GET CONNECTED

Encompass® — Full User Guide

Encompass Partner Connect™

This guide is specific to Encompass Partner Connect (EPC). Please see our alternate guides if you use EMN or
TQL.

Last Revised Date: 12/05/2024
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Quick Guides

1. Order Rate Quote

From within a loan, select Services from the e — S 0%
left-hand menu. The available services will be  « m mmswmsmee o os G sominines s s it SO e
d|Sp|ayed @ hene Applicatian View

[S— ek trnson e

Rate & Registration Information

Property, Tile & Trust

You can access Mortgage Insurance services
two ways: All Services or Ml Center.

Employment & Income

Assets, Gifts & Grarts Financial Information - Reel Estate

Inbites
Guatying e Borrower Declaatons

Homecunersp Educain & Housing Counseling Wity Serice & Language Preerence
E Loan Origatornkomation Continuation nformation

EBD:

Demagrephic Information

Aeknewiedgments & Agreements

Doooe

) TESTZ3100192 ohr [~ ]
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From the Services menu, click All Services,
then click Order Service.

All Services | 0 Service Orae Drows Senace

Order Sarvice

The Order Service modal will appear. Click the
Mortgage Insurance category and your Catecores
available providers will appear. Select MGIC .
Mortgage Insurance and click Next.

b) Ml Center £3 Encompass | s P

™ w W0 832500000 7000% & Woslocked  Con G/ 260 K100O(N2000/82,000  Purchase MDD

From the Services menu, click MI Center and £ Mongage nsurance Carver
select MGIC from the New Order drop-down .
list. o

& Fsamesn )
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Whether you selected All Services or Ml
Center, the MGIC: New Order screen will
open.

Select Rate Quote from the Request Type
drop-down.

TESTZIM00192

" | MGIC: New Order

Coverage percent will be defaulted, however
you can access the other coverage options by
clicking the Ml COVERAGE % DETAILS link in
the MI Coverage section.

Note - You can click the information button
for additional details for MGIC. You can close
the information panel by clicking the X button
on the right of General Information, or by
clicking the information button again.

Click the Close button to return to the order
screen.

futher modifed here for ordering

Once you verify all data is correct and all
required fields have been completed, click
Order.

A spinner will appear to let you know your
request is in process.
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Once the order response appears, click i
Import Ml Rates to import the Ml pricing into ¢
the loan. This is one option for importing a
rate. A second option is described below.

o @ & -0

Use the Close without Importing if you do not
want to import the Ml pricing.

Note - Importing Ml pricing is necessary for
populating disclosures as well saving the
quote for it to be available to select for
subsequent Ml orders.

A spinner will appear letting you know the .

request is in process.
You will then receive a message indicating @

that the rates imported successfully. Success

MI Rates Imported

Close the message when you are finished.

You will be directed back to the Order

I3 Encompa e > 1g H
TEST23M00192 Jehn Hor . B

Summary screen. I TS mmome s A See SR i g geeessnsn e | WOy g )
: Mortgage Insurance Center: Order Summary {‘j‘_

You will notice the following navigation tabs: ) — F— SR

OVERVIEW, DOCUMENTS RECEIVED, o [Emenwmen  wmrnoese MGIC

DOCUMENTS UPLOADED. You will also notice T st success —

the toggle arrow next to Order Summary : e - -

which will navigate you back to the Order o )

History screen.

The OVERVIEW tab provides status and rates
details, the quote expiration date, and 1 e L e s .
messaging returned by MGIC with a reference ¢ s o
number and new Quote ID. :

The DOCUMENTS RECEIVED tab allows you to
view the Rate Quote PDF.

The Rate Quote PDF will have already auto- ,
saved to the document folder. This is just a
method to view it.

orevauotERDER [T .

0 ®

The DOCUMENTS UPLOADED tab is not
relevant for Ml Rate Quotes.
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If you do not import Ml rates upon receiving e —
rate quote results (as shown above), or if you ¢ R e | oot | oty [t | s | cotn | R, || i | i | o | O 3 i
want to change the rates imported, you can

import rates from a previously pulled quote LY s

via the MGIC: Edit Order page. To navigate to o] e — o - e )

that page via the All Services screen, click the — ' - ' ' D
pop-out arrow on the far right of the rate

quote entry.

To navigate to the MGIC: Edit Order page via
the MI Center, go to the Mortgage Insurance
Center: Order History screen. Click the elipsis .
to the right of the screen for the order you “"
would like to import and select the Open °
Quote Order option.

Mortgage Insurance Center: Order History

At the bottom of MGIC: Edit Order page you
will see an Import Ml Rates link.

A status window will appear once the request
is completed.

Click the Save button to ensure your updates
are retained.

2. Order Multi-Quote

Follow steps 1.a or 1.b to navigate to the
MGIC: New Order screen.

Select Multi Quote from the Request Type
drop-down.

Contacts: MGIC Integration Services Your MGIC Representative
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The MGIC default premium plans are
borrower paid deferred monthly, borrower
paid single premium, and lender paid single
premium.

If you would like to make an update to a field
for a premium plan already added, mouse
over and click the field to adjust it.

TEST23100198 Pavick

o™ IR ol Lano Eaeion PAL 0K FIZRO0A00  T000N

/I §2000/92000/82000  Puchme

MGIC: New Order

MASTER POLICY INFORMATION

|o  sa e

B CRDERTYPE

CovemAsE PERENTAGE prep—

MI COVERAGE

e M COVERAGE % DETALS

AUS FINDINGS ORIGINATOR INFORMATION

You can click the + icon to add more premium
plans and/or variations to compare.

You can also click the trash-can icon to
remove comparison options.

Note - The maximum number of premium
plans you may include in a request is 6.

[res—
o Do o Cokion s s et $3500%0 G000 G meniom s WO
=T

MGIC: New Order
a
L]
|o  sad

B CRDER TYPE

Qo FoencE o [rrp—

Ml COVERAGE

Seect moovmsE DETALS | Sesmenlan

AUS FINDIN ORIGINATOR INFORMATION

The coverage percent will be defaulted.
However, you can access the other coverage
options by clicking the Ml COVERAGE %
DETAILS link in the MI Coverage section.

Click the Close button to close this window.
Note - You will need to adjust coverage within

each of the applicable premium plans you
wish to edit.

TEST23100199 Patrick
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FUAMA STANDARD COMIRAGE
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Once you verify all data is correct, click Order.

A response message will appear, and will — -
include results for each of the quotes. 53 SR |V [ [ANR, |G | W | S | (e

$2000/82000/82000  Pcase OO | 3 1 ot )

These results will also be returned in the Ml
order history. lz

©

Success
ke Qe © GTCOTZY

If you would like to import pricing, select the
option you would like to import. This will
enable the Import MI Rates button.

L o) L}
TEST23M00199 P Bl )

Note - You may only select one quote to
import.

Success
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A spinner will appear letting you know the
request is in process.

You will then receive a message indicating
that the rates imported successfully.

Close this message and you will be directed
back to the Order Summary screen to view
your active order.

TEST23100199 Pt

(™

You will notice the following navigation tabs:
OVERVIEW, DOCUMENTS RECEIVED,
DOCUMENTS UPLOADED. You will also notice
the toggle arrow next to Order Summary
which will navigate you back to the Order
History screen.

The OVERVIEW tab provides status and rate
details, the quote expiration date, and
messaging returned by MGIC with a reference
number and new Quote ID.

Click the Save button to ensure your updates
are retained.

TEST23100199 Pat
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Click the DOCUMENTS RECEIVED link to view
the Rate Quote PDF for the pricing you
imported.

The Rate Quote PDF will have already auto-
saved to the document folder. This is just a
method to view it.

The DOCUMENTS UPLOADED tab is not
relevant for Ml Multi-Quotes.

TEST23100199 Patrick Toater
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Mortgage Insurance Center: Order Summary

MGIC_MGICMuliGuote. pef
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3. Order Compare Rate Quotes

To access Compare Rate Quotes across Ml
providers, click Services and select Ml Center.

TEST23100197 F:

Application View
You will not be able to access the Compare B PR—— [SR—
Rate Quotes feature via the All Services PR [ 8-
screen. [ [ B

Click Compare Rate Quotes button to submit
the rate quote compare request. A spinner ¢
will appear letting you know that the requests Morgege Insurance Cartor
are in process.

All MI providers your organization has enabled
will receive requests for Borrower Paid
Monthly, Borrower Paid Single, Lender Paid
Single, and a 1% split premium.

Note - If you select a provider from the New
Order drop-down list you will be directed to
that Ml provider’s order screen and will not be
able to order Compare Rate Quotes.

You will be directed to the Compare Rate -
Quotes screen. A grid will appear that the - iR ST | Gl et SO SNSRI GMRRSRR Proe S
response statuses will display in.

Compare Rate Guotes
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The grid will update with indications that the

Compare Rate Guotes

As responses are received, the grid will
update with a Success indicator.

1000 = Motlockd  ComestonlFoed  $I2500000  S36660000  WSIO/IFE  I000/H2000/82000  Fuche ]

Compare Rate Quotes

When all responses have been received, the LA ,
screen will display results. You can hover over Oy 1 WRORO000 GO0 i ot 44000000 ST WON/IATEL OO IO/ MO WYYy
the status link for a preview message. av—

Note - See the Rate Quote Comparison ; ‘ o s

Settings section of the Admin Guide for =

display order settings and instructions.
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You can also click the status link to view the
full status message.

WU00000 GO0 Motlohad  CowntinaiPied  $HOOO00  §299I0000  WOIGIMI  WHOOD/SROCOIMNCOD  Puhase  MMDDYYYY o

You can adjust the display order by clicking —
the header of the column you want to sort by. Trs

peswasted [l gl oppipg oot i cencreod sl ol et i)

m Compare Rate Quotes Voot o
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Click the toggle arrow next to a quote to view
details on that specific quote.

TEST240300443

Compare Rate Quotes

Or click the top toggle arrow to view details on
all quotes.

TEST240300443 Povs

Click the Provider radio button to group — T
results by provider. ol O okt G| SOOI SN0 NI MO0 MO/ P | MDY
Contacts: MGIC Integration Services Your MGIC Representative

Integration services@mgic.com 1-888-644-2334 mgic.com/contact

12


mailto:Integration_services@mgic.com
http://www.mgic.com/contact

To select the preferred quote, click the radio
button to the left of the quote. This will enable
the remaining action buttons at the bottom of
the screen (the Close button is always
enabled).

Click the Import Rates Only button to
populate pricing into the loan. A spinner will
appear indicating that the import is in
process.

Other actions include options to order:
e Delegated MI
e Non-Delegated MI
e  Contract UW with Ml

Note - See the appropriate section of this
guide for instructions for ordering Ml or
Contract UW.

You will be directed back to the Order
Summary screen to view your active order.

You will notice the following navigation tabs:
OVERVIEW, DOCUMENTS RECEIVED,
DOCUMENTS UPLOADED. You will also notice
the toggle arrow next to Order Summary
which will navigate you back to the Order
History screen.

The OVERVIEW tab provides status and rate
details, the quote expiration date, and
messaging returned by MGIC with a reference
number and new Quote ID.

The Ml pricing that was imported will be
highlighted with a check mark.

Imported Rates

an

The DOCUMENTS RECEIVED tab allows you to
view the Rate Quote PDF.

The Rate Quote PDF will have already auto-
saved to the document folder. This is just a
method to view it.

The DOCUMENT UPLOADS tab is not relevant
for Compare Rate Quotes.

MOIC_RiteGuoteAndENgitility pat
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Click the Save button to ensure your updates
are retained.

Note - Once any Ml request has been placed,
you can request Compare Rate Quotes by
clicking the button in the upper right corner.

4, Order Delegated MI

Follow steps 1.a or 1.b to navigate to the

TESTZIN00MG7 Fairic F ary Purcha .
MGIC: New Order screen. Select Delegated Ml . o G000 00 i Gt G000 S0 AU BN e DT

from the Request Type drop-down.

The quote ID of your most recently imported
quote should be populated in the Rate Quote ¢ T b 1 o000 Joom 8 isans Gommared | Siome  Smpmmo | memiami Baveoves e mon
ID field. ¢

Click the magnifying glass icon to select a o
different quote ID. -

Note - See the appropriate section of this
guide for instructions to submit a Rate Quote,
Multi Quote, or Compare Rate Quotes

TESTZIN00E? Patrick F ary Purcn e
2F

request.
Contacts: MGIC Integration Services Your MGIC Representative
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The Search Rate Quote ID window will open. A
list of prior quotes will appear.

Use the toggle button next to a quote to view
additional details, or use the toggle all button
at the top to open details on all quotes.

Click the radio button next to the preferred
quote and click the Select button (this button
will be disabled until a quote is selected).

You may also manually enter a quote ID on
the MGIC: New Order screen if the preferred
quote does not appear.

TESTZIN001G7 Fatrick Py

sar & Mary Purchaser

¢ 70 Boindeer Avero Bowo MD. 2076 $2I000000  3000%  fm Metlockmd  Comenibodi Feed 823000000 WWIB0O00  ZKOPV/AIII  WAATH/WLATO/WLATE  Purchese

Once you verify that all required fields are
completed and all data is correct, click the
Order button at the bottom of the screen.

A spinner will appear to let you know the
request is being submitted.

TEST23100197 ot

A status message will appear when the
request has processed. Close this message to
return to the Order Summary screen.

TESTZIN0O1M Patrick

Appraved
uAp—
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You will notice the following navigation tabs:
OVERVIEW, DOCUMENTS RECEIVED,
DOCUMENTS UPLOADED. You will also notice
the toggle arrow next to Order Summary
which will navigate you back to the Order
History screen.

The OVERVIEW tab provides status and rate
details. There’s also messaging returned by
MGIC with the Certificate Number and new
Quote ID.

You may use the RESUBMIT ORDER link at
the top left of the Order Summary screen to
resubmit your request.

Note - The RESUBMIT ORDER link will only
appear if this is the active order. Select the
desired order from the Order History screen in
the MI Center to make it the active order.

TESTZIM00EA Pt

..........................

The DOCUMENTS RECEIVED tab allows you to
view the commitment certificate.

The Commitment/Certificate PDF will have
already auto-saved to the document folder.
This is just a method to view it.

Note - The DOCUMENTS UPLOADED tab is
typically not relevant for Delegated MI orders.

MCGIC I

Martgage Gua
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5. Order Non Delegated Mi

Follow steps 1.a or 1.b to navigate to the
MGIC: New Order screen. Select Non
Delegated MI from the Request Type drop-
down.

TESTZINO0NGS Fa

{

MI COVERAGE

“  AUSFINDINGS ORIGINATOR INFORMATION

The quote ID of your most recently imported
quote should be populated in the Rate Quote
ID field.

Click the magnifying glass icon to select a
different quote ID.

Note - See the appropriate section of this
guide for instructions to submit a Rate Quote,
Multi Quote, or Compare Rate Quotes
request.

wenve Bowie MD, 20716 $20000000  A00T%  m Mollocked  ComeedlonwFiaed  SZNO0O00  SWZO0000  IGGUIALGE  ELATE/ELATE/EIATE  Puchme  MMTDYYYY
Pt e s Furein Fumtame ke o bt viar - iy e P My KB}
MGIC: Mew Order

MASTER POLICY INFORMATIGN Aach Documents

ORIGINATOR INFORMATION

The Search Rate Quote ID window will open. A
list of prior quotes will appear.

Use the toggle button next to a quote to view
additional details, or use the toggle all button
at the top to open details on all quotes.

Click the radio button next to the preferred
quote and click the Select button (this button
will be disabled until a quote is selected).

You may also manually enter a quote ID on
the MGIC: New Order screen if the preferred
quote does not appear.

Contacts: MGIC Integration Services
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You will be prompted to include documents
with your order. Click the Attach Documents
link to select the appropriate documents for
your order.

The Select Documents and Files window will
open.

Contents of the eFolder will display on the
DOCUMENTS AND FILES tab. Click the
UPLOAD link to attach any of these files.

MGIC: New Order

Click the drop-down list on the STACKING
TEMPLATES tab to view and select a stacking
template created by your system
administrator.

TEST23N00183 Patrick &

You may also attach documents saved locally
by clicking the Browse LOCAL DRIVE link on
the DOCUMENTS AND FILES tab.

Use your file explorer to navigate to the
appropriate drive, select the document(s) you
wish to attach, and click the Open button.

The UPLOAD status bar will show you the
progress of the upload. Make sure all files
have completed the upload process, and click
the Done button when finished.

£3 Encomy

TEST23100183 Fai

¢
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Once you attached the necessary documents,
verify all required fields are completed and all
data is accurate.

Enter any pertinent Underwriting and/or
Document comments in the appropriate
fields.

Click the Order button at the bottom of the
screen.

A spinner will appear to let you know the
request is being submitted.

TESTZAN00193 Pai

— M DGO N 8 Nl e G000 A0 41N WONALANGL0N  Puchee | MATGYTTY & miar 3
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8 prs e coverace s pETs

- AUS FINDINGS ORIGINATOR INFORMATION

B e

A status message will appear when the
request has processed. The message will
include the reference and certificate
numbers.

Close this message to return to the Order
Summary.

TEST23100193 Far

- Mottt TAIOTE OAIOUEAN P WDOTYY

¢ MD2OTE 0000000 10008

Conveniima Flesd $20000000  $W2000.00

®

Suspended
viteon + 00310

If your loan is Suspended upon submission,
an MGIC underwriter will be in contact with
questions or status updates.

Once they advise you that your loan is
approved, the order status will update:
e If you are active in the loan file, click
the CHECK STATUS button.
OR
e [f you are not active in the loan file,
the status will be updated with the
decision and imported rates with no
manual intervention required.

Note - You may also Check Status from the
Order History screen by clicking the elypsis on
the far right of the row with the order.

TESTZIN00193 Pai

. spaomo 000 Wrlakng  Coeniomifuea | $p0a00m 41200000 - v asam el T
o
* Mortgage Insurance Center: Order Summary e o
§ Ouder s 60633302 err— 7 1
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&
Order Status: Suspended rv— Imported Rates.
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Aotes

TESTZ3100193 P
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Mortgage Insurance Center: Order History

Mi Orders
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A completion message will appear in the
upper right corner and the Order Status will
update.

You will notice the following navigation tabs:
OVERVIEW, DOCUMENTS RECEIVED,
DOCUMENTS UPLOADED. You will also notice
the toggle arrow next to Order Summary
which will navigate you back to the Order ;
History screen.

3034 # 0308 PM by A Bats

The OVERVIEW tab also provides rate details
and messaging returned by MGIC with the
Certificate Number and new Quote ID.

You may use the RESUBMIT ORDER link at
the top left of the Order Summary screen to
resubmit your request.

Note - The RESUBMIT ORDER link will only
appear if this is the active order. Select the Order Status: Approvex womossns | | imported Rotes
desired order from the Order History screen in ‘ ;
the MI Center to make it the active order.

3024 # 0306 PM by A Barts

The DOCUMENTS RECEIVED tab allows you to
view the commitment certificate.

The Commitment/Certificate PDF will have R p— -
already auto-saved to the document folder. O o Saiai MGIC
This is just a method to view it. g

Marigage Guaranty Insurance Corporation MGIC I

orporat
COMMITMENT/CERTIFICATE

The DOCUMENT UPLOADS tab displays details
of documents uploaded:
e PACKAGE SENT (date/time)

e COMMENTS

e STATUS .

e DOCUMENTS (list) ot e

e POST CLOSING (indicator) I
Contacts: MGIC Integration Services Your MGIC Representative
Integration services@mgic.com 1-888-644-2334 mgic.com/contact
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6. Order Contract Underwriting

Follow steps 1.a or 1.b to navigate to the
MGIC: New Order screen. ‘™

B2 §2000/HL000/R2000  Puchune DO ) e smaa

Select the appropriate Contract Underwriting .
option (with MI or without MI) from the |e
Request Type drop-down.

CovERAGE % DETALS

AUS FINDINGS ORIGINATOR INFORMATION

A Sorcs

The quote ID of your most recently imported e . :

quote should be populated in the Rate Quote < rewewo BHemm | my e Gemeelel Seom e | senes Seoaeseon e SO ) pmes )
ID field. £ NG New orser I

L] = Pre—
Click the magnifying glass icon to select a

different quote ID.

Note - See the appropriate section of this
guide for instructions to submit a Rate Quote,
Multi Quote, or Compare Rate Quotes
request.

2 AUSFINDINGS ORIGINATOR INFORMATION

The Search Rate Quote ID window will open. A
list of prior quotes will appear.

Use the toggle button next to a quote to view
additional details, or use the toggle all button
at the top to open details on all quotes.

Click the radio button next to the preferred
quote and click the Select button (this button
will be disabled until a quote is selected).

You may also manually enter a quote ID on
the MGIC: New Order screen if the preferred
quote does not appear.

Contacts: MGIC Integration Services Your MGIC Representative
Integration services@mgic.com 1-888-644-2334 mgic.com/contact
21



mailto:Integration_services@mgic.com
http://www.mgic.com/contact

You will be prompted to include documents L3 encompess (s> oy c#oal

with your order. Click the Attach Documents wa?:ww b i o it ot | S S I T m-:- s
link to select the appropriate documents for € M New Order
your order. e

. Ee—
The Select Documents and Files window will _
open.

Contents of the eFolder will display on the
DOCUMENTS AND FILES tab. Click the
UPLOAD link to attach any of these files.

Click the drop-down list on the STACKING
TEMPLATES tab to view and select a stacking
template created by your system
administrator.

TESTZIM009S

You may also attach documents saved locally
by clicking the Browse LOCAL DRIVE link on
the DOCUMENTS AND FILES tab.

Use your file explorer to navigate to the
appropriate drive, select the document(s) you
wish to attach, and click the Open button.

The UPLOAD status bar will show you the
progress of the upload. Make sure all files
have completed the upload process, and click

the Done button when finished.
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Once you attached the necessary documents,
verify all required fields are completed and all
data is accurate.

Enter any pertinent Underwriting and/or
Document comments in the appropriate
fields.

Click the Order button at the bottom of the
screen.

A spinner will appear to let you know the
request is being submitted.

TESTZIM00NS o =B

™ A SEeMe Ty & teadsd  Comsficd S SMMMO1 WG OLmO/MMI) e WOOYT L
ama wen

o MICOVERAGE

8 serans

A status message will appear when the
request has processed. The message will
include the reference and certificate
numbers.

Close this message to return to the Order
Summary.

TESTZIMOMIE " = R
woao 9 Hoown onsiFand 432 saun 0 A 0200/ 83000 ) 82 Puscha ey .

Suspended
S

If your loan is Suspended upon submission,
an MGIC underwriter will be in contact with
questions or status updates.

Once they advise you that your loan is
approved, the order status will update:
e If you are active in the loan file, click
the CHECK STATUS button.
OR
e If you are not active in the loan file,
the status will be updated with the
decision and imported rates with no
manual intervention required.

Note - You may also Check Status from the
Order History screen by clicking the elypsis on
the far right of the row with the order.

TEST23100195. o =

¢ ™ aan s P4 10080 SIMO0N00 1000 & toalcind  Gomeesorslfmed | $32600000 20660000 MGG B2000/82000/2000  Puchase ]

Mortgage Insurance Center: Order Summary

B CUWFReteronce : 60635629 s cocen o checxunes [
<J
[0 omam | coomonmmnri | wcmimoonn MGIC
&
CUW Order Status: Suspended acrwe omoen Imported Rates.
f— Duson
[t — wac
el P Chsing
“““““ First Benewal
P——
s

TEST23N00195 o

¢

™ “ o PAWOK  $17600000  7000% o " $%00000  $26450000

Mortgage Insurance Center: Order History

Mi Orders
2
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A completion message will appear in the
upper right corner and the Order Status will
update.

You will notice the following navigation tabs:
OVERVIEW, DOCUMENTS RECEIVED,
DOCUMENTS UPLOADED. You will also notice
the toggle arrow next to Order Summary
which will navigate you back to the Order
History screen.

The OVERVIEW tab also provides rate details
and messaging returned by MGIC with the
Certificate Number and new Quote ID.

TEST23100195

Mortgage Insurance Center: O

Imported Rates

You may use the RESUBMIT ORDER link at
the top left of the Order Summary screen to
resubmit your request.

Note - The RESUBMIT ORDER link will only
appear if this is the active order. Select the
desired order from the Order History screen in
the MI Center to make it the active order.

TESTZ3M00195

© Mortgage Insur

CUW Referen:

CUW Order Status: Approved

mmmmm

ter; Order Summary

The DOCUMENTS RECEIVED tab allows you to
view the Notice Of Loan Approval PDF.

The Notice Of Loan Approval (NOLA) PDF will
have already auto-saved to the document
folder. This is just a method to view it.

LOAN APPROVAL

The DOCUMENT UPLOADS tab displays details
of documents uploaded:

o PACKAGE SENT (date/time)
COMMENTS
STATUS
DOCUMENTS (list)
POST CLOSING (indicator)

TESTZINOONGS o

© Mortgage Ins

Nenlocksd  ComvoosomlFand  $3.00000 426450000
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7. Mortage Insurance Activation

Navigate to the Order Summary screen for the
order you wish to activate.

Click the Activate Coverage button.

Note - The order must be in an Approved
status and the loan closing date must be on
or before the date you wish to activate for the
Activate Coverage button to be enabled.

TEST23M00183

¢

Mortgage Insurance Center: Active Order

@  Order 760633302

3} Laan closed on 0V08/2024
Order Status: Approved ACTIVEORDER

Imported Rates

it Premium st Casing

Lor—

P ——

maava0n Ho

OM18/2024 8 0206 PM by m Barte

""""" ™ oA Mary K Ader )
A SUMT OROER wex starws 5 :
Click here 10 acivate coverage -+ | Aot Comng
X
a

A spinner will appear showing that coverage
is being activated.

TESTZ31M00193 Patrick P Mary Purchase

< 123 Beindenr Avene Bowe MD, 20715 $23000000  3000% i Metlocked  ComvenbesiFlad  $20000000  $19200000

2 FsMayKAder )

QT2 BTSRRI Pwchme | MMDOYYYY

A window will appear indicating the activation
response has been received.

The page will also be updated to indicate
Coverage Activated, date of activation, and a
message with commitment and reference
nubers.

TEST23M00183 Mary Burchaser

. 123 Boindons oo Bowo MD, 20715 SZI00000  A0MIN i Meileched  ComeniboeslFed | $ZI000000  $19200000

Mortgage Insurance Center: Order Summary

@  Oroer 60633302
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Order Status: Approved acTvE ORoER Imported Rates
Tipe e o Pescena o -
Non Detegered wavaezs 0952 A
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8. Retrieve MI Certificate

Follow steps 1.a or 1.b to navigate to the
MGIC: New Order screen.

Select the Retrieve MI Certificate from the
Request Type drop-down.

Note - This feature is intended for use ONLY
when a Commitment Certificate could not be
initially ordered from Encompass due to a
technical or system issue.

¢ ™ 345 oty Lane Corton PR 18080 $326.00000 1000, & Netlscd  Comemnduss  SIS00000 426650000  6NG/ZUG0  82000/62000/82000  Puche - e )

MGIC: New Order
MASTER FOLICY INEORMATION

)

ORDER TYPE

P e

Enter the appropriate Commitment Certificate
Number in the Certificate # to Retrieve field
and click the Order button.

A spinner will appear letting you know the
request is in process.

You will then receive a message indicating
the loan status and that the rates imported
successfully.

Close the message when you are finished.

™ Lmoan 37500000 7ooen = Motlocked  CommedonFasd  $ZRO0BO0  SIAEODOD  WIGGITING  H100O/NLODO/KI000  Puches

PO e @

©

Approved
Caen s GOBAZT
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You will be directed back to the Active Order
screen.

You will notice the following navigation tabs:
OVERVIEW, DOCUMENTS RECEIVED,
DOCUMENTS UPLOADED. You will also notice
the toggle arrow next to Active Order which
will navigate you back to the Order History
screen.

The OVERVIEW tab provides status and rates
details, the order date, and messaging
returned by MGIC with a reference number
and the Certificate Number.

The DOCUMENTS RECEIVED tab allows you to
view the Commitment Certificate PDF.

The Commitment Certificate PDF will have
already auto-saved to the document folder.
This is just a method to view it. o S00a22m120240402090754 6630004

The DOCUMENTS UPLOADED tab is not
relevant for Retrieve Ml Certificate.

9. Submit Post-Close Documents

13 Encompass

Navigate to the Mortgage Insurance Center.
Open the Order Summary screen of the order
you would like to submit documents for.

TESTZINO0NGS Pa

On the DOCUMENT UPLOADS tab, click the
Upload Documents button.
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The Select and Upload Documents window
will open.

If the document(s) you would like to submit
are in the eFolder, select them from the
Encompass Documents section.

N

CommnikeslFoed | STI000000  $BZO0O00  ZRSS(MATI  WALOTE/ELUTEIEAATE  Puchme  MMTDDYYYY

Selact and Upioad Documents.

Select Documents

SORTTRO IS GO0 MG M Coircne

Upload Documents

You may also attach documents saved locally
by clicking the Browse LOCAL DRIVE link.

Use your file explorer to navigate to the
appropriate drive, select the document(s) you
wish to attach, and click the Open button.

bnitsog pary 0. [ Proctpont-Emel 5 Chficadmap [3 USGankOnis [ MGIC ) Panwa [ M [

EP T ——
LI &) Cresit Repr - Foctus Dta ot

- 0-0ive 19
- e (@)
- S0
o Ve (T)
o Uetriae )
 WeDrive ()

Encompass Document

DOCUMENT FOLDER ATIACHED FILES ]

MGIC M Cortiicate. 3 503000 pat a

MGIC Ml RatoGuote a

MGIC M RsteGuote a

MGIC Ml RsteGuote [e— 758600000 “

Upload Documents

e e sz

All selected documents will display in the
Upload Documents section.

a) Click the trash can icon for any
documents you do not want to
submit.

b) Add any additional information you'd
like noted within the Comments
section.

c¢) Ensure the Post Close Documents
checkbox is checked.

Click the Upload button to submit the
document(s).

Note - The Closing Date is displayed, and
should be on/before the date of submission.
The Post Close Documents checkbox should
default to checked as long as the date is not
in the future.

TEST23M00193 ¢
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A spinner will appear letting you know the
request has initialized.

Upon completion you will be redirected to the
Order Summary Screen and a status message
will then appear letting you know the upload
is in progress.

The DOCUMENT UPLOADS tab displays details
of documents uploaded:

e PACKAGE SENT (date/time)
COMMENTS
STATUS
DOCUMENTS (list)
POST CLOSING (indicator)

Note - You may have to refresh the page to
see the completed document upload.
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Loan Document List
It’s NOT required to place your documents in this order. This list is for informational purposes.

Appraisal

Assets

Borrower Authorization Signed
Closing Disclosure

Condo Questionnaire

Cover sheet for Return Doc Delivery
Credit

Disclosure

Divorce Decree

DU Findings

Flood Certification

Home Inspection Report
Income

Lease Agreement

Lender Decision Document
Lender Notes

Loan Application (1003)

Loan Application (1003) Signed
Loan Estimate

LP Feedback

Miscellaneous

Mortgage/DOT

Note

Other AU Results

Pay History/Collection Notes
Program Guidelines

Purchase Agreement
Registration/Rate Lock Confirmation
Returned NOLA

Tax Returns

Title

Transmittal Summary (1008)
Vendor Report
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Admin Setup

1. Access Web Settings

There are two ways to access Web Settings.

In EPC, select Admin from the waffle menu in
the upper right corner.

Administrator - Default View - [otesns ...

In EMN, navigate to Encompass Settings.
Click Web Version Settings.

compass View Home

ome
| € Encompass Settings

ecent Import Help
Seftings Overview I

way +- Company/User Setup
5| ® External Company Setup
4 #)- Investor Connect Setup :
el &-Loan Setup Encompass - Web Version Settings
Us{ - eFolder Setup Web Version Settings
Am - Docs Setup Encompass - Desktop Version Setti
Fall . Secondary Setup .
+- Contact Setup Configuration
2. Setup Steps
On the Admin screen, open the Services
menu and select Services Management.

Select Add Service.

Services Management | @
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L]

Select Mortgage Insurance from the Category
drop-down list.

Select MGIC Mortgage Insurance, click .
Service Setups and click Add. Services Management | 2 Senvces ¢
MGIC Mortgage Insurance
Mortgage Insurance
Dac Magging
You will be directed to the Add Manual Setup
screen.
a) Click the Active button to turn the al- I‘
service on.

b) Enter a Service Setup Name. . o e
c) Click the Add button to open the Add -~ b
Entities window.
d) Once you’'ve mapped users and
closed the Add Entities window you
will be returned to this screen. Click

Save. m " . c m .

In the Add Entities window, select the user(s)
you want to map from the Category / Users Add Entities
column and move them to the Selected Users
column by clicking the Arrow icon. Click Add.

You will be returned to the Add Manual Setup
screen. As stated in the previous step, you will
need to click the Save button on that screen.

Note - If you need to remove a user from the
Selected Users column, click the X button next
to their name and they will be moved back to
the Category / Users column.
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On the MGIC Mortgage Insurance Service T s e =
Setups screen, click the Credentials button. . -

The Add Company Credentials window will
open. Enter your MGIC Master Policy Number
and a Master Policy Number Description. Click
Save.

Add Company Credentials

3. Admin Settings

From within a loan, go to the MGIC: New Order
or MGIC: Edit Order screen. Click the Settings - 0
link in the upper right corner. ® e New Order E

£3 Encompat [ Lo ]
TEST231200275 P ime 1

MASTER POLICY INFORMATION
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The Admin Settings window will open. Setting
options are available for the following
categories:

e Branches
Premium, Refund and Renewal Options
Premium Payment Plan
Persona Ordering Permissions
MI Coverage Percentage

TEST231200275 Patrk

Adjust the settings as applicable to
add/edit/remove options as well as set
default values.

Once you have adjusted the settings, click
Save.

Note - Though these settings are accessed
within a loan, they are global settings.

4, Rate Quote Comparison Settings

From within a loan, click the MI Center csorrere
Settings link in the upper right corner. =

© Mortgage Insurance Center: Order Summary
6]

woflowte MO 207G $2000000  R00O% W Mlecked  ConwnthwwiFiwd  $20000000  $19200000  J499/A3N  KIATE(RIATR/EIEN  Pachise

§  Rote Quote ID: XBAIMSS

[~ VEIVEW | DOCUMENTS SECEVEDIN | DOCLVNT U\ DA 1
Status: Success Imported Rates.

i e o Cloning

Leepe—

Socond Senewst
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The MI Center Rate Quote Comparison
Settings screen will open.

The Default Sort Preference will control the
Rate Quote Comparison display order. You
may choose to sort by Rate or Provider Name.

To sort by rate, click the radio button next to
the Rate field. You may select to sort by
Lowest on top or Highest on top.

Note - When sorting by rate, quotes will
display in order by Initial Premium Rate. In the
event of an Initial Premium Rate tie, the next
sort will be by First Renewal Rate. In the event
of a First Renewal Rate tie, the final sort will
be by Provider Name.

To sort by provider, click the radio button next
to the Provider Name field. You may select to
sort by AtoZ orZto A.

Note - When sorting by provider, no
secondary sort is necessary as ties are not
possible.
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The Products to Display setting will control the
products displayed for a Rate Quote
Comparison order. Click the appropriate
check box for the products you would like to .
add to, or remove from, the Rate Quote |¢
Comparison. '

MI Center Rate Quote Comparison Settings

Note - The Order Summary screen will also
only include the products configured to
display.

Once you have adjusted the settings, click
Save.

Note - Though these settings are accessed
within a loan, they are global settings.
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5. Setting MI Center Persona Permissions in
EMN

In EMN, navigate to Encompass Settings.
Click Personas.

Note, Personas created as ‘All Access’
persona will have the boxes all checked by
default. Personas created as ‘No Access’ will
be unchecked by default, and you will need to
select the permissions.

£, Encompass Settings

ncompass Settings  Gd to Recent

Import

Help

Settings Overview
—. Company/User Setup
-~ Company Information
... ICE Mortgage Technology Network
Services Password Management

-Personas
... Organization/Users

. Roles
i Milestones
~..User Groups
External Company Setup
Investor Connect Setup
Loan Setup
- eFolder Setup

~ Py

][] [

+

The features and tools on the Company Setting

Encompass - Web Version Settings

Web Version Settings
Encompass - Desktop Version Settings

Configuration

Build Environment

Company/User Setup
Company Information
ICE Mortgage Technology Network

In Create a persona, select your persona.
Click Web Version.

G tncompass Settings

Encompass Settings  GotoRecent Import _ Help
Setings Overvew

CompanyfUser Setup

torma

Company information

Loan Officer Foma/Toos efoder Enhanced Condtions  Trades Cortacts/Dasboard Repots  Settrgs Exterwl Settrgs  Conmumer Conect #Vaut  Web Verson  Deeveloper Connect (3}
‘D.;:x:“ Encompass Access
Wilestones m nScate what versons of Encompass. uses wih v perscna can access
coimriedll = gt S .
i
rion
4 Secondary Setup
In Standa rd Features, SeleCt MI Center. Personas represent o0 FUACIONS N YOur Company. EACH DErsona defnes SCCEsS 10 IuNClions, forms, and 100 I EACOMOasS.
Select the appropriate permissions for the t.Conteaparsons. (3 @3 X | 2 Dot sccetorthe Loan Oicer percna.
Fom/Toch_ aFotr — = o o] k| W Voo [ coet
persona Lo s P —
Coser - Accessible  Name Accersble  Name
Funder [ m] EPC MI TPO Fields
. Post Closer i
Click Save. it SRt
Lock Desk /Secondary
Note, you will need to update Ml Center e —
Aot fiem

permissions by Persona.

Access  Mame
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