

would like to upload  

 

4. Click Open and the documents will automatically upload 
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5. Keep the documents in the Unassigned section of the File Manager, your processor 

will drag them to the appropriate place 

 

6. To rename a document click the document once and it will allow you to rename it 

 

7. To pull a page out of a document highlight the page(s) you would like to remove and 

drag to the unassigned section of the file manager. Encompass will prompt you to 

name the new file 

 

8. To Merge Documents highlight the files you would like to merge by holding down 

the Ctrl Key (they must be in the unassigned section) and click on the icon of the two 

arrows facing inwards next to the auto assign button 
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Re-Subordinating a Second  
1. Click on the “Sub financing” button on the Borrower Summary Origination and enter 

the subordination amount 

 

2. Enter in the subordination amount in the second mortgage box and click ok.  
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3. Encompass will automatically populate it on page 3 of the 1003, Section VII, line j. 

which reads “Subordinate Financing”. You will have to make sure that you go in 

manually and delete the amount shown in this space. If this isn’t deleted the 

amount will populate in the Cash to borrower section.  
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How to add a Second Lien to a Loan 

 
 

In Encompass, there is a specific way that a second lien must be created in order to 
have the data synchronize properly. To add a second lien, please refer to the 
following steps:  

 

  

  

2. For those loans that DO NOT have a second lien already created, click on 
New 2nd  

1. Open your 1st lien loan and then go to Tools -> Piggyback Loans  
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3. Then click on Yes to allow the data to synchronize 

 

 
  

Now your 2nd Lien is created and synchronized. Simply fill in the now available 
fields in order to update the information.  You can use this page to go back and 
forth between the two loans.  
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4. For those loans that DO HAVE A 2nd LIEN ALREADY CREATED, Click on Link to Loan. 
*NOTE* THIS WILL TAKE A WHILE TO POPULATE.  

5. Find the loan in the appropriate folder and click Link. 
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Exporting a Fannie Mae format file from Encompass360 
1. Open the file you’d like to Export 

2. Click on the Services tab and choose access Lenders 

 
3. Choose to Export to other partners and click continue 
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4. Complete the Lender Transaction Options Section 

 For request type choose Export Fannie Mae Formatted File 

 Click the browse button to choose the location where you would like 

the file to save 

 Choose the Export purpose “other” and click continue 

 Click continue 

5. The file will be saved in the location you’ve selected  
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Importing a Fannie Mae 3.2 File 

1. Go to your prospects folder and click on the page with the green plus sign to create a 

new loan.  

 

 
 

 

2. Choose the correct loan template and a new blank file will open.  

 

3. Go to the Borrowers dropdown in the upper left hand corner and click on the 

pencil/pad icon. 

 

4. The Manage Borrowers page will open up, Click on the import button.  
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5. In the source drop down choose FNMA 3.2 file, choose if you are importing a borrower 

or co-borrower and check the borrower pair you are importing. Then click “next” 

 

6. Find where you saved the fnma 3.2 file and click import. Once the file has imported click 

the close button and the new file will open with all the borrower information.  
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Managing Borrower Pairs 
You can use the managing borrower pairs to delete a borrower, create two separate 1003’s 

in the case there is a non-occupying co-borrower or two borrowers that are unrelated, or 

switch the borrower/co-borrower  

 

Deleting a Co-Borrower 

1. Click on the pencil/pad icon next to the borrowers dropdown.  

2. When open choose Click on delete Co-Borrower.  

 

Swapping Borrower/Co-Borrower or Creating two 1003s 

1. When the Manage Borrowers page opens click on the Move button to move the 

borrower or coborrower and then click Move again.  

2. By Moving the Borrower to the number two selection you are going to be creating 

two 1003s 

 

Adding an additional Borrower Pair 

1. Click on the page with the green plus sign on the Manage Borrower’s page.  

2. Once the second Borrower Pair Appears enter in the borrower’s information.  

3. To move between Borrower Pairs click non the dropdown box next to Borrowers in 

the top left of the screen and you can toggle back and forth between them.  
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Pipeline ~ Searching and Customizing Views 
Borrower Contact Information 

 You can access the borrower contact information at any time by clicking on the 

figure next to the borrower’s name. 

  This will allow you to get the borrower’s phone numbers and email address 

without having to open up the file.  

 You are able to email the borrower through outlook by clicking on their email 

address 
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Subject Property Information  

 You are able to view the subject property information and appraised value by 

clicking on the house icon next to the subject property street.  

 If you click on “view map”  it will show you the address on Google Maps  
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Lock Information 

 To view lock information you can click on the lock icon on the file. 

  This will provide you with basic lock information  

 You can access Optimal Blue by clicking on the search for product and pricing  

 Click on the Lock request form/confirmation to view the lock details 

 

 

 

Searching in your Pipeline 

1. To search in your pipeline you can either  

a. Enter in the specific borrower name/address or  

b. Click on the column header to sort all loans in ascending/descending order.  

i. This can be done for be numerical or alphabetical order based on the 

information in that column  

 

  

 

 

 

 

 

 

 

 

 

 

 



 

68 | P a g e  

 

 

 

 

2. If you want to search for specific loan programs or milestones you can click the drop 

down box so that only files that match those criteria will appear.  
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Customizing your Pipeline View 

A standard view is set in Encompass for each loan team member; however you can create a 

custom view to suit your needs. 

1. You can resize your columns by clicking on the column edge and then dragging it 

to the desired size.  

 

2. Columns can be added or removed from your pipeline view by right clicking on 

one of the columns, and selecting customize columns 

 

 

3. A customize columns box will appear and here you can check or uncheck the 

columns/loan information you would like to appear on your pipeline. 

 

4. Change the column order by using the arrows to move columns up or down in 
the list. The column at the top of the list displays on the far left of the pipeline.  

 

5. Click OK to save your changes. 
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6. To save your customized view click the save icon next to the Pipeline View and 

Enter the name you would like for your customized view to be called and press 

the save button. The customized view will appear now when you click the drop 

down next to pipeline view. 

 

 


