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Introduction 

This training manual is designed to assist you with using the KWIKE broker portal when 
submitting loans or managing your pipeline. 

Objectives 
At the end of this manual, the user should be able to:  

 Submit their loan 

 Access loan programs and information 

 View and manage your pipeline 

 Obtain real-time loan status 

 Review disclosures, appraisals, etc. 

 Manage conditions 

Icons 
The below icons will be utilized through this guide: 

 

Kind Tip: Secrets or tips of the trade to assist you on your training 
journey.  

 

Kindly pay attention: Essential and significant information demanding 
your attention. 
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Logging In 
Log into the portal using your established credentials.  

• If you cannot remember your password, click on the Forgot Password link on the login 
screen. 

• A popup window will allow you to enter your email address for reset instructions to be sent. 

 
An email is sent to the user with a temporary password and link to complete the reset.  

• Click on the link to go to the reset page. 
• Enter your email address, the temp password, a new password and confirm new password. 
• The password must have at least:  

o 8 characters 
o 1 uppercase letter 
o 1 lowercase letter 
o 1 number 
o 1 special character 

Once reset, you will receive the second email below and will be directed to the login page to enter 
the new password.  
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Home Screen Navigation  
Log into the portal using your established credentials. Once you get in, you will be greeted by 
your home screen/landing page. 

At the very top right of your screen, you’ll see: 

• A green banner that will link out to show current file turn times by status. 

• A drop down where there is contact information for the AE, help, and lock desks.  

• A person icon that will allow you to change your password, sign out, or manage users (if 
applicable).   
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Managing Users 
To add a new user to the system, navigate to the Manage Broker Users area. 

 

Click on the New User button. 

• Enter the user’s information.  
• Ensure that the proper checkboxes have been selected:  Allow Access to Wholesale Loans 

or Allow Access to Non-Del Loans. Select one or both based on the user’s need.  
• Then click Create User.  

 

 
A new section will appear at the bottom of the screen.   

• Select a branch location to associate the user with by clicking on the Green Plus Sign next 
to the location information. 

• The user can be associated with multiple location, but at least one must be selected in 
order to complete the set-up process. 

• Now click Done. 
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If needing to add an additional role to user after initial set up: 

• go back into the user’s profile and select Manage User Roles 
• In the new window select New Role 
• Select the new role from the drop down menu 
• Click Enable  
• Click Create.  
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Quick Links 
Back on the home screen, the three horizontal lines will provide menu options that will: 

o Home: Take you back to the home page 

o Find Rates: Takes you to the Price Your Scenario, quick pricer 

o Start a New Loan: Takes you to the Submit New Loan loan wizard 

o Access Pipeline: Takes you to the Track Your Pipeline section 

o Resources: Provides access to the forms, guidelines, how to guides, and rate sheets 
needed to successfully process a loan 
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Along the top center navigation of the page, you have a drop-down menu(s) and 3 buttons:  

• The drop-down menu allows you to switch between the Wholesale and Non-Delegated 
channels.  

• If you are associated with more than one branch location, the second drop-down will allow 
you to view all the branches with which you’re associated.  Selecting one of those locations 
will update all screens and reflect data for that branch.  

The 3 buttons allow you to:  

• Price Your Scenario: where you’ll be able to find a rate and forward lock. 

• Submit New Loan: the import wizard that will allow you to submit your 3.4 file and 

• Track Your Pipeline: viewing your active loan pipeline. 

 

Below those buttons, will be 3 dashboards that will provide easy access to: 

• Jump to a Recent Loan: The 5 most recently accessed loan files  

• Craving Your Attention: Hot notifications on files like those that have locks or docs 
expiring soon, forward locked loans that need to be registered, and the number of files that 
have expired locks. 

• Announcements: These can range in content from notifications on a new product launch 
to a pricing special.   

 

 

 
 

 



 
 

 
 
Page | 11 Programs and rates are subject to change without notice. Turn time estimates are not warranted or guaranteed. Intended 
for use by real estate and lending professionals only and not for distribution to consumers. Rev. 11/12/2023 
 
 

Track Your Pipeline 
The Track Your Pipeline section will provide access to your entire pipeline. 

• When the Non-Delegated channel is selected, all subsequent screens will indicate that. 

• The loans will automatically be filtered to display the Active files.  Click on the All tab to see 
all loan files. 

• The Card/List tabs allow you to change the way the files are displayed.  By default, the files 
will display in card mode.  Clicking the List tab displays the files in an “excel” format.  

• The Branch View dropdown will automatically pull through the location selected on the 
home screen.  However, clicking the drop down will allow you to select an alternate 
location and update the pipeline results to reflect the files for that location. 

• The Search bar will allow you to locate a file by entering the Seller’s loan number, last four 
digits of the Kind Lending loan number, or a portion of the client’s name. 

• The Filter Status allows file results to only reflect those within a specific status (i.e., forward 
locked, pre-registered, registered, etc.). 
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Price Your Scenario – Forward Lock 
If you wish to forward lock, on the home screen, click on the Price Your Scenario button.   

At the top of the new screen there are buttons that will allow you to select the type of product, 
and amortization you’re looking for. 

• If no selection is made, the pricer will return everything you’re eligible for. 
• Only Conventional, VA, USDA, FHA, and Jumbo product options are available for the Non-

Delegated channel.   
• If looking for other product options, go back to the home screen, select the Wholesale 

channel option, and broker the loan through Kind Lending. 

Fill out the loan and property info, then click Show Me the Rates.  

 

By default, all search results will be grouped by term and will feature the best deals on the day the 
scenario is run.  If you click on the plus sign next to each term grouping, it will show all the 
individual products that the borrower qualifies for. 
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If you’d like to save a scenario that was run, at the top of the screen, click on the Save New 
Scenario button.  

 

In the pop-up that appears, enter a name for the scenario, then hit Save. 

 

To save another scenario, repeat the steps above.  

Now when selecting the Scenario drop down from the top, all saved scenario options will appear.  
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Kindly Pay Attention: Scenarios cannot be deleted. Instead 
update saved scenario with new details.  

 

If the scenario triggers MI, then at the bottom of the screen, above the product options, a section 
will render that shows the possible MI companies that could be selected as well as a quote for 
their monthly premiums. 

The user has the ability to adjust the premiums by updating the: 

MI Coverage Percent 
 

MI Amortization Term 
 

Number of Borrowers MI Type 
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There are 4 MI Types: 

• Borrower Paid Monthly Premium: allows the MI to be split into smaller payments 
throughout the loan term.  

• Borrower Paid Single Premium: allows the total amount of the MI that would be charged 
for the entire term of the loan to be paid upfront at closing by the borrower.  

• Lender Paid Single Premium: the entire MI cost is paid by the lender to the MI company 
and the rate is increased to cover the cost.  

• *NEW* Borrower Paid Split Premium: allows part of the MI costs to be paid at closing 
while the remaining total is broken up into monthly installments.  

 

If selecting Borrower Paid Split Premium, a new drop down will appear with Split Pct. The system 
will default to a 1% split, allowing the customer to pay 1% of the total cost of the MI upfront, and 
the remaining amount will be split into the monthly cost. Click on the drop down to select a split 
between .5% to 1.75%.  

 

 

 

 

 

 

PLEASE NOTE: Under the Forward Lock button, there is a section that lists out the products your 
client did not qualify for and the reason why.  
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To adjust the rate or payment of a product, click on the Cost/Price.  This will launch a popup 
window that will allow you to select the new rate and lock period. You also have the ability to 
change the view to reflect cost/rebate vs the price. 

Simply click on the desired rate under the lock period and, then click Apply.   
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This will update all the loan products with the new rate and lock period and reflect the updated 
price. Click the radio button next to the product you’d like to use, then click the Forward Lock 
button at the bottom of your screen. 

 

A popup window will appear asking that enter basic information about the borrower and 
property be entered.  Click Lock. 

 

This will submit the lock request, create a loan number, and start the file.  You will automatically 
be pushed into the loan file to finish submitting information to register the loan.   

• You can exit the file and complete it later by clicking on the Track Your Kwikie button, and 
search by your client’s last name or the last 4 digits of your new loan number. 
 

 

Kindly pay attention: No email notifications will be sent on the loans that have 
been forward locked, but not registered.  Status of lock expiration is addressed in 
the Craving Your Attention dashboard on the home page.  
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Data Entry Seller Direct 
The steps below will outline the data entry required to input a non-delegated file through the 
Kwikie platform.  The differences from the wholesale workflow are captured below through the 
quick upload wizard but are also reflected when going through the more manual loan 
submission process. 

To view the wholesale workflow, reference the training manual found under the wholesale 
resources. 

Step 1 Upload File: In the platform, click on the Submit New Loan button and upload the 3.4 file 
by dragging and dropping or clicking and searching for the file.  
 

 

 

 

 

 

 

 

 

 

Step 2 Add Loan: The note on this screen has been updated to read that the file is good to go but 
no other changes have been made. Click the Add My Loan button. 
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Step 3 Summary: The file summary of the loan details are reflected here.  

• Ensure that all required fields, as indicated by an asterisk, have been filled out.  
 

• Then click Save Loan Info. 
 

• The seller loan number will now pull into the display.   
 

• The fields for broker fees and comp method have been removed as it will not be applicable 
to the Non-Delegated channel. 
 

 

 

 

Kindly pay attention: The message Address Is Not Valid may appear if 
the property isn’t listed with USPS.  Please double check the property 
address for any typos.  If there are none, continue with the registration 
workflow.  
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Step 4 Credit: This screen is virtually unchanged from the wholesale view. However, the note now 
indicates that the Seller as opposed to the Broker obtained permission to pull credit.  

• Ensure the radio button next to the borrower’s name is selected. 
 

• Choose your Request Type: Re-Issue Existing Credit Report.  
o For Reissue you must input a Reference Number. 

• Enter who you are Ordering Using: Credit Vendor or Fannie Mae. 

• Select the Credit Agency from the drop-down menu and input your Credit Account ID and 
Password.  

o The portal will retain the last credit agency and set of credentials used.  

• Enter the date the applicant gave consent to order credit and click Get the Credit Report. 

• If successful, you will be able to see the credit report, by clicking on the button with the 
customer’s name under Existing Reports. 
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Step 5 Application: will show the entire 1003.  It is strongly recommended that you review all 
pages to ensure information is accurate before continuing as to prevent errors upon reaching the 
registration page. 

 

 

Kindly pay attention: In order to see each screen of the 1003, you MUST click the 
next circle in the breadcrumb trail at the top of the screen and NOT the Next button 
at the bottom of screen.  Clicking Next will progress you to Step 6, and not the next 
page of the 1003. 
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The sections below will go through each of the screens of the 1003 and call out items that should 
be paid particular attention to.   

Borrowers 

If you have married borrowers, you will need to: 

• View/update information for each borrower on their individual screens/tabs. 

 

• If there isn’t at least 2 years of established residency at the current location, click the Add 
New Residency button, fill out all required information, then click Submit.   

o A new line item listing a previous place of residency will be listed at the bottom of 
the screen.  
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• Ensure that the borrower roles and groups are selected.  

o If the borrowers are out of order and need to be updated, select the correct role from 
the Borrower Role drop down, and update the sort order accordingly.   

o Repeat for the Credit Application Links.  
 

 

 

 

 

 

 

 

 

 

 

 

Employment 

For married borrowers, employment information will need to be entered individually on their 
respective tabs.  This screen is where you will verify/modify income tied to employment.  
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Ensure that all employment information is filled out including: 

Employer Name Full address Title/Position 

Time with Employer Time in Profession Employment Time Frame/Date 

A minimum of 2 years work history needs to be provided or an additional place of employment 
must be supplied.  

• To add a previous job, click on the Add Employment button, fill out all required 
information, then click Create. 
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Income 
Income not shared by married borrowers should be listed individually on their individual tabs. 
Income NOT generated through employment will be captured here.  

 

To add a stream of income: 

• Click the Add Other Income button. 

• Select the Income Type from the drop down. 

• Enter the Amount. 

• Ensure to properly indicate if the amount is monthly or annually. 

• Then click Save.  
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Assets 

Any assets not shared by married borrowers should be itemized on the individual tabs. 

 

To add an asset: 

• Click on the Add Asset button on the main screen. 

• In the popup that appears, choose the type of asset: Financial Account or Other Asset. 

• Click the check box next to the customer to whom the asset belongs. 

o If the asset applies to both borrowers, check both boxes. 

• Fill in the required information, then click Create. 

 

 

PLEASE NOTE: You must indicate an Asset Status of Liquidated if the asset is to be used for 
closing.  
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Liabilities & REO 

Any liabilities not shared by married borrowers should be itemized on the individual customer 
tabs. 

 

PLEASE NOTE: You should confirm that the current/existing liabilities listed have the correct Debt 
Type category associated with them.   

To add a liability: 

• Click on the Add Liability button on the main screen. 

• In the popup that appears, choose the type of liability: Rev, Instlmt, Mtg Loan or Other 
Monthly Debts. 

• Click the check box next to the customer to whom the liability belongs. 

o If the liability applies to both borrowers, check both boxes. 

• Fill in the required information, then click Create Liability. 



 
 

 
 
Page | 28 Programs and rates are subject to change without notice. Turn time estimates are not warranted or guaranteed. Intended 
for use by real estate and lending professionals only and not for distribution to consumers. Rev. 11/12/2023 
 
 

 

If adding a mortgage to the liabilities: 

• Click the Add Property button first. 

o Select the checkbox next to whom that property applies. 

o If applicable to both borrowers, select the checkbox next to both names. 

• Fill out all fields and then click Create Property. 

 

• Click the Add Liability button. 

o Select Real Estate Mortgage Loan as the Debt Type and fill out all the required 
information.  

o Select the property address from the drop down under the Associated Property 
field. 

o Click Create Liability. 
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PLEASE NOTE: When a REO is a rental property, ensure that the Property Status is set to Rental.  
Choosing Rental will allow the Calculate Rental Income button to appear.  

 

When you click on the Calculate Rental Income button, an additional section of the screen will 
appear that will automatically calculate the income based on the Lease Agreement.   

If needing to manually calculate the rental income, click on the Manual button, and enter the 
required info. 
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If you find that there is a duplication, select one of the listings, zero out the payment and balance, 
and choose Ignore under the Disposition so that this does not negatively impact your CLTV. 

 

  



 
 

 
 
Page | 31 Programs and rates are subject to change without notice. Turn time estimates are not warranted or guaranteed. Intended 
for use by real estate and lending professionals only and not for distribution to consumers. Rev. 11/12/2023 
 
 

Purpose & Property 

Ensure that the Market Value, Year Built, Building Status, Name(s) Title Will be Held In, and Title 
Vesting fields are filled in this screen. 

• Ensure to select the checkbox next to all names that will appear on title.  

• After selecting a description from the Vesting Samples drop-down, click on the Apply 
Sample to Title Vesting to apply the description to the Title Vesting to be Held As field.  
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Housing Expenses 

For married borrowers, ensure that any non-shared housing expenses are listed on the individual 
borrower tabs. 

PLEASE NOTE: no field EXCEPT rent is editable on this screen.  To update the values for all other 
fields, go back to the Liabilities & REO screen, and update the values there.  All data will flow over 
to this screen. 

 

Qualifying the Borrower 

Review this screen to ensure that the data is reflecting the transaction and that the fees are 
accurate. 

• Account for Seller Credits in section L.  

• Click on the hyperlinked Credit Details in section M to input Earnest Money.  
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Declarations 

For married borrowers, the declarations will need to be completed for both via their individual 
tabs. 

 

Ensure that any responses that require additional commentary are explained in the Explanations 
section for each borrower. 

 

Demographic Info 

All questions in the demographic screen are required.  Ensure that it is filled out for both 
borrowers. 

 

 

When looking at the Language Preference field, the borrower may choose to select I do not 
wish to respond, but a selection must be made. 
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• The 4 property/loan use questions below that must also be answered. 

 

Once all screens in the Application section are filled out, click Save Info, then click the Next 
button to move to the next step in the workflow. 

 

Step 6 Pricing: The pricing screen is unchanged and will allow you to select the product and 
price. 

o You have the ability to adjust initial pricing results by clicking on the hyperlinked rate or 
cost.  
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o In the popup screen that appears you can select a new rate and desired lock term. 

o You have the ability to switch between price (points) and cost/rebate (dollars).  

o Once selected, both the rate and the points under the lock term will be highlighted 
a lighter green. 

o The rate and lock term will also appear at the top of the screen as confirmation of 
what was selected. 

o Click Apply to update all the products with the desired rate and term. 

 
o Back in the pricing screen, you can select the product at the new rate and payment 

amount. 

o Any price that is listed in green will be a credit to the client. 

o Any price in red will be a cost to the client. 

 

o Now scroll to the bottom of the screen and click the Next Step button.   
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o You will now be directed to the next screen. 

 

 

Kindly pay attention: Clicking Next Step only applies the pricing during this 
workflow.  Once you register the loan, you’ll then be able to lock the loan on 
the Loan Dashboard page.  

 

PLEASE NOTE: Under the Finish Later and Next Step buttons, there is a section that lists out the 
products your client did not qualify for and the reason why.  

 

Step 7 Fees: The fees screen has been updated to no longer reach out to Closing Corp.  Instead 
the user will be directed to the fee schedule where they will need to enter all fees and amounts 
manually.  

In the fee list, some fees are automatically inserted, however, the Seller must add all other fees to 
the list and ensure that each amount entered matches the Seller’s LE.  

• Click on the Add Additional Fees button.   

• In this new screen, search for the desired fee.  

o Click on the check box next to the fee.   

o This will open up an editable text box for the amount to be added.  

• Repeat for each applicable fee. Once complete, click the Add Selected Fees button.   

• Then click the Taxes & Ins breadcrumb link.  



 
 

 
 
Page | 37 Programs and rates are subject to change without notice. Turn time estimates are not warranted or guaranteed. Intended 
for use by real estate and lending professionals only and not for distribution to consumers. Rev. 11/12/2023 
 
 

 

 

The Taxes & Insurance screen will allow you to account for escrows and taxes for the property if 
you selected to include that in the beginning of the process. 

• Input the amount and months collected for each. 
• At the bottom of the screen the Annual and Monthly toggles will allow you to see the 

amount of the Hazard Ins or Property Taxes based on the time frame.  
• If needing to account for additional tax or insurance line item, click on the Add Tax & 

Insurance Item button, select the type being accounted for, enter the annual amount and 
months collected.  

• Once all tax and insurance line items have been accounted for, click Done with Tax & 
Insurance. 
 

 

 
Once you finish adding the Taxes and Insurance, you’ll be pushed back to the list of fees.  The 
error message Please fix the missing provider information by clicking on the Providers tab will 
promt the user to associate a provider for each fee type.  

• Click on the Provider tab. 
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• Select the provider type. 
• In the pop-up window that appears, update provider information then click Save. 
• Repeat for each provider type.  

  

 

 

 

 

PLEASE NOTE: If you are using the same provider across provider types, you can select their 
name from the drop down menu that will appear at the top of the screen.  This will populate the 
previously added information and apply it to the new provider type.  
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Back in the View Fees screen, Fees tab:  

• To remove a fee that erroneously added, click on the red trash can icon next to the fee. 

• If needing to adjust the price of the fee, click on the cost box in the Amount column and 
update the price. 

• If the seller is contributing funds to the total cost of that fee, enter the dollar amount they 
are contributing under the Seller column. 

o The total amount will stay the same, but the amount the borrower is responsible for 
will update to show the reduced total for them. 

 

 

The slider toggle next to each provider allows the user to indicate if the provider is an affiliate.  By 
default the toggle will be to the left in the no/off position.   

• If the provider is an affiliate, click the toggle to turn it to the yes/on position. 

 

When all changes are made, click the Save Fees button at the bottom of the screen.  

• Below the Save Fees button, you have the ability to see a draft LE and review the charges in 
that format. 

• Click Next Step to move on.  
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Kindly pay attention: This LE is a draft and for informational purposes only.  Do not 
send this out as it is not the final version. 
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Step 8 AUS:  There are no changes to the AUS proccess.  

• Enter your DU or LP credentials and click the See What They Say button. 
o The Credit Reference No will pull through from the step 4. 

 

 
 

o Result info (eligible or ineligible result) will pop up. 
o View findings by clicking the green download icon next to PDF. 
o Click Next Step to continue. 
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Step 9 Registration: On the submission screen, insert the Application and Initial LE dates as well 
as indicating if you will submit the credit package now or later.  

• If submittting the credit package at registration, drag and drop or click and search your 
computer to add it to the screen.   
 

• Then click Register. 
 

 

 

PLEASE NOTE: This screen will also show a summary of the documents that have been created or 
uploaded during the previous steps prior to registration (e.g. credit or AUS reports). 
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Loan Dashboard 
Once the loan is registered, you will be directed into the loan dashboard for that file.   

• At the very top of the screen will be buttons that allow you to view various section of your 
loan file such as the 1003 and credit report.   

• Below those buttons are links to action items that require resolution for the loan to be able 
to close. 

o As the loan goes through its stages, additional action items will appear once 
corresponding actions have been completed. 

• As you go down the screen, there are a number of mini dashboards:  

o Loan Progress 
o Purchase Ready Action Items 
o Conditions 
o Documents 
o Loan Contacts 
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Loan Progress 
The Loan Progress dashboard outlines all of the different stages of the loan.  As the file passes 
each stage, a green check mark will appear and the date/time the file progressed to that stage 
will be noted. 

 

 

Purchase Ready Action Items 
The action items listed will need to be satisfied and the corresponding loan status reached before 
being able to request the purchase. 

Click the Upload Now link to append supporting documentation to the outstanding item.  

Once all outstanding action items have been addressed, click Request Purchase. 
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Conditions 
The Conditions Dashboard shows the outstanding conditions that must be cleared for the loan to 
close.   

• To see all the conditions, click on the Expand link at the top right of the dashboard.   

• To upload documentation to the condition, click on the green cloud.  And a pop-up box will 
appear. 

• Drag and drop or click and search for the documentation.  

• Once the doc has been uploaded, the status for that action item will change from Open to 
Submitted. There will also be a paper clip icon under the Has Doc column. 

• Repeat for each condition. 

 

 

 

 

 

 

 

The More button will allow filter options to appear.   

• Selecting the check boxes next to the Who or Status will refine the visible conditions to 
only show the ones applicable to the selected filter criteria.  
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Kindly pay attention: A new appraisal must be ordered for loans submitted by the 
banker.  No Exceptions.  

Documents 
The documents dashboard will consolidate all of the documents for the loan.   

• Docs that are pulled/created during the course of registering the loan will be found here 
(i.e. DU findings) 

• You can download any of the files by clicking on the green cloud. 

• To download all of your documents at one time, click on the Download All button.  

• If you need to upload supporting documentation NOT specifically requested in another 
section (i.e. Conditions) you can also add that here. 

 

Loan Contacts 
The Loan Contacts displays all contacts that touch the loan (from registration to closing) and 
should be notified of important milestones, upcoming dates, and warnings.  

Click the Add Contact button to search the list of users that have been added via the Manage 
Broker Users section or manually add a new contact. 
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To return to the beginning of the self-service registration workflow click here. 

To return to the beginning of this manual click here.  
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Full-Service Registration Workflow 
The steps below will outline the data entry required to input a non-delegated file through the 
Kwikie platform for a seller who is using our full-service features.  The differences from the 
wholesale workflow are captured below through the quick upload wizard but are also reflected 
when going through the more manual loan submission process. 

To view the wholesale workflow, reference the training manual found under the wholesale 
resources. 

Step 1 Upload File: In the platform, click on the Submit New Loan button and upload the 3.4 file 
by dragging and dropping or clicking and searching for the file.  
 

 

 

 

 

 

 

 

 

 

Step 2 Add Loan: The note on this screen has been updated to read that the file is good to go but 
no other changes have been made. Click the Add My Loan button. 
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Step 3 Summary: The file summary of the loan details are reflected here.  

• Ensure that all required fields, as indicated by an asterisk, have been filled out.  
 

• Then click Save Loan Info. 
 

• The seller loan number will now pull into the display.   
 

• The fields for broker fees and comp method have been removed as it will not be applicable 
to the Non-Delegated channel. 
 

 

 

 

Kindly pay attention: The message Address Is Not Valid may appear if 
the property isn’t listed with USPS.  Please double check the property 
address for any typos.  If there are none, continue with the registration 
workflow.  
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Step 4 Credit: This screen is virtually unchanged from the wholesale view. However, the note now 
indicates that the Seller as opposed to the Broker obtained permission to pull credit.  

• Ensure the radio button next to the borrower’s name is selected. 
 

• Choose your Request Type: Re-Issue Existing Credit Report.  
o For Reissue you must input a Reference Number. 

• Enter who you are Ordering Using: Credit Vendor (Preferred). 

• Select the Credit Agency from the drop-down menu and input your Credit Account ID and 
Password.  

o The portal will retain the last credit agency and set of credentials used.  

• Enter the date the applicant gave consent to order credit and click Get the Credit Report. 

• If successful, you will be able to see the credit report, by clicking on the button with the 
customer’s name under Existing Reports. 
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Step 5 Application: will show the entire 1003.  It is strongly recommended that you review all 
pages to ensure information is accurate before continuing as to prevent errors upon reaching the 
registration page. 

 

 

Kindly pay attention: In order to see each screen of the 1003, you MUST click the 
next circle in the breadcrumb trail at the top of the screen and NOT the Next button 
at the bottom of screen.  Clicking Next will progress you to Step 6, and not the next 
page of the 1003. 
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The sections below will go through each of the screens of the 1003 and call out items that should 
be paid particular attention to.   

Borrowers 

If you have married borrowers, you will need to: 

• View/update information for each borrower on their individual screens/tabs. 

 

• If there isn’t at least 2 years of established residency at the current location, click the Add 
New Residency button, fill out all required information, then click Submit.   

o A new line item listing a previous place of residency will be listed at the bottom of 
the screen.  
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• Ensure that the borrower roles and groups are selected.  

o If the borrowers are out of order and need to be updated, select the correct role from 
the Borrower Role drop down, and update the sort order accordingly.   

o Repeat for the Credit Application Links.  
 

 

 

 

 

 

 

 

 

 

 

Employment 

For married borrowers, employment information will need to be entered individually on their 
respective tabs.  This screen is where you will verify/modify income tied to employment.  
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Ensure that all employment information is filled out including: 

Employer Name Full address Title/Position 

Time with Employer Time in Profession Employment Time Frame/Date 

A minimum of 2 years work history needs to be provided or an additional place of employment 
must be supplied.  

• To add a previous job, click on the Add Employment button, fill out all required 
information, then click Create. 
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Income 

Income not shared by married borrowers should be listed individually on their individual tabs. 
Income that is NOT tied to employment will be reviewed. 

 

To add a stream of income: 

• Click the Add Other Income button. 

• Select the Income Type from the drop down. 

• Enter the Amount. 

• Ensure to properly indicate if the amount is monthly or annually. 

• Then click Save.  
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Assets 

Any assets not shared by married borrowers should be itemized on the individual tabs. 

 

To add an asset: 

• Click on the Add Asset button on the main screen. 

• In the popup that appears, choose the type of asset: Financial Account or Other Asset. 

• Click the check box next to the customer to whom the asset belongs. 

o If the asset applies to both borrowers, check both boxes. 

• Fill in the required information, then click Create. 

 

 

PLEASE NOTE: You must indicate an Asset Status of Liquidated if the asset is to be used for 
closing.  
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Liabilities & REO 

Any liabilities not shared by married borrowers should be itemized on the individual customer 
tabs. 

 

PLEASE NOTE: You should confirm that the current/existing liabilities listed have the correct Debt 
Type category associated with them.   

To add a liability: 

• Click on the Add Liability button on the main screen. 

• In the popup that appears, choose the type of liability: Rev, Instlmt, Mtg Loan or Other 
Monthly Debts. 

• Click the check box next to the customer to whom the liability belongs. 

o If the liability applies to both borrowers, check both boxes. 

• Fill in the required information, then click Create Liability. 
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If adding a mortgage to the liabilities: 

• Click the Add Property button first. 

o Select the checkbox next to whom that property applies. 

o If applicable to both borrowers, select the checkbox next to both names. 

• Fill out all fields and then click Create Property. 

 

• Click the Add Liability button. 

o Select Real Estate Mortgage Loan as the Debt Type and fill out all the required 
information.  

o Select the property address from the drop down under the Associated Property 
field. 

o Click Create Liability. 
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PLEASE NOTE: When a REO is a rental property, ensure that the Property Status is set to Rental.  
Choosing Rental will allow the Calculate Rental Income button to appear.  

 

 

When you click on the Calculate Rental Income button, an additional section of the screen will 
appear that will automatically calculate the income based on the Lease Agreement.   

If needing to manually calculate the rental income, click on the Manual button, and enter the 
required info. 
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If you find that there is a duplication, select one of the listings, zero out the payment and balance, 
and choose Ignore under the Disposition so that this does not negatively impact your CLTV. 
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Purpose & Property 

Ensure that the Market Value, Year Built, Building Status, Name(s) Title Will be Held In, and Title 
Vesting fields are filled in this screen. 

• Ensure to select the checkbox next to all names that will appear on title.  

• After selecting a description from the Vesting Samples drop-down, click on the Apply 
Sample to Title Vesting to apply the description to the Title Vesting to be Held As field.  
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Housing Expenses 

For married borrowers, ensure that any non-shared housing expenses are listed on the individual 
borrower tabs. 

PLEASE NOTE: no field EXCEPT rent is editable on this screen.  To update the values for all other 
fields, go back to the Liabilities & REO screen, and update the values there.  All data will flow over 
to this screen. 

 

Qualifying the Borrower 

Review this screen to ensure that the data is reflecting the transaction and that the fees are 
accurate. 

• Account for Seller Credits in section L.  

• Click on the hyperlinked Credit Details in section M to input Earnest Money.  

 

 

 

 

 

 

 

 

 

 

 



 
 

 
 
Page | 63 Programs and rates are subject to change without notice. Turn time estimates are not warranted or guaranteed. Intended 
for use by real estate and lending professionals only and not for distribution to consumers. Rev. 11/12/2023 
 
 

Declarations 

For married borrowers, the declarations will need to be completed for both via their individual 
tabs. 

 

Ensure that any responses that require additional commentary are explained in the Explanations 
section for each borrower. 

 

Demographic Info 

All questions in the demographic screen are required.  Ensure that it is filled out for both 
borrowers. 

 

 

When looking at the Language Preference field, the borrower may choose to select I do not 
wish to respond, but a selection must be made. 
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• The 4 property/loan use questions below that must also be answered. 

 

Once all screens in the Application section are filled out, click Save Info, then click the Next 
button to move to the next step in the workflow. 

 

Step 6 Pricing: The pricing screen is unchanged and will allow you to select the product and 
price. 

o You have the ability to adjust initial pricing results by clicking on the hyperlinked rate or 
cost.  
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o In the popup screen that appears you can select a new rate and desired lock term. 
o You have the ability to switch between price (points) and cost/rebate (dollars).  

o Once selected, both the rate and the points under the lock term will be highlighted a 
lighter green. 

o The rate and lock term will also appear at the top of the screen as confirmation of what 
was selected. 

o Click Apply to update all the products with the desired rate and term. 

 

o Back in the pricing screen, you can select the product at the new rate and payment 
amount. 

o Any price that is listed in green will be a credit to the client. 

o Any price in red will be a cost to the client. 
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o Now scroll to the bottom of the screen and click the Next Step button.   

o You will now be directed to the next screen. 

 

 

Kindly pay attention: Clicking Next Step only applies the pricing during this 
workflow.  Once you register the loan, you’ll then be able to lock the loan on 
the Loan Dashboard page.  

 

PLEASE NOTE: Under the Finish Later and Next Step buttons, there is a section that lists out the 
products your client did not qualify for and the reason why.  

 

Step 7 Fees: When you enter the fees screen, you will be guided through adding the service 
providers to the fee schedule in order for their fees to pull through.   

• Scroll and select or search for the desired provider and click the Select radio button next to 
their name.  

• Once the selection has been made, a green check will appear next to the provider type and 
the system will automatically advance you to the next option. 

• Repeat those steps for the remaining provider types.  
o In the Seller screen on Step 3, ensure that all seller required fees are entered, then hit 

Next.  
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The Taxes & Insurance screen will allow you to account for escrows and taxes for the property if 
you selected to include that in the beginning of the process. 

• Input the amount and months collected for each. 
• At the bottom of the screen the Annual and Monthly toggles will allow you to see the 

amount of the Hazard Ins or Property Taxes based on the time frame.  
• If needing to account for additional tax or insurance line item, click on the Add Tax & 

Insurance Item button, select the type being accounted for, enter the annual amount and 
months collected.  

• Once all tax and insurance line items have been accounted for, click Done with Tax & 
Insurance. 
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Once you finish adding the Taxes and Insurance, you’ll be pushed back to the list of fees.  

• Review all fees and ensure that all fees have an associated cost.  

• To remove a fee that doesn’t apply, click on the red trash can icon next to the fee. 

• If needing to adjust the amount of the fee, click on the cost box in the Amount column and 
update the price. 

• If the seller is contributing funds to the total cost of that fee, enter the dollar amount they 
are contributing under the Seller column. 

o The total amount will stay the same, but the amount the borrower is responsible for 
will update to show the reduced total for them. 

• If any changes were made to the dollar amounts in the fee schedule, click on the Save 
Fees button. 

 

To add any fees not captured through selecting the Title or Settlement Providers, click on the Add 
Additional Fees button.  

• Search for or scroll through the list to find the desired fee. 
• Select the check box next to the fee. 
• A text box will open next to the listed fee.  Enter the dollar amount. 
• Repeat for all additional fees. Once complete, click Add Selected Fee(s). 
• If no additional fees are required, click Cancel to go back to the fee schedule.  
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To update the information for a one-time use provider or switch exisitng providers, click on the 
Provider tab. 

• Select the provider type. 
• In the pop-up window that appears, update the existing provider information then click 

Save. 
• If just switching the provider to another one already used in the file, select the provider 

from the drop down menu.  
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Back in the View Fees screen, Fees tab:  

• To remove a fee that erroneously added, click on the red trash can icon next to the fee. 

• If needing to adjust the price of the fee, click on the cost box in the Amount column and 
update the price. 

• If the seller is contributing funds to the total cost of that fee, enter the dollar amount they 
are contributing under the Seller column. 

o The total amount will stay the same, but the amount the borrower is responsible for 
will update to show the reduced total for them. 

 

The slider toggle next to each provider allows the user to indicate if the provider is an affiliate.  By 
default the toggle will be to the left in the no/off position.   

• If the provider is an affiliate, click the toggle to turn it to the yes/on position. 
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Once all fees have been added/adjusted, you may click on the Check QM Points & Fees button to 
have the system run ComplianceEase in the background.   

o If it passes, and the file/product allow for auto-disclosures, this will happen 
automatically. 

o If it fails, the system will provide feedback as to why so that adjustments can be 
made.  If adjustments are not made to mitigate the findings, registration will still be 
able to occur. 

 

 

 

 

 

 

 

 

 

 

 

 

 

When all changes are made, click the Save Fees button at the bottom of the screen.  

• Below the Save Fees button, you have the ability to see a draft LE and review the charges in 
that format. 

• Click Next Step to move on.  
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Kindly pay attention: This LE is a draft and for informational purposes only.  Do not 
send this out as it is not the final version. 
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Step 8 AUS:  There are no changes to the AUS proccess.  

• Enter your DU or LP credentials and click the See What They Say button. 
o The Credit Reference No will pull through from the step 4. 

 

 
 

o Result info (eligible or ineligible result) will pop up. 
o View findings by clicking the green download icon next to PDF. 
o Click Next Step to continue. 
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Step 9 Registration: On the submission screen, select the check button next to the desired 
choice of submitting the credit package now or later.  

• If submittting the credit package at registration, drag and drop or click and search your 
computer to add it to the screen.   
 

• You must also Preview the LE and select the check box attesting to the correctness of it’s 
contents. 

o A message at the bottom of the screen will also call out that Kind Lending will 
disclose the file based on the contents of the LE.  
 

• Then click Register. 
 

 
 

 

PLEASE NOTE: This screen will also show a summary of the documents that have been created or 
uploaded during the previous steps prior to registration (e.g. credit or AUS reports). 
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Full-Service Loan Dashboard Screen 

Once the loan is registered, you will be directed into the loan dashboard for that file.   

• At the very top of the screen will be buttons that allow you to view various section of your 
loan file such as the 1003 and credit report.   

• Below those buttons are links to action items that require resolution for the loan to be able 
to close. 

o As the loan goes through its stages, additional action items will appear once 
corresponding actions have been completed (i.e. initial disclosures sent out, now the 
Submit COC button is visible and can be requested). 

• As you go down the screen, there are a number of mini dashboards:  

o Loan Progress 
o CD Ready 
o Purchase Ready 
o E-Sign Tracker  
o Conditions 
o Documents 
o Loan Contacts 
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Loan Dashboard Header 
The loan dashboard header features highlights of the file including the borrower, loan type, 
purpose, amount, etc. 

 
To see more information around the lock and DTI, click on the information icon next to each data 
point. 
 

 

Loan Progress Dashboard 

The Loan Progress dashboard outlines all of 
the different stages of the loan.  As the file 
passes each stage, a green check mark will 
appear and the date/time the file 
progressed to that stage will be noted. 
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CD Ready – Action Steps to Take 

The CD Ready dashboard outlines outstanding tasks that must be satisfied in order for the CD to 
be requested and sent to the borrower. 

• To clear each outstanding condition, click on the red exclamation point 
• You can drag and drop or click and browse to find the necessary documentation. 
• Once uploaded, click Done. A green check mark will now appear next to the action item. 
• Repeat for each outstanding requirement.  

  
 
 
 
 
 
 
 

 
 
 

  

Kindly pay attention: The Let’s View the CD and Request My CD buttons will 
always appear at the bottom of the dashboard.  However, you will only be able to 
request the CD once all outstanding action items have been satisfied and the 
corresponding loan status is reached. 

 
Once all conditions have be cleared: 

• Fill in the missing information and then click Yes, Send CD. 
o Only the requested closing and first payment date is required.  All other fields may 

be left blank if not applicable. 
o However, it is strongly recommended that the user request to preview their CD 

before it’s sent out to ensure it’s balanced.  
• This will send a task over to the CD preparer team to release the disclosure. 
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Kindly pay attention: All fields must be completed in the Provide Closing 
Information action item section if the loan is for a purchase.  If the transaction is 
a refinance, select the No Buying Agent and No Selling Agent options to bypass 
these requirements. 

 

Purchase Ready Action Items 
Once the CD has been sent, the CD Ready Action Items Dashboard will update to now reflect the 
Purchase Ready Action Items Dashboard.  

Satisfy all outstanding action items by click the Upload Now link to append supporting 
documentation to the outstanding item.  

Then click Request Purchase. 
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E-Sign Tracker 

The E-Sign Tracker shows the progress of disclosures that are out for signatures. When the 
disclosure is signed, the row will turn green and have a check mark along with the date and time 
it was signed. 

• Click on the Expand link to see each date and time of each stage of the signing: Sent, 
Consented, Signed. 

 

 
 
 
 
 
 

• Use the Resend Link to verify the customer’s email address and resend the disclosures.   

 
• The broker will use the Sign Now link to execute their portion of the disclosures.  
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Conditions 

The Conditions Dashboard shows the outstanding conditions that must be cleared for the loan to 
close.   

• To see all the conditions, click on the Expand link at the top right of the dashboard.   
• To upload documentation to the condition, click on the green cloud.  And a pop-up box will 

appear. 
• Drag and drop or click and search for the documentation.  
• Once the doc has been uploaded, the status for that action item will change from Open to 

Pending Review. There will also be a paper clip icon under the Has Doc column. 
• Repeat for each condition. 

 
 
 
 
 
 
 
 
 
 
 

 

 

The More button will allow filter options to appear.   

• Selecting the check boxes next to the Who or Status will refine the visible conditions to 
only show the ones applicable to the selected filter criteria.  
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Documents 

The documents dashboard will consolidate all of the documents for the loan.   
• Docs that are pulled/created during the course of registering the loan will be found here 

(i.e. DU findings) 
• You can download any of the files by clicking on the green cloud. 
• If you’d like to download all documents, click on the Download All button.  
• If you need to upload supporting documentation NOT specifically requested in another 

section (i.e. Conditions) you can also add that here. 

 

  



 
 

 
 
Page | 84 Programs and rates are subject to change without notice. Turn time estimates are not warranted or guaranteed. Intended 
for use by real estate and lending professionals only and not for distribution to consumers. Rev. 11/12/2023 
 
 

Loan Contacts 

The Loan Contacts displays all contacts that touch the loan, from registration to closing (i.e. 
underwriter, doc drawer, etc.) and should be notified of important milestones, upcoming dates, 
and warnings.  
The AE and broker will be attached to every file automatically.  
Click the Add Contact button to search the list of users that have been added via the Manage 
Broker Users section or manually add a new contact. 
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Change of Circumstance 

Once that occurs, the Submit COC button will appear in the top navigation of your Loan 
Dashboard screen, directly above the mini dashboards. Click it. 

 
On the screen that appears, update any incorrect loan data, fees, or provider information.   
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Now click the Request COC button. This will trigger a task for the RESPA team for redisclosure. 
In the confirmation pop-up, you can click on the Print COC button, or click OK to be returned to 
your loan dashboard. 

 
 
 
 
 
 

 

Kindly pay attention: If you need to add a fee not currently listed, enter in the 
Misc Reason section at the bottom of the screen. 



 
 

 
 
Page | 87 Programs and rates are subject to change without notice. Turn time estimates are not warranted or guaranteed. Intended 
for use by real estate and lending professionals only and not for distribution to consumers. Rev. 11/12/2023 
 
 

Ordering An Appraisal 
To order an appraisal, click on the Appraisal icon at the top of the Loan Dashboard screen. 

• The Intent to Proceed (ITP) must first be received. If not, then the error message below will 
populate. 

• If the file has an FHA loan, and the ITP has not been received, the error message will also 
indicate that the FHA case number must also be obtained to proceed. 
 
 
 
 
 
 
 
 
 

• Once the ITP is received, on the appraisal screen, select the Appraisal Type from the drop-
down menu, and fill in all other required fields.  

• Ensure that the purchase contract is uploaded for all purchase loans. 
• Then click Get That Appraisal. 
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The screen will refresh to show Current Appraisal Orders.  From here, you can click the green 
cloud to be taken to Closing Corp where you can review the details, invoices, and status of the 
appraisal. 

• Users can pay invoices, add notes, send/upload additional docs, and request revisions.  
• Order Management will not be available until the appraisal is submitted.  
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In order to pay the invoice: 

• Click on the Invoices link 
• In the pop-up that appears, the user can click the Borr. Payment tab and an email will be 

sent to the borrower with a link to pay the invoice. Or, the broker can pay the invoice by 
clicking on the Post Payment tab. 

 
Once the appraisal report has been returned, you can access it by retrieving the report from the 
Documents section of your loan dashboard. 
 
 
 
 
 
 
 
 
To return to the top of the Full-Service Loan Dashboard section, click the link here.  
To return to the top of the Full-Service workflow, click the link here. 
To return to the very beginning of the manual, click the link here.  


