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To Obtain Your SMC LOAN NUMBER
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Next you select the LHC program that fits your loan
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You may need to get with your IT dept to show the path to upload a FNMA 3.2 format
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TO LOCK YOUR LOAN WITH SMC
Even though your loans are registered (locked) with LHC, in order for the loans to move through the process in a timely and efficient manner, SMC is requiring that you also lock the LHC loans on the website once you have the LHC registration uploaded.

Once you are in the loan select the Lock Request tab; then price loan.  This will take you out to the SMC pricing engine:
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Any item with red asterisk should be completed.  From the Fannie 3.2 all info with the exception of FICO come over.  Enter FICO then Submit.
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Next page shows programs available under the green bar.  Select the hyperlink associated with the correct LHC program you have registered.  Then select the price corresponding to your program (also a hyperlink).
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Next Send data to IHM
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Once info is sent the website will open up to the area you started and need to send lock request.
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This will trigger an email to the Lockdesk at Standard Mortgage who will in turn confirm the lock was received.

This action will also initiate the file to be reviewed for LHC registration form with the understanding the closed file will be received after the loan is closed.

UPLOAD YOUR LHC REGISTRATION FORM

SMC requires you upload the registration form from LHC as well.

From the tab named Conditions, click the upload button marked as completed registration form submitted to LHC as shown below:
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Just as you have done with the 3.2 file, you will need to browse to find your document and then start upload.
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Once your document is uploaded, please email your funder to advise it has been uploaded.  SMC will then see the document in the loan.
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Submitting your lead into an Application:

PLEASE DO NOT USE THE Submit My Loan BUTTON
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From here you are now able to upload the complete Closed File Package through the System’s Condition tab.  Scan and save in PDF form to your PC then click upload in site:

[image: image20.png]Loan Number Borrower.

211393 Sharff, Deborah Lead
PO o [ oo 1 e e

View

Code_#_Received _Ima;

Satisfied By _Condition

. Upload Correspondert The complete loan flsfrom cory

. = — TRGwOE GGl el 1003 o
A2 Desd ok TILand cret report

+ A 2 Upoad Broker

Broker to provide allnecessary docur

Iniial Disclosure CreditFile | ClosedFile |





Browse your PC for your Closed Loan package (Again, you may need to get with your IT to figure path to package) 
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Many documents maybe sideways or even upside down in the upload file.  We understand legal docs being sideways as they cannot be scanned upright.  Prior to the actual upload, please make a conscious effort to turn them.   Auditors will spend much time turning docs in order to review the file for purchase.

Once file is selected this starts upload.  Once SMC receives the upload, it will enter a queue to begin the process.
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Image WHILE file is being uploaded:
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Packet has been received:
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Once the file is uploaded, the next step is to click the Closed File Button as shown below. This enters your file into a queue for review.  
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To see a status change, refresh:
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At this point your file is moving to the review stage prior to funding.  Once the auditor on your file reviews and assigns conditions she will forward an email that your file is conditionally approved.  The follow up conditions can be found on the website.

The view image button allows you to open and see exactly what the auditor is requesting.
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You will notice the Image has “received” in the column.  This is the requested items from your auditor.

The detail of what she is asking is shown in the condition column.  Once you have the item(s), click upload next to the corresponding item and proceed as you did with the Closed File Received in the beginning.
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Once you have uploaded your conditions, please send an email from within the website by hitting the email button, to your auditor to acknowledge the items have been sent.  (emailing instructions further in this guide)
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Once SMC receives the acceptable conditions, the auditor will enter a date to show it is completed and acceptable.  You can review these by clicking the “+” sign to the far left column.  It will then expand dates as shown below:
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After all conditions are sent and approved, you will be sent your purchase advise.

Preferred Means of Communication:

We now have an email function within the system which is a preferable means of communication as it will notate in a log for future reference.  Once you click on the email button, this is very self explanatory.

[image: image31.png]



Once the email button is selected, the email window pops up with a standard email template.  From here if you click on the ellipses to the right of the TO: section, another window opens to allow you to select the persons working your file within SMC.  This will populate the person the email is intended for. This function will record emails within the system for future referrals.
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Type in the body and send.
Please make your best effort to use this system to the fullest.  As it will save time and effort to all involved in the life of the loan process.
All questions and concerns should be directed to lockdesk@stanmor.com
