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Job Aid: Loan Submission 

 
 

INITIAL DATE: 10-7-2024 

REVISION DATE: 10-7-2024 

 
• Loan Submission (you will be prompted to submit your loan, once disclosures have been ordered) 

o Please be sure to complete the Loan Submission screen 
o Once the con 

 

 
 
 

• This section will allow you to see the process of your loan as it works through the system 
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• Manage Borrowers (don’t skip this step) 
o Upon uploading a loan with married applicants, you need to confirm the borrowers are paired in 

P.A.R.C. before proceeding 
 Select on the “additional application” borrower and drag them to the Primary Application 

section 
 “confirm borrower pairs are correct and select next 

 
 

• You can now view the application and make any necessary changes 
 

 
 
 

• UW Package; Uploading your loan documents 
o Select to “browse” for your documents or “drag and drop” 
o Select “package documents”  
o Once all documents have been selected, click “upload” 
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• Once all documents have been uploaded, and your file is ready to be submitted to underwriting, select 
“request document check” 

 

 


