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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
* Fillin Quick Registrations Screens

 Update Mortgage Insurance Premium Section if Needed
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Helpful Contacts

General Questions Connie Brewington
SFAsk@thda.org Underwriting Manager
cbrewington@thda.org

Lock Questions

lockdesk@thda.org Chuck Pickering, Jr
Funding Manager
Rhonda Ronnow CMB, CMCP, CRU cpickering@thda.org
Director of Single Family Loan Operations
rronnow@thda.org Yvonne Hall
Housing Education & Resource Manager
Jennifer Green CMB, AMP yhall@thda.org

Assistant Director of Single Family Loan Operations
jgreen@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.
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Registering a Loan

1. You will first need to click on “Add New Loan” at the top of your dashboard.

2. Youwill be directed to the screen below and be required to select all loan contacts before you
are able to move forward.

* Ifyou do not know who will be assigned the loan, you must pick a contact and can change it
to the correct person later.

* Ifyoudo not see the person listed, you can email your administrator to have the user created.
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Announcements Welcome Pipeline Add New Loan Daily Rate Sheet ~ Lender Docs ~ Batch Doc Upload Reporting Views Homebuyer Education ~
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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.
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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.
You will then have the option to drag and drop or upload an XML, txt, or 1003 file.

You can select to upload loan information manually though we do not recommend this.

Once your uploaded file has completed downloading, the Go to Register Loan Form Button
will turn blue. Once itis blue, please click to move forward with registration.

Loan Data Source

Data Format

U Import Loan Data From ULAD /iLAD (MISMO 3.4) File

Supperted: 10032, td, xml

Please Note: Downgrading a 3.4 flle to a 2009 URLA may cause lost or inaccurate data.
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Quick Registration Screens

1.
2.

There are a few items that do not transfer over from the files you uploaded.

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)

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

Loan Details

— 7 .

\\\\\\\\\\\\

| First Lren [~ ]

[[] Lender Paid Mortgage Insurance

MI, MIP, FF Finance: d
$2,713.00

ppraised Value
$162,000.00

-—
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MI Transferred from XML, Get MI iIf Needed

Typically, the MIP transfers correctly from the loan file. However, we do ask that you verify this
information prior to Registration.

You will have the opportunity to update the page and Get Ml information if needed.
Once all information is correct and confirmed, click the blue done button at the bottom of the box.

It will take you back to the Quick Registration Screen where you can click the blue Register button.

. Announcement s Welcome Pipeline Add New Loan Daily Rate Sheet v Lender Docs v Batch Doc Upload Reporting Views Homebuyer Education -
Calculate MIP/Funding/Guarantee Fee X

Quick Register Correspondent Non-Delegated Loan

Upfront Mortgage Insurance Premium / Funding / Guarantee Fee Monthly Mortgage Insurance
Base Loan Amount Clculsted Based On
‘ $155,365.00 ‘ Base Loan Amount \ ~ | Get Ml
MIP / Funding / Gusrantee : . | ‘ ‘ ‘ Monthe)
| s27m00 | ‘ 1749% |
Borrower and Property Information
Amount Paid in Cash 2 | ‘ ‘ ‘ {Months)
‘ | Lok Cancel At | |EurrcuweriritNﬂme ‘ ‘ ‘
Janet M9 E Grundy St
Upfront MIP/Funding/Guarantee Fee Financed ene runey
‘ $2,718.00 | Calculste bssed on remaining bslance st | ‘ummpe B
Selectan Option ~
‘ Yes |~ |
Loan Amount with Upfront MIP/Funding Fee
Borrower LestNeme 0 Unit Number
‘ $158,083.00 | Midpoint payment cancellation [ Ostermouse | [ J
Select an Option v |
‘ ‘ Suffix City
uuuuuuuuu
[ Declining Renewals | ‘ ‘ ‘
[] Refund prorated uneamed Up Front conatSemurty
ocial Saeurt er
Number of Months being Collected [— [=] [ -]
["] Roundto nearest $50 o
Prepaid
Zip
[] Cherges for the insurance are added to your loan payments [ 7388 |
Prepaid Amount
7] Gheroes for the insurance are collected upfront at loan ‘ ‘ County
closing [ coftee
[ ] Lender Paid Mortgage Insurance Prosery T
[ MiIFactor Field Locked Mortgage Insurance (FHA and VA)
Type of Veteran
‘ Select an Option |~ ‘
[] Is this the first use of the VA loan program?
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Wholesale Transaction Question-If Applicable

1. Ifyou are a Wholesale Lender, you will see the question below after you click Register.

2. Ifyou selectyes onthe loan, please ensure we have the TPO used on file. If we do not, this may delay
processing.

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

Error Details X

FELD ID REQUIRED FIELD NAME FIELD

CXTPOWH.. Isthis a Wholesale Transaction? Select an Option | | ~

«  Select an Option
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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 membe\“. A Registered Loan is NOT a Locked Loan.
e

THDA Loan #6010070200 Has Been Registered

) p J—
noreply-MortgageTech@ice.com ‘©‘  Reply ‘ O Reply Al ‘ 7 Fomard ‘E‘

To @ Rhonda Ronnow; @ Russell Catron Sun 3/30/2025 11:34 AM

Retention Paolicy 2 Year Retention For Mailbox (2 years) Expires 3/30/2027

ICAUTION - This email originated from outside of THDA. Do not click links or open attachments unless you recognize the sender.

The following loan has been registered.

Loan#: 6010070200
Borrower Name: Janet Osterhouse

Property Address: 1118 E Grundy St, Tullahoma, TN 37388

Interest rate is not locked. Lender will need to complete the rate lock through the Product Pricing & Lock tab.

***DO NOT REPLY TO THIS E-MAIL. THIS MAILBOX IS NEITHER MONITORED NOR ANSWERED***
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URLA 2020

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

This is where you will begin the loan locking process.

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

Janet Osterhouse

19 E Grundy St. Tullshoma, TN, 37368
01 - Test Company

URLA 2020 ?

(*) Product Pricing & Lock
% Loan Documents
'{%" Conditions

':} Purchase Advice

—:} Import Additional Data

Pipeline Add New Loan Daily Rate Sheet ~

i Loan# 6010070200
i om 36.411/41.167
P LTViCLTY 96.500/96.500

Additional Information

Lender Docs v Batch Doc Upload

i Loan Purpose

i Loan Type
| Interest Rate

Repeorting Views

{ Total Loan Amount
i FIco
i Cashto Close

Homebuyer Education ~

$158,083.00
629
$4,635.00

Contact Us

Started

Russell Catron -~

Select Borrower Pair

‘ Janet Osterhouse

-] 7

Agency Case No

Lender Loan No

MER's MIN

Universal Loan ID

‘ 483-6855874-703

‘ ‘ 6010070200

‘ 549300R0SXC1JUTZU290120215792159

Application Date
o1 /03 /2023 | f

Estimsted Closing Date

Freddie Mac Offering Identifier

Select an Option

Loan Documentstion Type

Closing Type

| {F) Full Documentation

‘ Select an Option

Additional Fields

Listing Agent Name

Selling Agent Name

Listing Agent Email

Selling Agent Email
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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. Ifyou needto change or update a loan contact at any time, you are able to do so.

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

Announcements Welcome Pipeline Add New Loan Daily Rate Sheet > Lender Docs ~ Batch Doc Upload Reporting Views Homebuyer Education ~

6010070200 Loan Purpose Purchase Total Loan Amount $158,083.00

Janet Osterhouse . Started
18 E Grundy St. Tullahoma, TN, 37368 36.411/41.167 Loan Type FHA FICO 639 E %
01 - Test Company 96.500/100.227 Interest Rate 6.250% Cash to Close -$1,365.00

Loan Summary Product Pricing & Lock

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

Contacts X

ROLE CONTACT NAME COMPANY NAME EMAIL CELL # OFFICE # FAX #

Seller Contacts

Loan Officer Russell Catron 01 - Test Company RCatron@thda.org - (615) 946 - 3172
_—
Loan Processor Dodi Hopkins 01 - Test Company dhopkins@thda.org - (615) 967 - 1369
Paost Closer Jennifer Green 01 - Test Company jareeng@thda.org - (865) 255 - 3088 - rd
Final Docs No Contact Assigned

Accounts Receivable No Contact Assigned

Investor Contacts

Loan Processor No Contact Assigned Paulie Crone pcroneathda.org - (615) 815 - 2200
Underwriter Bryan Yoshino - byoshino@thda.org - (615) 815 - 2200
Loan Closer No Contact Assigned Jennifer Carpenter jcarpenterathda.org - (615) 815 - 2200
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THANK YOU!
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