GET CONNECTED

Use Stacking Order Templates in
Encompass®

1. Access Settings
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2. Create New Stacking Template
Under Encompass Settings, go to eFolder s S

Setup>Document Stacking Templates.

Click the New Stacking Template icon to
create and name a new stacking order.
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3. Add Documents

Highlight the new stacking order template
and click the Add Document(s) to Stacking
Order icon.
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4. Add Documents to Stacking Template

Drag and drop documents from the A i st s s X

document list on the left onto the new ‘S’::::V::::::,:v::r::::i:::;m’:;:::.:x:n:gp:::mt on the right When saved, the changes made fo the document stackng template are mmedate |
stacking template on the right. Indicate Tempute lame  UGC Stacing Teepats

which documents are required by clicking Sesan
the box in the Required column.

New Documents (154) MGIC Stacking Template (7) D
Source  eFolder docs Requred Name
Name + Type Source ] 1003 - URLA
HUD-92S64VC N0 Standard Form HUD-92654VC Natice o] 1008 TsNe B
HUD-92700 2030 Standard Form HUD-92700 203K Worksh ] e
HUO.92700-A203  Standsed Form HUD-02700- 2030 Ackmo O D M
CI|Ck OK HO-92600 SB4p  Stenderd Form HUD-G2600 68 Appraised V % L:E:':;
. MUO-92600-A80d  Standsrd Form HUD-92200-4 Addendum
HUD-828004T FH  Stenderd Form FHA Losn Transmitsl 0 Chsihg Dischars
MO9SR Stendsrd Feem HLD.92900PUR MCAVLP '
HUD-32500WS M Standard Form HUD-92600-WS MCAW.Ret
IRS 4506 - Requs  Stenderd Form 1RS4506 - Copy Request
RS 45067 - Reou  Standard Form IRS4S0T - Trans Recuest
IRSB921 - Taxnf  Standard Form IRSEB21 - TaxInfo Autn

Lender Suberissio  Settiement Service
Letter of Explonatl  Needed
Lite Insurance Needed

Loon Estmate (Af  Standard Ferm Loen Estimste (Akernste)
Loen Submiszion  Standard Form Loan Submission

lock Confirmation  Custom Form Public \Companywide'Lock
LPMiDisclosrs  Standard Form OIS - Pl LPMI

MGKC Sait Bmooy Neesterd
() Oisplay only the documents Inchded i the stacking order

@ Auto-select al documents FCded 1 the stacking for Prnt and Save —) X Cancel
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5. Modify Stacking Order

Select documents and move them up or
down using the arrows or remove them
using the X icon.

Click Close.
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6. Select Order Non-Delegated Ml

Select Order Non-Delegated MI from the Ragort Raguiert x

Request Type drop-down to activate the | MGIC

Upload UW Documents section and enter

i H 1 | Logn Information Loan iformation
the appropriate Ml information. | e — : oot -
) ) Password aesnenne Loon Number  micm 1216001

Click Upload UW Documents to open the Jif o S Need Hep?

Attachment List. S IPREC s e
| Apaly for Master Policy  Need User DiPassword Oriine Full User Guide
| Order  MutRateQuote  Check Satus/Mew Resut  Activate MI (¥ Faqued fieid
: Request Type  Order Non-Delegated M1
| Maortgage Insrance Inéormation

Premham Plon  Monthly Premian (ZOMP) MGIC Fate Quote D | ~
| Foanian PEIBY | Bonomes Paid Addticnal Loan Infosmation
' e 1 2. MGIC Speaa Piogriam 1D (If spphcatie) .
| _| Employea Relocation Loan [_1AUS Doc Waiver
| il (LT Onignater Infcemation
| Aenewal Oplion: Fomlvyl LandeTipe: el
Mi Buycomn Amt. 645,00 Thad Party Name:
_J Al or part of the MI premium il be fnanced Thrd Panty City: State:
|_! DU Case ID: Aecommendaton
| CJwPin Purchase Elgibity Cred Risk Class
’ Upioad UW Documents (s
\ (o ] Gone
8
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7. Add Attachment

Click the + (plus) icon on the Attachment
List screen to add a document.

MGIC

Logn infomation Loan rfomation
User [0 4845043673 Bomawer e Setup
e e Coborower.  Homeowner _ Susie
_— cmrzachies Loan Number:  micm 1216001
MGIC Branch 1D Need Heip?
Optional)
(@ Save Logn rformabon EMal customer sery com
New 1o MGIC? Exstng Customer? Prone:  1-800-424-6442
Apaly for Mastec
e | *) Requred field
WARNING! Attachmenis) lle s2e total carnot exceed 100ME.
Requen Tpe EE=
Morigage Insurar | Urdevabes Conments (Optonal)  Documrnt Neme / Fike Name
Premium Plan: Attach X E
Peaei Paid Byg UW Comments (Opbions}
M Cover
Selact the location of the documant you vsh 1o attach to 05 Waiver
Retund Opbiore the ordsr
Renewal Dptiont () Browse hiom Competer J
M Buydown At O Browse fiom Encompass eFolder
\Alulwldlhsmn!un'umulbeq Contive Cancel £
DU Case ID: Recommendation’ -
(Wl Purchase Efpbity Credt Risk Class

Upioad UW Documents

8. Browse Documents

To add documents from the eFolder, select
Browse from Encompass eFolder and click
Continue.
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“oenr —_— MNeedHep?
(@ Save Logn rfomaton EMai u; r_sery com
New 1o MGIC? Bxisting Customer? Phone 1-800-424-6442
Apaly for Master
Order  MuthRat) *) Requred field
WARNING! Attachmeris) fle s2e lotal carnot excaed 100ME. F
Recued Ty F63)
Mortgage Insurad | Undetvates Comments (Opticnall  Document Neme / File Name
Premam Plar: Attach X
Premium Paid By UW Comments (Optiona}
Mi Coverpge %
Select the location of the documant you vash to attach to oo Waiver
Retund Opbiore the oidar
Ranewal Oplione () Beowse hiom Comprutes J
Mi Buycown Amk © Browse from Encompass eFaldsr
4
Clater Daldhﬁlueuhmmlboq [ Contrve ) Cancel ¢
(7 DU Case ID Recommendshion. -
JLPID Purchass Elpbilty: Cred Rick Class
| Upload L'w Documents
Order Close
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9. Select Stacking Order

Select the Stacking Order you created and © Sclect Documents X
CI |Ck Co nt| nue. Choose a stacking order Io arrange the documents. Click Continue when done ssleciing the documents.
Stacking Order MGIC Stacking Template Update Terplate

Note: Encompass won’t allow you to

. . . Documents
continue if any required documents are [ A1 Name Requested From For Borrawer Pox Sia oM Requred
miSSing i 1003-uRLA Ken Hoemowner s Su_.  Recewed 127602 ves
i [ i 1008 - Transmetol Summary Ken Hosmownar d Su_ Recewed 12802 Yes
Ml Aoprasal Ken Hoemowner ord Su . Receved 1206122 Yes
Berk Statemerts No
[ dl Crecit Report Ken Hoemowner ond Su . Recaived 12n812 Yes
Loan Estrste No
Cloging Disclosure No
1’”] Optional documents that are mssng r] Requred documents that are missing
B Lot s Preview Contue Cancel
10. Attach Documents
Click Attach to attach the documents to the : '
o MGIC
Logn Information Loan iformation
User ID: Bomower Hoemowner . Ken Setup
= CoBorrower Homeowner . Suse
_— Loan Number  micm 1216001
MGIC Branch 1D
| Optional) T M e MM,
| @ Save Login informaticn EMsi customer servica@maic com
[ Mewio MGIC? Existing Customes? Phone:  1-800-424-6442
Apal for Master T A
Attachment List X
| Order  pMui-Ra |*) Required field
| WARNING! Attachmerdfs) fle s2e total cannot axcaed 100MB @ %
| Requed Type
l Maetoage Insrat Undstvmber Commerds (Optonal]  Docusmant Name / File Name
Promtun Plat 1003-URLA
1008 - Transmttal Surmmary | —
{ PvemmPadﬂy.‘ Appraical
oo Waiver
' Aelurd Opbiore
Aenewal Opliont
| MiBudown amk] o
() Al or part of the Ml premium wil be fnanced  Thard Pary Ciy: State:
[ DU Case ID: Aecommendahory
| O Purchass Elgibity Credit Aisk Class
| Upload W Dacuments
|
Order Cose
N
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11. Order Non-Delegated

MGIC'’s interface displays the attached
document(s).

Click Order to submit the non-delegated Ml
order to MGIC.

Report Request

MGIC

Logn domation Loan ifomation
User 1D: 4846043673 Bomower Hoemowner . Ken
= :’ CoBorrower.  Homeowner . Susie
— fenener Loon Number  miom 1216001
MGIC Branch 1D . i
Optional) Hep
@ Save Logn romation EMai:
New o MGIC? Basting Customes? Phone 1-800-424-6442
Apply for Master Polcy teed User DiPassword Online Full User Guide

Order  MultiRate Guote  Check Statua/Mew Resut  Activate MI
Request Type:  Order Non-Delegated M1
Martgage Inurance Iréomation

Premiam Pl Monthly Premium [ZOMP) MGIC Rate Quote ID

Addtional Loan Information

MGIC Specd Program 1D (If apphcable)
(| Employea Ralocation Loan

Premum Pad By, Bonowe-Pad
MiCoversge%: 12 CoIE
Fetund Oplion  Nonflefundabls

Ongnater Infcemation
Aenewa Opliort  Constant

Lender Type: Retal
Mi Buydown Amt. 000 Thud Parly Name
(1A or part of the MI premium val be fnarced Third Party Ciy:
| DU Case ID: Recommendation:
P Purchase Eigibity: Credi Risk Class

| Uplosd U Documents | 1003 - URLA 1008 - Transnitad Sunmaty, Appiaid, Creck Report

Setup
[1:d
(") Required field
[_JAUS Doc Waiver
State:
Order Qose
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