
 

Log on  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Land on the Announcements page.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Pipeline  
Search for existing Loans  



Create a Shortcut  
 

If you want a Desktop shortcut. While on the log in screen click customize and Control Google Chrome. Select More 
Tools. Select Create Shortcut, a shortcut Icon will appear on your desktop.  

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

If you prefer a Bookmark select Bookmark, then Bookmark this tab.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Clear Your Browsing Data 
 

If you are advised to Clear your cache these are the steps you take.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

                Click Clear data  



MCP Layout  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

 
 
 
 

 
 
 
 
 
 

NOTE: to expose the side panel click Favorites Drawer icon.  

Panels are collapsible. To expose panel click triangle icon.   



Side Panel 
 
 

             

 

 

Customize the Favorites Drawer 
 
To customize click the gear icon, select your pages, then click Save icon.   
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

  

 
 
 

 
 
 
 
 
 
 
 

To Expand side menu click the Favorites button along the bottom. 

To change the order 
of Favorites click and 
drag. 



Create New Loan 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Land on the P&P New Loan Page. Enter information.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click here to create a new loan.  



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
Sub Financing panel is read only (not enabled) when not applicable.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click to return Eligible products.   



 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

 
 
 

 
 
 
 
Once the loan is created you will land on the LSI page. You can add required data then lock the loan.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click to select product.   

                                                  Click to Run Duplicate Check.   

Click to create loan.   



Create Piggyback PLUS Loan 
 

Navigate to the Pipeline.  

Find and highlight the first mortgage loan.  

Click Loan Options Icon. 

Click Create Piggyback Loan.   

 

 

 

 

 

 

 

 

 

 

 

 

 

PLUS loan is created. Land on the LSI page.    

                                                                                                 

 

 

 

 

 

 

 

 

 

 

 

                                                  

Use link to toggle between first and Plus.  

  



Import a Loan 
 
Loan Options. Import Loan  
 
 
 
 
 
 
 
 
 
 
 
 

Complete required fields. Click Import.  
 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 
 

Success message.  
 
 
 
 
 
 
 

Click to access imported Loan   



Address Validation  
 

Address validation can be done by clicking the button on the Property/Targeted Area Limits Page.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

After the address validation has run click the ESRI Geocoding Results button and the select the address with the best 
match or if no results are found click Cancel.  

 

 

 

 

 

 



Locking a Loan  
 

Make sure you have run Address validation and entered in all required data.  

Click the Products and Pricing icon.  

 

 

 

 

 

 

Products and Pricing opens. Enter any missing information. Click Next.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



P&P Eligibility can be run again or click next if product is already selected.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

P&P Pricing defaults to points view. Click the Price button to expose pricing.  

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Select Pricing. Click Next.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



P&P Corr Rate Lock. Click Initial Lock.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Save window pops up. Click Save Changes.  

 

 

 

 

 

Loan is locked.  

 

 

 



Locking a SPARC Loan 
 

Same process as locking except on P&P Corr Rate Lock Click the SPARC Lock Request Form button. Complete the PDF 
and upload to attachments.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Delegated Submission  
 

Enter all of the required information.   

 

 

 

 

 

 

 

 

 

 

To request the Delegated Approval use the “Request Delegated Approval” Button at the bottom of the page.  

NOTE: We are not instructing Lenders to use Utilities as they have in the past.  Utilities were replaced with page 
buttons.   

 

 

 

 

 

To view the Delegated Approval Confirmation Click the paperclip icon or the Attachments button.  

 

 

 

 

 

 

 

 

 

 



Submissions – Packages/Documents Page  
 

This page replaces some of the Utilities for the Lenders. This page includes an Attachments panel so the lenders can 
attach the packages at the same time.  Underwriting conditions will also reflect here as they appear on the Suspense 
Letter.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Submit Closed Loan Package 
 

Navigate to the Submissions – Packages/Documents page and expand the Submit Closed Loan Package panel. This 
page includes an attachments panel so the package can be uploaded at the same time.   

NOTE: we added fields for lenders to enter a Contact name, email, and phone number for package submissions.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Loan Tasks  
 

Loan Tasks is a Page and can be accessed through page navigation or the Loan Information Drawer.  

 

 

 

 

 

 

 

 

 

 

 

 

The Tasking Dashboard is the old My Tasks.  

 

 

 

 

 

 

 

 

 

 

 

Click on the Loan Information Drawer icon to split the screen with Loan Tasks or Comments.  

 

 

 

 



Utilities 
 

Utilities can be accessed by clicking on the briefcase icon. NOTE: only recommended for internal users.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Lock Desk  
Products and Pricing  

 

 

 

Pages are set up like the screens were in Cadence. Fields/Buttons operate the same way.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Targeted Area Limits – Testing Page 
 

All of the limits will reflect on this page.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Print Preview – RETAIL LE and CD  
 

Click attachments icon. Click Preview Document 

 

 

 

 

 

 

 

 

Select document. Click Request Preview.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This message appears once preview is ready. Click link.  

 

 

 



 

Click here to close Preview and return to loan.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

IMPORTANT! Clicking here 
closes MCP completely.   
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