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Introduction

This guide is designed to assist retail MLOs in using the company’s Encompass web portal,

which is fully integrated with our Encompass Loan Origination System (LOS). The portal

provides a centralized online platform to originate, process, and monitor loan files.

After logging in, users can create new loan files or, when applicable, import loans using a

Fannie Mae–formatted file. Once a loan is created, users may submit the loan and perform

key actions such as reviewing product and pricing options, and tracking loan status.

All loan activity is synchronized in real time between the web portal and Encompass LOS.

Any changes made in the portal will be reflected in Encompass, and vice versa, allowing

both originators and internal teams to view the same loan data and ensure required

information is complete.

This guide provides step-by-step instructions to help you log in and begin originating and

processing loans efficiently.
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Log in to the System

Website:

https://idp.elliemae.com/authorize?client_id=tirykwfo&redirect_uri=https%3A%2F%2Fenco

mpass.ice.com %2Flogin&response_type=code&scope=loc&instance_id=BE11375030

1. Use your account (Instance ID = BE11375030)

2. Download “PingID” by scanning the QR code appears after you click the “start”
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3. Once it’s installed, open PingID, and use the app scanner scan the QR code again.
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Interface

View all your files under “My Desk”

Create a New Loan

1. Select the ‘Prospect’ folder, then click on ‘New Loan’ to create a new file
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If you want to import 3.4, click the “⋮”to the right of “New loan”.

2. Choose- Public Loan Templates- Companywide- Conventional 30yr Fix Purchase (we will

have more templates in the future)
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Enter Borrower Information

Complete all blanks with the “Value is required” mark, then click “Save”. If you don’t have

the information, you can skip it.
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Pull or Reissue Credit Reports

Credit Information & Ordering (You can order new or reissue)
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Please select a company you have an account with.
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Rate & Registration Information

1. Click “Rate & Registration Information”
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2. Click”Product and Pricing”

3. Click in sequence “Product and Pricing”- “Lender price”- “Next”
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4. Once the Pricing Engine launches, you will see the Search Fields interface.

Double-check critical information such as Loan Types, Loan Purpose, FICO, LTV/CLTV, and

Property Type. Click the Search button to generate real-time pricing results.

5. The system will display a list of eligible products and Ineligible Product based on your

search criteria. Confirm the program and rate you want to select.
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6. A confirmation screen will appear. Click Confirm to export the pricing data back to the

loan file and finalize the program selection

Upload Files and Document Management

eFolder- Upload files- LOCAL DRIVE-Unassigned Files
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View Loan Status and Follow Up
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View Conditions

Upload Conditions

1. Check the condition that you want to satisfy and click on the small triangle

symbol,browse the documents and upload the documents to the folder or drag the

documents to the folder directly,then the uploaded documents will be displayed below and

click to update the status to fulfilled,steps as following.And the other conditions should also
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be uploaded following this procedure.

2. After all the documents have been uploaded,click the Milestone timeline icon and

resubmit the file to UW for review.Make sure the resubmittal milestone has been finished

otherwise the UW cannot receive the notice to review the documents.
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Appraisal

Locate Loan

Locate the loan number in Encompass for which an appraisal report is to be ordered. Follow

the steps below to access Valuelink: “Service order--Order
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service--Appraisal--Valuelink--Next”.

Order Detail

Complete the “Order Detail” section as instructed, then click “Next”.

Loan Type:

Select “Conventional”.

Property Type:



AAA Capital Investment, Inc.

41 E Live Oak Ave, Arcadia, CA 91006

1 (877) 789-8816 | NMLS #295075

20 / 42

• Single Family Residence: Select “Single Family Residential”

• PUD: Select “Planned Unit Development (PUD)”

• Condo: Select “Condominium”

• 2–4 Unit: Select “Multi-Unit Property”

Product:

Please select the correct appraisal form based on the property type:

• Conventional 1004 – SFR / PUD

• Conventional 1007 – Subject Rent Schedule

• Conventional 1007 – Departure Home Rent Schedule

• Conventional 1073 – Condo

• Conventional 1025 – 2 Unit

• Conventional 1025 – 3 / 4 Unit

• Conventional 1004D – Final Inspection

• Conventional 2055 – Disaster Report

• Rush Fee

Additional Items:

• If the subject property is an investment property, please select “Conventional 1007 –

Subject Rent Schedule”.

• If a rush order is required, please select “Rush Fee”.

Rush Order:

Check this box if a rush order is required.
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Order Due Date:

If a rush order is selected, please choose the expected due date. If not a rush order, this

field may be left blank.

Order Comment (if any):

Enter any important notes or special instructions if applicable.

Drop File:

Upload required documents such as Purchase Agreement, HOA Questionnaire, or Lease

Agreement.

Loan Information

Complete the “Loan Info” section, then click “Next”.

Loan Purpose:

• Purchase: Select “Purchase”.

• Rate & Term or Cash-Out Refinance: Select “Re-Finance”.

Occupancy:

Select the appropriate occupancy type based on the actual scenario.
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Loan Closing Date:

Select the appropriate closing date.

Client Detail:

Select the appropriate option based on the actual situation.

Additional Email(s):

Enter any additional email addresses you would like to include.

Contact Information

Complete the “Contact Info” section, then click “Next”.

All Contacts:

At least one contact must be selected and marked as “Primary”.

Property Access instructions:

Enter any property access notes or special instructions if applicable.

Add New:

You may add contacts other than the borrower if necessary. Once you complete new

contact info, please click “Add Contact”, then the new contact will be added into “All
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Contacts”

Summary & Submit

Review the Summary page and select a Payment Method. Click “Submit Order” to complete

the appraisal request.

Create New Order (Second Appraisal / Departure Home 1007)

To order a second appraisal report or a Departure Home Form 1007, please create a

separate order in Valuelink by clicking “Create New Order”.
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View Appraisal Status

To view the appraisal progress, please access Valuelink as Step 1 and click “View Details” to

see the appraisal timeline.
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Payment

AAA will send payment link to borrower directly after receiving the appraisal request and

appraisal fee is determined. Broker can find the payment status at below stage.

Payment link email will show as below. The price is only valid for three (3) days. If the

payment is not made on time or is not paid in full, A second payment may apply due to

price changed.
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Edit / Hold / Cancel Order

Orders may be edited, placed on hold, or canceled as needed.

Appraisal report delivery

Once the appraisal report completed, it will be delivered to borrower directly. The

borrower may click the “Report Download” link to access the appraisal report.
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Reconsideration of Value

If the borrower disagree with the appraisal value, borrower can initiate Reconsideration of
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Value (ROV). Please click the link below and follow the instructions to complete the ROV

form. Once completed, please click “Submit” to submit ROV request

Please note the following important points regarding the ROV process:
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 Only one Borrower-initiated ROV request is allowed.

 Ensure you provide all relevant information with your request.

 Borrowers must submit their ROV request within three (3) days of receipt of the

appraisal report. ROV requests submitted after this time frame will not be accepted or

reviewed.

 Kindly provide MLS data or public property records when submitting additional

comparable sales for review.

 Please include supporting data along with references to their respective sources when

requesting data corrections or adjustments.

Lock

Accessing the Pricing Engine

To begin the pricing process, you will need to access the integrated pricing engine directly

from the loan file in Encompass.

1. Open your loan file in Encompass. Navigate to the Services tab (depending on your

layout) and locate the "Search Product and Pricing" service.

2. Click Search Product and Pricing.

Note: Ensure you are in the correct loan file, as the system will pull the subject
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property and borrower data automatically.

3. A dialogue box titled "Lender Price - Product and Pricing Engine" will appear. Click

Submit to launch the “Search Fields” interface.
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Running a Loan & Pricing Search

Once the Pricing Engine launches, you will see the Search Fields interface. This is where you

validate the loan parameters before generating a quote.

1. Review the Search Fields section.

● Double-check critical information such as Loan Types, Loan Purpose, FICO, LTV/CLTV,

and Property Type.

● Ensure all data pulled from Encompass is accurate. The Citizenship types don't fully align

with Encompass, so there's no auto-fill. Please select it manually.

● Mortgage History: If the borrower has mortgage history, click "More Borrower
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Attributes" within the Mortgage History module to input the details.

● Loan Types Selection: Only Conventional, Closed End Second, and HELOC are available.

Please select Conventional for all first lien loans.

● Income Doc Type: Please note that Income Doc Type represents the income category

rather than a Program option. This field will not auto-populate from loan data and must

be selected manually. Additionally, the Income Doc Type will display all available options,

including those not offered under this specific channel.

2. Click the Search button to generate real-time pricing results.

Analyzing Rates & Adjustments

The system will display a list of eligible products and Ineligible Product based on your search

criteria.

1. View Available Rates
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In the results grid, locate the product you wish to review (e.g., "Agency 30 Yrs Fixed"). Click

on the numeric value next to the Rate to expand the view and see more available rate

options and pricing for that specific product category.

2. Check eligible products adjustments (LLPAs) and Ineligible result reason.

● Click on "Cost to borrower" or "Price adj".

● A detail window will pop up showing the Base Price and all Loan Level Price

Adjustments (LLPAs) (e.g., FICO adjustments, Property Type add-ons, etc.).
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● In the 'Ineligible' results, you can click on 'Price Adj.' and scroll down to the bottom of

the pop-up window to view the specific Ineligible Reasons.
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Registering & Locking a Loan

Once you have identified the optimal rate and product for your borrower, proceed to

registration and locking.

Understanding Registration vs Locking

● Initial Quote:When you first run a search, the system shows all eligible programs.

● Registration: Once you click the Export button(The icon on the far right of each row) to

export pricing, you are effectively Registering the loan with that specific program.

○ Crucial Warning: After registration, future pricing searches will only display the

program you registered. You will not see other product families unless you modify

the parameters (see Section 6).

1. Confirm the rate you wish to lock.
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2. Click the Export button.

3. A confirmation screen will appear. Click Confirm to export the pricing data back to the

loan file and finalize the program selection.
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4. Requesting the Lock

After exporting the pricing:

 Verify the Pricing Detail, Loan Parameters, Rate, and Adjustments one last time.

 Click "Request Lock".
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The Lock Request has been submitted outside of lock desk hours and cannot be

accepted .Please submit your Lock Request during the Lock Desk Hours.

Status Updates:

● Submitted: when you request lock（Make sure to exit this file in Encompass once you

finished）The pipeline status will update to "Lock Requested".

● Approved: Once the AAA Lendings Lock Desk reviews and approves the request, the

status will change to "Locked".

● Confirmation: The Loan Officer will receive an email containing the Lock Confirmation.

Post-Lock Management (Re-pricing)

Need to make changes and re-pricing after registering?

The Lock Request has been submitted outside of lock desk hours and cannot be

accepted .Please reprice and resubmit your Lock Request during the Lock Desk Hours.

If you have already registered a loan but need to change parameters (e.g., LTV changes,

FICO update) and re-price:

Step 1: Locate the blue "Price" button in the Search Product and Pricing interface.
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Step 2: Clicking this will return you to the Search Fields interface.

Step 3: You can now switch parameters and generate a new quote.

Reminder: As mentioned in Section 1, the loan program itself cannot be changed

after the lock is active. This re-pricing feature is primarily for updating parameters

within the same program.

If you have specific scenarios and simply wish to obtain a quote, you could also use the
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"Quick Pricer" tool available on the Lender Price portal.

https://ppe-ext.lenderprice.com/#/login

Lock Extensions

If a loan cannot close by the lock expiration date, you may request an extension.

Extension Policy

● Max Extensions: You may request a maximum of 2 extensions.

● Third Extensions: Third-rate extensions re not permitted.

● Fees:

○ 0.150% for 7 days

0.250% for 14 days

○ The fee for the second extension will be 1.5 times that of the first extension fee.

https://ppe-ext.lenderprice.com/
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How to Request an Extension

1. Open the loan file and navigate to the Search Product and Pricing screen.

2. Click the "Request Extension" button.

3. Select the necessary number of days for the extension.
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4. Click”confirm” to submit the extension request.
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