( NICHIGAN MUTUALLINC.
ﬂ YOUR HOME LOAN PARTNER

1003 Import Tutorial

In an effort to provide you with the best customer service, we have
implemented a new step in the registration process. By utilizing our 1003
upload feature, you will reduce the amount of time your file spends in our
processing department by 80%! This means your file gets to an underwriter
that much faster. The 1003 upload is a quick 4 step process. Attached is a

step by step tutorial to help you through this process.
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Step 1.

First, you much log onto our website. WWW.MICHIGANMUTUAL.COM
Enter your username and password. Then click LOGIN.
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STEP 2.

On the left portion of our website you will see d t$ broker tools. On this list there is a
“1003 IMPORT” option. Select this.
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STEP 3.

After clicking on the 1003 import link, you will bedught to a screen detailing what a
1003 is. ltis clearly stated, ball files must be uploaded in Fannie Mae 3.2 format.
Step three is to simply select the "CLICK HERE" button.
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STEP 4.

Clicking the "CLICK HERE" button will prompt a pop up
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There are 4 fields that must be completed. Browse gperating system for the

file you wish to upload. Choose the LOAN TYPE for the file. (FHA, Conforming)
Whatever applies, then select the loan program (30 year fixed, 20 year fixed). Lastly, the
referral agent needs to be selected. This is the loan officer on the file; their name should
be in the drop down list.
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After these steps have been completed you need to select UPLOAD FILE. Once you do
this your 1003 will be in our upload queue immediately.

This is not an automatic loan registration. Though your loan is in our queue, we need to
transfer it in on our end. Our staff will receive an email alerting us of your upload. You
will have your loan number in no more than 10 minutes. An automated email will go the
address attached to the loan officer you registered your file under.

You will now be able to track the progress on this file vie your pipeline. This is an option
listed on the left side of the website as well. It is called, Pipeline Status. Once it has been

brought into our system you will be able to view it immediately.

Registering your loan in this fashion prepares our staff for your credit package and we are
able to treat it with the utmost urgency. It also allows you to keep organization in your
files by referencing you MMI loan number on your DU runs.

It is vital that all of our customers familiarize themselves with this process, as it will be a
requirement on all new loan submissions in the near future. Again, thank you for

considering Michigan Mutual Inc; we look forward to doing business with you.
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