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JOB AID: Loan Submission

Version: 1.0 Date: 08/25/2025

1. Overview

This job aid provides step-by-step guidance on loan submission in the CWL system,
including managing borrowers, uploading underwriting packages, and requesting document
checks.

1. Loan Submission Screen

- Navigate to the Loan Submission screen. (you will be prompted to submit your loan, once
disclosures have been ordered)

e This section will allow you to see the process of your loan as it works through the system

tLoan Submission

Please answeer the fg

Contacts for this loan:

I the subject property new construction? (7)y.s @ o arty Processor Select Provider
‘Will the subject property require a final inspection for repairs Yes @ No
and / or improvements? -

Title Company Select Provider

If Yes, enter the dollar amount for final inspection or inspections: | scrow / Closing Company Select Provider -

Does the property qualify for PIW or ACE? (— ®
Yes No Listing Agent Select Provider

Seling Agent Select Provider -

LO Assistant Name ‘

Email ‘ ‘

Phone | ]

Submission Notes

2.Manage Borrowers

- Confirm borrowers are paired correctly.

e Upon uploading a loan with married applicants, you need to confirm the borrowers are
paired in P.A.R.C. before proceeding

e Select on the “additional application” borrower and drag them to the Primary Application
section

e “confirm borrower pairs are correct and select next
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Manage Borowers
Please arrange ycur Domewer pars by se‘ecing 2 BCrower iCon and Crogprg Bem mic Me Cosrec DOrower Dar anC DOSeCE
Primary Application
Borrower Co-Borrower
. Andy CWL-Test . Amy C¥iL-Test
. Imo@cvere com . rogoutend com
Bithdate’ 02281957 Brncae 013V156T

3. Confirm Borrower Pairings

- Drag and drop applicants to ensure proper pairing.

Borrowees | Andy THTeat v

\
Loand O Borrower @ Assets &
Property Information Laabilites

Real Estate Declarators Cemographs Orgmator Lender Loan
) ) ) ) © Lendert I
Manage Borrowers

Ploste arange your borrower pans by selecting 3 borower €on and droppng e mnlo he desred bomower Dar snd poston

Primary Application

Borrower

Angy CWVL-Test
infoQewhend com
Rithdate 022811967

Mplluﬂon

Borrower
Amy CWL-Test
Info@owhand com
Bithdate 01311967

Confirm Pairings

bath pust be dragged to primary applicant line. Do not confirm pairs prior 10 completing.
¢

“IMPORTANT ™ If borrowers are on a joint credit rep

Ucmower Pairs are Comvect

For internal use only | Community Wholesale Lending



4. Loan Progress

- Review the process of the loan as it works through the system.
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5. Upload UW Package
- Upload your loan documents by browsing or dragging and dropping into the system.
e Select to “browse” for your documents or “drag and drop”

e Select “package documents”
e Once all documents have been selected, click “upload”

Loan Snap - Andy CWL-Test

Documents  Lock  Requests  RequestAppraisa

This loan is ready to request Document Check: [ il R

1. Check the documents from the list that are included in your file
Status

2. Click "Browse" or Drag & Drop your file in the box below

AL s Optional 3. Click the “Upload” bution
BORROWER'S CE ATION & AUTHORIZATION-8 Optonal
EXECUTED PURC Optonal
W-2'S BORROWER Optional
W-2'S CO-S0RRO\ Optona
PAYSTUBS CO-BORR Optonal
PAYSTUBS BORROWER Optonal Disciosure Submission Form
BANK STATEMENTS Optional osres
nial Disclosures
PRELIM TITLE REPORT Optona!
Optonal
Optona
] APPRAISAL Optonal
Including SSR's, Invoices, Appraisal Delivery &
Compliance Cert
£sCROW Optonal
CLOSING Optonal
Optona!
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6. Request Document Check

- Once all documents have been uploaded and your file is ready to be submitted to UW,
select 'Request Document Check' to finalize submission.
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A\ WARNING: Do not skip required documents, as it will delay submission.

v Always confirm borrower pairing before proceeding.

v Ensure all required documents are uploaded before requesting a document check.

Need help? Contact CWL Support at parcsupport@cwlend.com.
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