Submit to Initial
Underwriting

=

COMMUNITY
SAVINGS



How to Submit to Initial Underwriting

Initial Underwrite Status and Agents

Application Information
When you have the necessary documents required for submission you can proceed

with moving the loan into submission for Initial Underwrite. Select “Conditions” from s e
the left side of your screen and a new window will open with the pre-populated Pricing
conditions for the selected loan program (Conditions will generate according to
which Doc Type was selected in Pricing) The documents required for submission will
be listed as PTA under the Condition/Category. Anything marked PTD will be Rate Lock
required to obtain the Clear to Close but can be uploaded now as well.

Loan Information

QM X
Disclosures
E-docs
Conditions (0) _
Active =
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O PTA Order Services
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How to Submit to Initial Underwriting

Upload Condition

To upload a condition, find the desired condition in the conditions list and you can then drag and drop from your
computer or select to upload a file and find it in your documents.

L i

Requirement: None

O s Active DJLPWCN / COPY OF THE FULLY EXECUTED PURCHASE CONTRACT, Opened and assigned by Nancy Perkins 9/4/2024 10:14 AM PT Association: None 10/04/2024
RESOLVE PTA ALL PAGES AND ADDENDUMS view all o A s S Jeff Broker
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io Drag and Drop Files Here Flles to Upload (Max 12): i
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Requirement: None
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How to Submit to Initial Underwriting

Doc Folder and Doc Type

Once you upload a document a new window will pop up and you will select the appropriate Doc Folder and then
Doc Type. You can search for a specific folder or Select the Folder then Doc Type.

Select a Doc Folder
Search for:

Choose a Doc Folder:

Folder

01 UNDERWRITING

02 IDENTITY VALIDATION
04 APPLICATION

05 CREDIT

06 CREDIT DENIAL

07 INCOME

08 ASSETS

09 RENTAL/LEASE PROPERTIES
10 SUBJECT PROPERTY
11 APPRAISAL

12 DISCLOSURES

»

Select a Doc Type

Folders > 10 SUBJECT PROPERTY

Search for:

© 2024 My Community Savings. All Rights Reserved. | For mortgage professional use only.

Choose a Doc Type:

Doc Type

ADDENDUM TO CONTRACT
CERTIFICATE OF OCCUPANCY
CONDO APPROVED BUDGET
CONDO DOCS

CONDO GOVERNING DOCS
CONDO HO6 INSURANCE
CONDO MASTER INSURANCE
CONDO QUESTIONNAIRE
CONDO SUPPORTING DOCS
EXISTING FLOOD INSURANCE

EXISTING H-06 INSURANCE




How to Submit to Initial Underwriting

Upload Document

Next you will select “Upload Document” in the bottom right corner. This will finish uploading and attaching the
document to the condition.

Upload Docs X

Condition Category Subject Required DocType

COPY OF THE FULLY EXECUTED PURCHASE CONTRACT. ALL
ENEINCH. PAGES AND ADDENDUMS s

Please select document(s) to upload and associate with this condition.

File Name Doc Type Description Application Status
10 SUBJECT PROPERTY
USPS.pdf ADDENDUM TO CONTRACT Nancy Perkir « v remove

change Doc Type &

CANCEL UPLOAD DOCUMENT F
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How to Submit to Initial Underwriting

Upload All Conditions

You will see the document has been linked to that condition. You can upload up to 12 documents to one condition at a time.

Repeat this process for all conditions that are required for submission (anything that is PTA) and any other conditions you
would like to have reviewed at this time.

The “resolve” on the left side you do not have to worry about, this does not affect anything.

- - <4

Requirement: None

Association: I

O s DJLPWCN / COPY OF THE FULLY EXECUTED PURCHASE CONTRACT, Opened and assigned by Nancy Perkins 9/4/2024 10:14 AM PT oo unink 10 SUBJECT PROPERTY : ADDENDUM 101042024
PTA ALL PAGES AND ADDENDUMS view all YT 1o cONTRACT Jeff Broker

GD associate previously uploaded

Active

Requirement: None
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How to Submit to Initial Underwriting

Loan Status

Once you have uploaded and resolved all conditions click on “Status and Agents” on the left hand side and select “Change
Loan Status”

The New Loan Status will be “Document Check” and select Change Status.

Please Note: Document Check and Loan Submitted are basically the same thing, we just use the Document Check status.

i Status and Agents Change Loan Status X

Application Information

Credit Plus - Settlement Services Worksheet (SSW)  Appraisal Firewal
Closing Costs S Current Loan Status: Registered
CHANG hﬂ’ STATUS

Pricing

Current Status: Registered Status Date: 3/8/2022 Action: view status certificate New Loan Status: O Document Check

Loan Information

Disclosures 3/82022 3/8/2022

E-docs Agents

Tasks (0) Assigned Agents in BrokertestCo. -
Conditions (20) : Loan Cfficer r2-assign Processor re-assign

Order Services
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Contactus to
learn more!

The Junior Underwriter assigned to the loan will
receive notification that you have submitted this
file and will review the documents. After review
the Junior Underwriter will either push the loan
to Underwriting or reach out to you if documents
are missing. Nothing further is needed from you at
this point.

If you have any questions, please reach out to
your Junior Underwriter for assistance.
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