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JOB AID TITLE: NDC-Submitting a New Loan

Version: 1.0 Date: 11/10/2025

1. Overview
This job aid provides step-by-step guidance on submitting a new loan, including uploading
all documentation and submitting for Underwriting approval.

2. Step-by-Step Instructions

1. Uploading Documents
-Once disclosures have been issued, you can upload your submission package
-Select UW Package
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My Pipeline  Quick Pricer  Guidelines Forms. JobAids  Appraisal Dashboard ~ Support My Account
Loan #: 8500253898 - Ken Testfile

Loan Amount: $300,000 Loan Purpose: Purchase
Property Address: 2345 Main Street Rancho Cucamonga CA
Loan Program: 30 YR FIXED FNMA CWL

o0—O0—O0—0—0—O0—O0—0O0——0O0—0O0——0O0——0O———0—™o0

Disc Loan In on Approved Suspended co Condition Clear Docs Docs Closing Purchase Loan

Request Setup Underwriting Hold Ordered Review to Ordered out Pkg Conditions Purchased
Close Received

View 1003 Loan Summary | @ UWPackage [lLiability Report  Assets & Income Report  Disclosure Report  Conditions  Documents  Lock  Closing Package  Requests

Request Appraisal

Loan Details
Present Housing Payment 1st Mortgage P&I 2nd Mortgage P&I Hazard Insurance Supp. Insurance Taxes Mortgage Insurance HOA Other
$3,500.00 $1,822.83 $0.00 $77.00 $0.00 $199.00 $222.50 $0.00 $0.00
Total Primary Exp. Non-Mortgage Liabilities Total Monthly Payments. Housing Ratio Total Debt Ratio
$2,321.33 $469.00 $2,790.33 16.463% 19.790%

For internal use only | Community Wholesale Lending



2. Uploading Documents
-check the documents that will be uploaded
-Browse and attach the documentation
-Select Request Document Check

View 1003 LoanSummary | @) UWPackage  Liabilty Report  Assels & Income Report  Disclosure Report  Conditions  Documents  Lock  Closing Package  Requests

Request Appraisal

This loan is ready to request Document *eck Request Document Check I

—
1. Check the documents from the list that are included in your file
ackage Documents Sty 2. Click "Browse” or Drag & Drop your file in the box below
ITIAL 1 ]

w} L1003 Opsons 3. Click the "Upload” button
O s 8 Optional
[) [EXECUTED PURCHASE AGREEMENT Optional
[ fr-2ssorrower Optional Upload
o -2'S CO-BORROWER Optional iledxnes.supnaded: pdf. Max file size = 200MB

bAYSTUBS CO-BORROWER Optional
o i Uploaded Documents
[ [avstues sorrowER Optional disclosure_contacts pdf Disclosure Submission Form
[ banstarenents opice inital_disclosures. pdf Initial Disclosures

initial_disclosures_preview pdf Initial Disclosures
) [preELM TITLE REPORT Optional
mi_quote_summary.pdf Mi Quote Summary

(] [RUS CERTIFICATE (DO/DUALPIGUS FINDINGS) Optional
0 feTTer oF expLanaTion Optional
] BeerasaL ) Optional

Including SSRs, Invoices, Appraisal Delivery &

Compliance Cert
) [Escrow insTRUCTIONS Optional
] [BLOSING FEE WORKSHEET Optional
O PreassiFen Optional

]
L

@ TIP: Always confirm a complete loan package is uploaded to avoid delays

3. Support

Need help? Contact parcsupport@cwlend.com
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