
Login to the website with your 
user name and password



Your first step to submitting a 
loan is to do the 1003 upload



Follow the 1003 Import 
instructions and click hereinstructions and click here



First Browse for your Fannie Mae 3.2 file

Second select your loan type (Conforming Fixed, FHA, FHA 
streamline or Rural Development)

Third select the Loan Program (ex. If FHA, is it an FHA 30 yr fixed, 15 
yr fixed or FHA $100 down-other selections are available)

Fourth, select the loan officer from the drop down and provide an alt. 
contact if needed

Last, click the upload button and you will receive an email 
conformation  with your loan number and a file cover sheet ( During 
normal business hours you should receive this email in 5 to 10 min. if 
uploaded after hours you will receive it the following business day)



Once you have received your loan number you 
can now Upload your file through the File 
Upload (Imaging) button.



Select the loan in your pipeline that you 
want to add documents to.



Select the document type being sent



Select Browse to upload your fileSelect Browse to upload your file



Select the document you 
wish to upload.



Once the upload is complete you 
will see an upload successful 
message, as well as having your 
upload listed under the current 
images section with a date and 
time stamp. Any document listed 
under the current images section 
can be viewed by clicking on it.


