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eFolder Overview

When preparing the paperless file of Encompass, the eFolder will be the Encompass tool used. The
below ‘How To’ is set up to give users the basic understanding of using the eFolder and its function.

eFolder: The eFolder is comprised of several major components, each of which

is delineated within its own ‘Tab’ shown below.
€5 Encompass eFolder

eFolder Documents Help

Documents  Preliminary Conditions ~ Underwriting Conditions

Document Tab: The Documents tab contains all of the documents associated with the Loan.
It also monitors the documents requested (Product & Pricing, Title, and
Appraisal) & creates a line item for when that document is received so the
user can attach the received document to the line item created.

£ Encompass eFolder

O X
eFolder Documents Help
Documents View: | standerd view - AN F
Document Group (Al Documents) ~| Stacking Order |None v
Documents (7) }. ("L g b @ = eConsent Request = eDisclosures | Retrieve = Document Manager | File Manager = Send ¥
At Fo Name & Description For Borrower Pair Type Access For Milestone Status Date
~ | Seftiement Servic v v = ~
Appraisal John Homeowner Settlement Service  AC, CL, CM, DD, .. [&] Resubmitted Requested 0672216
=) Compliance Report John Homeowwner Settlement Service  AC, CL, CM, DD, [&] Processing Received 0BMONE
| Credtt Report John Homeowner Seftlement Service  AC, CL, CM, DD,... [ Qualification Received 061016

Adding Documents:  As each document is added to the eFolder, it's important that a name be
attributed to the document OR the document will be listed as ‘unassigned’.

Naming a document has been simplified by your Encompass administrator,
allowing you to choose from a drop-down list.

Step A) Open the eFolder and Click the add icon [2

& Encompass eFolder

eFolder Documents Help
Documents Preliminary Condttions Underwriting Conditions Post-Closing Conditions History

View | tandard View ~ MO G

Document Group | (All Documents) ~| Stacking Order  None

Documents (57) —_— _\ T2 e
At Fo Name » Description For Borrower Pair 1

v
== 2015 Settlement Service Provider List

Andy and Amy America €
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Step B) Choose “Add New Document”

Add Document X

(O Add documents from Document Sets

[l |

Step C) Document Details Screen Appears
€ Document Details (Untitled) - (] X
Details Files 2B 6 ¢ ¢|@X
o Untited "l Name Date Size Current Version
Description ~
v
For Borrower T
o Andy and Amy America v
g | (- EBX] @@ &R [wan | S]] vewnogna ot |
For Miestone | (5] Resubmittedt v] :
| Access | [Ac, cL, cu, €O, DA, DD, FN, LD, LP, Others, B,
Conditions.
I—] | [Encompass uses the below icons throughout the system to complete actions. Many of them are
4 used on multiply screens for the same function.
| Aam | - Alert - Dislay on e Ppeine ndcaing e o more aorshave boen generatd o he
i - m-mmhwmmumwmhhh
Message entries inform you when requested documents have been retumned via fax from a
Doc Groups borrower,
B New / Add - Creates a new file, folder, or item.
® Edit - Opens the selected item for editing.
Avaisble  [7] WebCenter [] PO [] EDM Lenders : A IR
TS & Cut - Removes an item to paste it in another location.
Tracking -} Paste - Moves an item 1o the selected location.
" Save - Saves a new or existing item.
Status  Comments x Delete - Deletes the selected item.
A Q Find - Allows the user to locate and apply templates and other data.
Days to Receive | Il | ] @ Reset - Discards changes and restores default settingsiview.
Days to Expire | [ | L Refresh - Updates data, such as on the Pipeline.
= Excel - Exports data to an Excel spreadsheet
From | | v 8 Print - Prints the selected v
@ Learmore..
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Button Action

Choose a name for the doc from the list provided - Never Type.

Name ‘Unmled v ‘

Browse & Attach: allows you to find the saved doc & add it to

E‘b the eFolder.
> Scan & Attach: allows you to scan a doc & deliver to eFolder.
D Attach Encompass Forms: choose from various encompass

standard forms to add to the eFolder (1003, TIL, etc.)

Attach Unassigned Files: choose to use docs that reside in the
eFolder, but are yet to be assigned.

Edit File: allows you to reconfigure the pages in an attachment
L.[fl} by restacking the page order, omit pages that are unnecessary,

rotate pages & save the changes made.

Merge pages: consolidate the pages of an attachment to be

more precise with the file.

Comments: post comments to a file to later reference OR share
@ with a colleague to highlight problem areas (i.e. missing
signature, date, erroneous info). The comment is date & time
stamped to provide validity to the comment.
Delete: remove the document from the eFolder. This is ONLY
allowable based on your persona settings. It is not
X | recommended that a document is deleted, but rather use the
document name - xxDeletexx, which removes the document
from the active eFolder.

Note: When a document is added to the eFolder, it automatically defaults as the
‘Current Version’ of that doc. This is important when referring to multiple
files that have been added

Files

Name Date Current Version

1003 | 09/23/10 01:22 PM
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Viewing Documents:

€ Encompass eFolder

efolder Documents Help

When viewing documents in the ‘Documents Tab’ there are a couple of
highlights notes below:

1) Icon symbolizes that the Document is associated with a condition.

2) Icon symbolizes that a PDF File has been attached to the Document.

3) The ‘Status’ of the document is listed to indicate whether the document
is: Expected, Expired, Received, past Due, Requested, or Re-Requested.

Documents  Preliminary Conditions

Underwriting Condtions ~ Post-Closing Conditions _ History

o R —
It «| Stacking Order | None v 3
Documents (59) (@0~ 28| econsent || Request | | Retrieve | | Fie Manager | Send ~ |
Name & Description For Borrower Pair Type Access For Milestone Status Date
I v v I v v[- ¥
Appraisal Report for Lender's Use Disclo... Andy and Amy America eDisclosure AC, CL, CM, DD,... [H] Qualification Received 06106116 -
Appraisal Andly and Ammy America Seftlemert Service  AC, CL, CM, DD,... Resubmitted Received 0BIOTNE
Assets: Bank Statements Ancly and Amy America  Needed AC, CL, CM, DD,.. [H] Submittal Receved | 0OBIO7AG
Funds to Close Andy and Amy America Needed AC, CL, CM, DD, . Submittal
ift Letter/Source of Funds Andy and Amy America Needed AC, CL, CM, DD,... Submittal

Document Groups:

All Documents within the eFolder can be referenced by selecting the
Documents tab, but if you needed to reference all of the documents that
relate to a specific category, i.e. Income Docs, they can be referenced in the
Document Group section of the eFolder. This section is located on the far left
of the eFolder & will separate the docs by category so they can be referenced
by the user in a more refined list of docs.

€2 Encompass eFolder

eFolder Documents Help

Documents  Prefiminary Conditions Histi

[pocunsol Grows JEREEERIE

Documents (59) |cjosing Documents)
At Fo MName af(PreClosing Documents)
(eDisclosures)

l:l l:l (Settlement Services)
Appraisal Docs
2015 Set Assets Docs
Acknow| Credit Docs.
Acknow|Income Docs.
AppraisqL€gal Docs
Misc Docs
El Appraisg Property Docs
[@ Assets: |acC Docs
Assets: (Title Docs
xxDELETExx
AsSelS: |, <D0 NOT SHiPxx
Borrowe Closing

Compliance Report

Underwriting Conditions ~ Post-Closing Conditions

e

e el el B B el

Bl Bl
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Conditions Tab: The Conditions are preformatted to allow easy use when assigning
conditions. There are three conditions tabs: Preliminary,
Underwriting, & Post Closing.

€% Encompass eFolder

efolder Documents Help

Documents Preliminary Conditions Underwriting Conditions Post-Closing Conditions

Tab Description

Certain conditions are expected to be met prior to submission.

Preliminary Conditions .. P . .
Y These conditions are satisfied in this section.

These conditions are assigned post UW review at Conditional
Underwriting Conditions Approval. These conditions need to be satisfied prior to
preparing closing docs on a loan.

These are conditions that can be satisfied after the loan has
docs drawn & signed by the borrower. The Post-Closing dept
will clear these conditions in preparations of selling the loan to
an investor.

Post Closing Conditions
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Conditions Details: To view the Condition Details, users can do so by double clicking / selecting
the condition. Condition Details allow users to review/reject/clear the
condition with efficiency. The action taken is then time stamped to the
condition to allow transparency to loan team members.

€& Underwriting Condition Details (Appraisal) - a X
Details Supporting Documents [3 & X || Request |
s I - ] At Name & For Borrower Pair Access Status Date
= “1 A Appreisal Andy and Amy America  AC, CL, M, DD,.. Received 080715
\ppr for <<Subject property>> to ~
support a value of S<<Estimate value>>.
\ppraisal must be and "
View More > SEma
il | Andy and Amy v/ HB| & &|Q Q[rewan || G| View in Orignal Format |
Source |ennahnld ] IA
Uniform Residential Appraisal Report s L
Category IM vl The purpose of Fis i 10 grovioe T ercerichent wif an accurate and adequalely supporid aprion of e market valoe of e subec property |
oy e Gy Sue Zocaie |
Prior To !W "l crrome Owner of Puic Rocord Courty
o Sp— == - —
it = O i ?- f - - Assessmerts § OPuo_HoAS [ per year [ per month
st T e Tovacton, ) Refeanes Tarsacion (] Ot i)
'r.“ 18 the - _._: .:mu-unh-humm 10 the effective date of s apy Cves [INo
Status - Comments (Doa o
Os = s
ctPrioe § Date o Corwact s e proparty seler 0 owner of public record? [ 1Yas [ o _Data Sourcels)
[] Requested o ey leard s o e s scesers. o O O%
[] Re-requested
[ Received [Note: Race and the racial o the “are not sppraisal factors.
. OneUnt Land Use %
[ Reviewed m-m--m-lx-m-l::‘l I:".-l < m AGE__|One-Unt
= [Bunlp (] Over75% [125-75% (] Undar 26% [Demand'Supply (] Shortage (] In Batance
[ Rejected m-m:--m--c:-r:::m-m:l-m- 0-'— Low
Cleared (061071160453 F v |[atepy  |Q N Tl v
rY—
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