
TPOC Portal 
Training
HOW TO REGISTER A LOAN

Latest Revision: 09.26.2025



Learning Objectives

By the end of this training, you should be able to:

• Understand Which Personas Can Register a Loan
• Complete the Steps to Register a Loan

• Select Loan Contacts
• Import Data Files (Preferred Method) or Manual Option
• Fill in Quick Registrations Screens
• Update Mortgage Insurance Premium Section if Needed



Helpful Contacts

General Questions
SFAsk@thda.org

Lock Questions
lockdesk@thda.org 

Rhonda Ronnow CMB, CMCP, CRU
Director of Single Family Loan Operations 
rronnow@thda.org

Jennifer Green CMB, AMP 
Assistant Director of Single Family Loan Operations
jgreen@thda.org  

Connie Brewington
Underwriting Manager
cbrewington@thda.org 

Chuck Pickering, Jr 
Funding Manager
cpickering@thda.org

Yvonne Hall
Housing Education & Resource Manager
yhall@thda.org 
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Who Can Register a Loan?
There are two account personas that are able to register a loan in TPOC.

1. Lock Desk
2. Processor

If you are not assigned as one of these, you cannot register a loan. 

If you feel this is an error, please contact your company administrator to update your 
user account.



Registering a Loan
1. You will first need to click on “Add New Loan” at the top of your dashboard. 
2. You will be directed to the screen below and be required to select all loan contacts before you 

are able to move forward. 
• If you do not know who will be assigned the loan, you must pick a contact and can change it 

to the correct person later. 
• If you do not see the person listed, you can email your administrator to have the user created.   



Tips for Choosing Loan Contacts

Loan Officers must have user accounts even if they are not registering/locking a loan. 

The Account Executive for TPO lender should be the LO for Wholesale transactions.

The same user can be selected for multiple contacts on a loan. 

Group Distribution emails are allowed. 

Admin(s) cannot share Group Distribution account information.

Each user within the Group Distribution must have their own account created. 

Final Docs & Accounts Receivable should have the Post-Closer persona.



Registration: XML File Upload or Manual Upload
1. Once you have selected all your loan contacts and clicked the blue next button, you will be 

directed to the screen below. 
2. You will then have the option to drag and drop or upload an XML, txt, or 1003 file. 
3. You can select to upload loan information manually though we do not recommend this. 
4. Once your uploaded file has completed downloading, the Go to Register Loan Form Button 

will turn blue. Once it is blue, please click to move forward with registration. 



Quick Registration Screens
1. There are a few items that do not transfer over from the files you uploaded. 
2. Please scroll through the Quick Register Screen and complete the following items prior to clicking the 

blue Register button.
• Property Type
• FICO (Decision Score)
• Loan Documentation Type (Full Documentation)
• MIP (if needed)

3. Please review the screen to ensure all information is correct.  If so, click the Register button below. 



MI Transferred from XML, Get MI if Needed
1. Typically, the MIP transfers correctly from the loan file. However, we do ask that you verify this 

information prior to Registration. 
2. You will have the opportunity to update the page and Get MI information if needed. 
3. Once all information is correct and confirmed, click the blue done button at the bottom of the box. 
4. It will take you back to the Quick Registration Screen where you can click the blue Register button. 



Wholesale Transaction Question-If Applicable
1. If you are a Wholesale Lender, you will see the question below after you click Register. 

2. If you select yes on the loan, please ensure we have the TPO used on file. If we do not, this may delay 
processing. 

3. If you are not a Wholesale Lender, you will not see the screen. 



Registration Email Confirmation
1. After clicking the blue Register button, your loan will now be registered with THDA. 

2. The Loan Officer and Processor selected for the loan will receive an email confirmation of registration.

3.                                A Registered Loan is NOT a Locked Loan.  



URLA 2020
1. Once you have registered a loan, you will be defaulted to the URLA 2020 screen. 

2. This is where you will begin the loan locking process. 

3. Please see TPOC Portal Training- How to Lock a Loan for the next steps. 

https://dogvxws799i6n.cloudfront.net/wp-content/uploads/TPOC-Portal-Training-How-to-Lock-a-Loan.pdf
https://dogvxws799i6n.cloudfront.net/wp-content/uploads/TPOC-Portal-Training-How-to-Lock-a-Loan.pdf
https://dogvxws799i6n.cloudfront.net/wp-content/uploads/TPOC-Portal-Training-How-to-Lock-a-Loan.pdf


Changing Loan Contacts
1. If you need to change or update a loan contact at any time, you are able to do so. 

2. You will go to the specific loan file in your pipeline and select the person icon. 

3. You will then see the loan contacts listed. Click on the pencil next to each persona to be able to 
update the loan contact. 



THANK YOU! 
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