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Overview

This course is designed to help you increase your knowledge and skill level with
Zip® while providing you with expert help from our Professional Services Group.

Let's Begin!
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¥ zip
Key Terms

Zip's Main page is the company's primary website that borrowers will be linked to
starting their electronic application process.

Loan Originator's landing page are customized per loan originator with image,
summary and NMLS information.

The Document Management feature in Point enables users to securely save all
documents inside the appropriate loan file.

Document Request in Zip enables borrowers to submit requested documents
during an online, loan application data gathering process.

Document Request in Point enables users to request and receive loan documents
from borrowers direct from and into Point.
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Company Main Site

On the Company Main screen, you can configure the design and layout of the
landing page on your company's Main Zip site. This is the place where you choose
the images and messages that greet borrowers when they first visit your
company's Main Zip page.

To set up the landing page of your company Zip site:
1. Select the Company Main screen from the Company Site menu.
¥ zip

E Company Site

Company Main

Set Loan Originators List

2. In the Use Company Main section, you can enable or disable your company
Zip Main site by selecting either On or Off. Selecting Off will disable your
company Zip Main site.

Company Main

Here you can set up your company introduction, company information, and other content that appear on your Zip company main page.

not want to enable your Zip company main page, select Off in the Use Company Main section.

O on (] off

O Oon @ Off

3. Inthe Language Selection section, you can enable or disable the option for
borrowers to switch to the Spanish version of the greeting messages on your
company Zip landing page.

NOTE: When this option is enabled, there will be a language selection dropdown
menu on your company Zip landing page. When it is disabled, the dropdown menu
s gone from the landing page.

Calyx Technology, Inc. © Calyx Technology, Inc.
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4.

In the Company Web Address Setup section, enter a prefix to the URL of
your company Zip Main site. After entering the prefix, click the GO button to
visit the page of your company Zip Main site.

Zip requires a web address to ensure that potential borrowers can access the company site. The web address automatically assigned by
Zip is shown below. You may change the web address prefix in the box below. If you need assistance setting up your web address, please
email the Zip setup team.

Select a type to apply the Company Main page

In the Select Type section, choose the layout of your company Zip Main
page.

o Selecting type A: The main image is prominently featured on top of your
company Zip Main page. Text is placed at the bottom Lleft of the main
image and at the bottom of the page.

o Selecting type B: The main image is prominently featured on top of your
company Zip Main page. Text is placed at the center of the main image
and at the bottom of the page.

o Selecting type C: The main image is placed on the top left of your
company Zip Main page, with the rest of the page featuring text.

In the Select Image section, select the main image to be featured on your
company Zip Main site.

Calyx Technology, Inc. © Calyx Technology, Inc.
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¥ zip

Select Image

Select an image to apply the visual area in Company Main page. You can also upload image from your computer.
The optimal size is 1800*500~740 (The optimal size of 350.). The File types supported: JPEG, JPG, GIF, PNG

LB

=l

NOTE: Zjp provides a list of stock images to choose from for your company Zip
landing page. If you want to use your own image, click the blank image and select
your file.

7. In the Edit Contents section, you can configure the banner, company
information, and messages that appear on your company Zip Main page.

To configure the banner, click the corresponding EDIT button.

o Select On or Off to enable or disable the company banner.
o Click the blank image to upload your own company's logo.

o Choose the placement of the banner by selecting either Left,
Center or Right.

o You can choose to customize the Background Color for the banner.

10
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[EDIT]

Edit Contents

LOGO

Calyx Software
6475 Camden Ave, Ste 207 San Jose CA 95120

Phone

408-997-5525

Email

bowen_zhao@calyxsoftware.com

NMLS

552255 [EDIT]

Your Trusted
Mortgage Experts

Buying a home is about more than interest rates.
You need knowledgeable, mortgage professionals who give you their best-consistently. Whether you're a first-time home buyer or
looking to refinance an existing loan, our professionally trained staff of Mortgage Advisors is ready to help.

[EDIT]

Purchasing a home?

The home of your dreams is waiting for you. By offering personalized service, we quickly help secure the right home loan for
our clients. We make the loan process simple, straightforward, and fast. Our team of knowledgeable originators are on staff
and ready to work for you, give us a call today.

Looking to refinance?
If you're considering refinancing your current mortgage, we can help you understand your options. We listen to your specific

needs then present personalized mortgage options for you in real-time. Your needs can change, so can your mortgage loan.
Let us help.

[EDIT]

o To edit your organization's company information, click the EDIT
button.

o To edit the primary message shown on your company Zip site,
click the EDIT button.

NOTE: Zjp provides a default primary message. But you can further tailor it
specifically to your organization.
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ydle
Set Loan Originators List

Use the Set Loan Originators List screen to choose your organization's loan
originators to be featured on the Loan Originators page of your company Zip site.

1. Select the Set Loan Originator's List screen from the Company Site menu.

¥ zip

E Company Site

Company Main

Set Loan Originators List

2. On the left, the Loan Originators column lists all the loan originators in your
organization. On the right, the List on Company Main column lists the loan
originators to be featured on the Loan Originators page of your company Zip
site.

NOTE: A star appears next to the default loan originator, who is assigned loans
where borrowers failed to select a loan originator to work with when they start the
application process via your company Zip site.

Sort by registration | Sort by Name
Loan Originators List on Company Main

Calos Wong
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3. Select the loan originator(s) to be featured by selecting their name in the
Loan Originators column and clicking the right arrow to move the selected
loan originator(s) to the List on Company Main column.

NOTE: The default loan originator cannot be removed from the List on Company
Main column.

4. To arrange a loan originator's position in the list with respect to the others,
click the row of the loan originator name and drag it to the desired position
on the list.

13
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Borrower Portal

The Borrower Portal menu contains the Default Information, Banner and Colors,
and Loan Originators screens. Via these screens you, as the administrator, can
configure the default images, banners, messages, etc. that greet borrowers when
they visit your Zip landing site and enter your borrower interview portal, as well as
the landing sites and interview portals of the loan originators in your organization.
Additionally, you can add loan originators to and delete them from your
organization and configure their access rights to the Zip admin site.

Default Information

On the Default Information screen, you can configure the default image, messages,
and logos for your organization.

NOTE: Although these are the default image and messages for your organization,
the individual loan originators in your organization can set up their unique images
and messages on their own Zjp landing sites, should you give them read and write
access rights, which you can do in Editing Loan Originator Access Rights, see Zjp
Administrator’s Guide

Banner and Colors

Use the Banner and Colors screen to configure the banner and colors of your Zip
landing site.

NOTE: The banner and colors you configure here are NOT editable by individual
loan originators. That is, the banner and colors you choose here will be the banner
and colors for the Zjp landing sites of all loan originators in your organization.

To set up your banner:
1. Select the Banner and Colors screen from the Borrower Portal menu.

2. If you do not want to display a banner, select the Do not display banner radio
button.

3. Todisplay text as the banner, select the Display text radio button.
When this option is selected, more fields appear to help tailor your text.

14
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Zip

4. Todisplay an image as the banner, select the Display image radio button.
When this option is selected, more fields appear to help tailor your banner.

5. To set web address that opens when the banner is clicked:

6. Enter the URL in the Banner navigation options section.

Banner options

Select a banner option and complete the related information.

@ Do not display banner
(O Display text

(O Display image

Banner navigation options
Navigate to the following URL when the banner is clicked:

https://

Loan Originators

On the Loan Originators screen, as the administrator, you can create new user
accounts and configure their access rights.

1. Select the Loan Originators screen from the Borrower Portal menu.
2. Click the New User button in the Results section.

NOTE: By default, the new loan originator’s Zip landing site will be the company
default, which you can set up in Banner and Colors.

Results MNew User

Loan Onginator Site # Email Web Address Edit Users Delete

Ali Whitaler 782 ali_whitaker@calyxsoftware.co  Aliwhitakerzipforhome-ga.com E’ @'
m
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3. Enter new user contact information.
4. Select Borrower Portal user access.

o Disable Site - Choose this option to disable the loan originator's Zip
landing site and interview portal, except for eSign and document
request functions.

o No Access - Choose this option to enable the loan originator's Zip
landing site and interview portal, and to not give the loan originator
access to the Zip admin site.

o Read Only/Limited Access - Choose this option to enable the loan
originator's Zip landing site and interview portal, and give the loan
originator read-only access to the Zip admin site.

o Edit/User Configurable - Choose this option to enable the loan
originator's Zip landing site and interview portal, and to give the
loan originator read/write access to the Zip Admin site, which
allows the loan originator to configure the image, company
information, messages, etc. of their Zip landing site.

5. Add the loan originator's states and their license number. This will allow
them to take applications in that state through Zip.

State Licenses m

State CA License Number 33229912

2 E

State - A License Number

16
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1. Click the name of the loan originator in of the Results section table, after you
have located their account.

Results m

Editing Loan Originator Zip Landing Page

Loan Originator Site # Email Web Address Edit Users  Delete

Calos Wong 2232 bowen_zhao@calyxsoftwar CalosWong.zipforhome-qa.com E’ M
e.com

NOTE: To set this loan originator as the default loan originator to be assigned to the
loan, in the scenario where the borrower fails to select a loan originator to work
with when applying for a loan through your company main site, select the On radjo
button corresponding to Set as Default.

Set as Default ) On Off

2. You can edit the company information, the greeting messages (English and
Spanish), that appears on the loan originator's Zip landing site.

Web Address Setup

Zip requires a web address to ensure that potential borrowers can access each site. The web address automatically
assigned by Zip is shown below. You may change the web address prefix in the box below. If you need assistance
seltting up your web address, please email the Zip setup team.

CalosWong . zipforhome-ga.com

Save
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Zip

On the Configuration screen, you can choose which types of questions to leave in
the borrower interview portal. The grayed-out checkboxes (Contact and Submit)
represent the pages of the borrower interview portal that cannot be left out,

Borrower Interview

Configuration

Check the boxes to indicate the information you want to include in your borrower interview.
Loan and Property

StreetAddress

[¥] Personal
[»] Social Security Number
] Employment

[+] Financial
[~] Assets

[~] Real Estate Owned
[~] Declarations
Demographic

&

Document Collection

18
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Disclaimer/Results

On the Disclaimer/Result screen, you can compose the disclaimer and thank you
messages that appear before and after borrowers submit their applications in your
organization's Zip borrower interview portal.

T
Il

English

Verdana 11pt B I A A

By submitting your informatien yeu agree to our Terms of Use and Security and Privacy Policies. You alse expressly consent to being
contacted by = representative of our company to complete this information.

Spanish

Werdana 11pt B J A A

&l enviar su informacidn, acepta nuestros Términos de uso v nuestra Politica de seguridad y privacidad, También acepta
exXpresamente qUe Un representante de nuestra empresa v/ o nuestros socios comerciales s2 comuniguen con usted para completar
este proceso de selicitud.

Terms of Use/Privacy Policy

On the Terms of Use/Privacy Policy screen, you can compose the terms of use and
privacy policy that are shown to borrowers before they submit their applications,
and to which they must agree.

19
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erms of Use

English

\erdana 1ipt B F A A

Under Federal Law, we are required to provide yeu a copy of our Privacy Pelicy and Privacy Motice. Receiving this Privacy Policy -
and Privacy Notice is a necessary step in obtaining the particular financial product or service that you are reguesting. We reserve
the right to alter our Privacy Policy and Privacy Notice at any time. We will provide notice of any revised Policy and Naotice to our
current customers. If we decide to revise our Privacy Palicy and Privacy Natice, in whale or in part, you can always review our
current Policy and Notice at our website or contact us for a copy. I acknowledge that receiving a copy of this Privacy Poelicy and
Privacy Motica is a step necessary in ebtaining the particular financial product or service that I am reguesting and I agree to -

Spanish

Verdara 11pt B [ A =)

Bzjc la Ley Federal, nosotros somos requerides a proporcionarle una copia de nuestrz Politica de |a Intimidad y Nata de o
Intimidad. Recibir esta Politica de la Intimidad y Nota de Intimidad son un pasc necesario 2 obtener el producte o el servicio
financieres particulares que usted solicita. Reservames el dereche de altarar nuastra Politica de |z Intimidad v Mota de Intimidad

en tiempo. Proporcienaremos nota de alguna Politica v |2 Mota revisadas a nuestros clientes actuzles, Si decidimes revisar

nuestra Politica de |a Intimidad v Mota de Intimidad, en el total o en la parte, usted siempre puede revizar nuestra Politica y |a

Motz actuzles en nuestra sitio web o nos contacta pars una copia. -

Retention Policy

On the Retention Policy screen, as the administrator, you can determine how long
your organization retains borrower information before it is deleted.

Loan Information

Retain loan Information for | 60 |days (Retention period must be between 1 and 365 days.)

eDisclosure & eSignature
Federal law requires you to retain electronic disclosures and electronically signed documents for a minimum of 1 days to ensure

applicants have sufficient time to access them and review..

Retain electronic disclosures and electronically signed documents for | 90 days (minimum 1 day)

20
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Email Preferences

Use the Email menu to set up your organization's email addresses and notification
emails.

Set Emails Address

In the Primary Email Address section, enter the email address, where you will
receive an email whenever a borrower submits a loan through your Zip interview
portal.

Enter your primary email address where borrower interviews should be sent. The email entered here will become part of your login
identifier.

Email

Optional, in the Additional Email Addresses section, enter additional email(s) to
receive notifications when loans are submitted.

Enter any additional email addresses where email notifications should be sent. Additional emails will only receive notification from admin.

Email 1

In the LO's Notification Email Receiving Settings section, you can choose whether
to receive an email notification whenever a loan is submitted through the Zip
interview portal of your organization’s loan originator(s).

You can enable or disable receiving notification emails from LO. Also you can set the email to receive.
J LI
Email

21
Calyx Technology, Inc. © Calyx Technology, Inc.
2011-2020. All rights reserved,



Zip

On the Edit Emails screen, as the administrator, you can customize the thank you
email sent to borrowers after they have submitted loans through Zip.

Edit Emails

To customize your emails:
1. Select the Edit Email screen from the Email menu.
2. Select the down arrow next to the email notification you want to change.
3. Make your edits to your email.

Thank You Email

Customize the thank you email sent to the borrower when they submit an interview. As a convenience to the borrower, we recommend
you include your contact information and any other infermation you want them to know,

English
c i himet _ .
Subject Loan information received
N
essage Werdana 11pt B [ A (A EEEE
Hi {BorrowerName}
Success! Thank you for submitting your loan interview,
What's Next:
We are reviewing your information now and will reach out te you with next steps shortly,
-
Spanish
C iacE .. - Co s .
Subject Confirmacién de la Scolicitud de Préstamo
N
essage Werdana 11pt B [/ A A EEEE
Gracias por enviar su informacion. Actualmente la estamos revisando y le responderemos en breve con los
proximaos pasos.
Si desea recoger los siguientes documentos que sean necesarios antes de |a aprobacién del préstame:
- Los talones de chegue para todos los trabajos actuales de los pasados treinta dias, -
Email Notifications
Customize the email messages to send te applicants when documents are sent from your LOS fer electronic signature or when you
request documents from an applicant. The email it contains sections for the introduction, the link to access the eSignature request, 2nd a

feoter. As a convenience to the applicant, we recommend you include your contact infermation and any other information you want the
applicant to know.

Documents ready for eSignature W
Reguest for decuments W
Loan interview request email W
VOA request emai W
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Zip

Reports

In the Reports menu, as the administrator, you can run various reports and view
statistics that gauge your organization's loan activity.

Borrower Interview Reports

On the Borrower Interview Report screen, you can search for loan interviews by
loan originator, borrower email, or date.

Search for Borrower Interview Report

Loan Originator Name

Borrower Email

Loans originated date and

To resend the application to Point, click Resend in the Results section table.

Results Excel Download

Click "Resend" to re-import the application.

Borrower Email Loan Originator  Resend

08/09/2018 09:59:13 Bewon Zaho bowen_zhao@calyxsoftware. 408-448-5252 Bowen C Zhao
com

Ink-It Reports

You can search for electronic signature documents that were sent out to
borrowers.

Select Ink-it Reports and choose the way you want to search: Loan originator
name, Borrower Email or E-signature request date.

If you want to see the documents that were sent, click on the Package Name and
select view.

23
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Borrower Uploaded Document

On the Borrower Uploaded Document screen, you can search for borrower
uploaded documents

Select the Borrower Uploaded Document and choose the way you want to search:
Loan originator name, Borrower Email or Document request sent date.

If you want to see the documents that were sent, click on the Package Name and it
will download to your computer.

Billing Statement Report

On the Billing Statement Report screen, you can search for billing statements by
month or by loan originator.

Select the month from the Month dropdown list, which lists every month since the
first month you became a Zip customer.

The Results section shows the number of loans submitted via your organization (all
borrower interview portals), eSign documents sent, and the cost of each and of the
total, during the selected month.

Borrower Statistics

On the Borrower Statistics screen, you can view the loan submission statistics for
your organization.

The Registered borrowers table shows the number of borrowers who submitted
loans and registered accounts to see their loan progression.

Registered borrowers - Registered borrowers

Numbers 3

Click the number to open and view the names of the Registered Borrowers.

24
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Registered Borrowers

Borrower Email Search

: : : Loan Submission -
Borrower Email Registration Date Date Loan Originator

bowen_zhao@calyxsoftware.com 03/24/2020 03/24/2020 Bill Ho

bowen_zhao@calyxsoftware.com 03/24/2020 03/24/2020 Bowen C Zhao

bowen_zhao@calyxsoftware.com 02/24/2020 02/24/2020 Calos Wong

In the Search section, you can search borrower statistics by loan originator or date.

e The Get Started column shows the number of loans submitted
(successful and abandoned) via your organization (all borrower interview
portals).

e The Abandonments column shows the number of loans that were
abandoned by borrowers.

e The Submission column shows number of successful loan submissions.
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Loan Submission Report

Loan Originator Name

x Bill Ho

(You can search by first or last name.)

Date between ‘ and ‘
Search
Results

Loan Submissions .
Numbers 1 o 1
Rate(%) 100% 0% 100%

Registered borrowers - Registered|borrowers
Numbers 1
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Settings

In the Settings menu, as the administrator, you can configure the settings for
document collection and VOA (verification of asset) during the interview process in
the Zip borrower interview portal.

Document Template

You can set the list of documents to collect from borrowers during the interview
process in the Zip interview portal, such as bank statements, government IDs, etc.

1. Select the Document Template screen from the Settings menu.

2. Inthe Document 1 field, enter the type of the document to be collected.
For example: Government-issued ID

3. Inthe Note field, enter more information about the type of document.
For example: Driver's License, Passport, etc.

4. To add more requested documents, click the add icon, highlighted in the
image below.

Below set the name(s) of the documents you need to receive from the borrower. The maximum is 20.

Document 1 Goverment-issued ID

Driver's License, ID Card, Passport
Note

Document 2
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VOA Settings

On the VOA Settings screen, you can choose whether to enable the verification of
asset feature. You can choose to use your own FormFree® account if you have
one.

1. Select the VOA Settings screen from the Settings menu.

2. To enable or disable the verification of asset feature, select the On or Off
radio buttons.

3. If you have a FormFree® Account, enter your user ID and password to
receive VOA reports.

Payment Management

On the Payment Management screen, as the administrator, you can set up the
payment method for you company Zip account. Payment options are available for
ACH and credit card.

Select your payment method and enter your contact information and payment information for billing purposes. (* Required fields)

e ] aent e ¥
Select payment method Please Choose w
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Within Point

Sync Zip Site and Point and Setup Preferences

1. Go to Utilities and select Zip/Webcaster Preferences.

2. Change option to Zip at top.

Utilities = Window Help
Cardex Database...

Launch Calculator

Company Defaults

(X S W -

Dropdown Lists

Escrow Tables

Title Tables

Enable/Disable Lenders...
Enable/Disable Services
Enable/Disable Interface Vendors
Fannie Mae Connectivity...

=13 1= w

i Fannie Mae EarlyCheck Connectivity...
Freddie Mac LPA Setup...
HMDA Loan App Register Information...
TMS Connection Setup...

— Uniform Collateral Data Pertal Setup...

i I Zip/WebCaster Preferences... I

Ctrl+R
Ctrl+U

T T

Connect to:

" Webcaster

3. Enter Administration Login Information, which can be found on the Zip

Admin Loan Originator page.
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Connectto: % Zip

" Webcaster

Administration Login Information

Administrator E-Mail
Password

Web Site #

Web Site Address  https:// |

|
—

|

Download Instructions

Default Destination Folder |Leads [PDS]

Default Naming Option

File Type

~
' Point’s Auto File Naming
" Zip Auto File Naming

" PRS (Prospect file)
(+ BRW (Bomower file)

=

|

OK

Netffication Instructions

[ Motify when application is received at website

Check for loan applications every |15 minutes

Proxy Server Connection Instructions
[ Proxy Server
Host |

Port |

Credentials

Uzemame |

Password |

Domain |

Cancel |

4. In Download Instructions select the data folder you want the file to be
import, from the dropdown menu.

5. Choose how you want the file to be named, with your pre-setup auto-
filenaming system or with Zip's naming system.

6. Choose what side of Point the file will be imported.

Downloading Zip Applications

1. Open Point and select the Import from Zip/Webcaster button in the left

navigation panel.

2. A box appears, showing all applications that are available to be imported
into Point. Check that your import settings are correct and click Import.
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*Navigation Panel @ Import from Zip/WebCaster I
) @ | =1
Loans o 1D | Last Mame First Name Email | Date | Loan Officer | Type | WOA Report
. s 1464 wallace charles wamersis81@&yahoo com 6/15/2020 Al Whitaker Long
Data Folder:
[Leads [PDS] ]
" Prospect ™ Bomower ‘
Search By:
ILast Name j ‘
IEegins with j
I — Impert to Point ‘
Check All o
{leave blank to list all) Destination Felder [| cads [PDS] =
Uncheck Al "Naming Option ‘
© Mznuzl Naming @ Point's Aute File Naming ¢ Zip Auto File Naming ‘
| Search I
File Type ‘
o Advanced Search... | ((" PRS (Prospect] & BRW (Borrower) ‘
I List Co-Bomowers I | Close | Press F1 for Help
% Import from Zip/WebCaster |

3. After importing a dialog box, it shows the file upload has been completed.
You can now locate your file in your data folder.

-
J Online Loan Application = U

New bomower files will be created in ‘Leads [PDST

-> (20200617000) created in ‘Leads [PDST
Updating bormower list.
Done.

Requesting Borrower Documents

1. Go to Track > Status > Document Requests.

Calyx Technology, Inc. © Calyx Technology, Inc.
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Track Banker Lenders Services Inte

[

j Conditions

Ird Registration & Rate Lock 7
Verifications »
Title
HMDA >

RegulaterConnect

Agent List |
Branch/Team L
Trust Account

Loan Profit/Loss

2. Select the document(s) description that you want to request from your
borrower, and then click Send/Retrieve.

NOTE: You can select multijple documents by holding the CTRL key on your
keyboard.

Document Requests
Edit | |mzert | Delete | Send/Retrieve_ ﬂ Conversation Log | Add to Checklist Remove from Checklist

| &) | Reqd | Due Date | *| Requested | * | Rerequested | ¥ | Collected | Document Description 'S

v r r r Bomower: Govt lssued Pheto ID

v - = = Bomower: YTD Paystub - most recent 30 days

] |l H| N Bomower: Last 2 years W2/1039

W O | a Bomower: Last 2 years Tax Retums, All Fages

I r r r Co-Bormower: Govt lssued Pheto 1D

v - = = Co-Bommower: YTD Paystub - most recent 30 days

3. A summary screen will show you the email that the document request will
be sent to, as well as all the documents you selected from your list. You can
add notes to your borrowers at the bottom before selecting Send/Retrieve.

32
Calyx Technology, Inc. © Calyx Technology, Inc.
2011-2020. All rights reserved.



Send to E-Mail Address  |ali.whitaker@calyxsoftware .com

Forms Selected Due Date
Bomrower: Last 2 years W2/1099
Bomrower: Last 2 years Tax Retums, All Pages

Motes to Bomower

I Send/Retrieve I Cancel |

After your documents are sent you will see a status page showing each
document with success or failure.

Document Description Action Type | Status |
Borrower: Last 2 years W2/1099 Request document Success
Bomower: Last 2 years Tax Retums, All Pages Request document Success

Retrieving Borrower Documents and e-Sighature Documents

You will receive a completion email when the borrower has sent any of the
requested documents.

1. Open the borrower's file in Point.

2. Select eLoanfile and the document manager from the list.
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eloanFile  Verifs Track Banker Ler

Document Management

Borrower

i Property

Loan Product

Government (FHA/MNA)
Additional Loan Data

3. Click the Send/Retrieve button and your borrower's documents will be
loaded into the document manager.

Stacking Order | i Restack ‘55.3"01'1 Descriptions
Show [ Inactive Package Type |Al| j eDisclosure Consent: Yes Conversation Log
Select Document(s)  Select All Maove | ‘ Add... | | | | | I Sendx’RaneveI ‘
Stored | Active | Category | Bomower | Co-Bomower |Type | Description | Package Type | Package Date | Received From |Stored By
vavas W oA Cther application ot Generaled — hiaker
07/23/2019 M ooa Cther application Eg::.‘: Eeaded awhitaker

4. Select Add after it loads.

How to send Ink-It/e-Signatures to your borrower

1. Confirm the following fields contain valid entries for both the borrower and
co-borrower on the Borrower Information screen.

o Name: First, Last
o SSN

o DOB

o E-Mail

2. Select File > Print from the main menu, to open the Borrower Forms dialog
box, or click the printer icon on the toolbar.

3. Select the documents that require a signature from the Forms tabs.

4. Select INK-it from the Output Option dropdown list.
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5. Click the INK-it button.

| Borrower Forms *
| Envelopes | Custom Forms I TE; Print Groups Forms Selected 4R Deselect |
= | FHANVA I Verifs I Tracking Loan Estimate Page 1
Loan Application - Unmanied Addendum {Co-Bor) | |Loan Estimate Page 2
Lender Loan Information - Pg 1 Loan Estimate Page 3
Lender Loan Information - Pg 2
Fees Worksheet
Fees Worksheet Summary

Fees Workshest Detail
Loan Estimate Page 1

Loan Estimate Page 2

Loan Estimate Page 3

LE - Payoffs and Adjustments

Whritten List of Service Providers (Can Shop For)
Written List of Service Providers (Cannot Shop For)
MNew Construction Statement: LE Revision

Intent to Proceed with Application

Loan Estimate Changed Circumstance

Closing Disclosure Page 1

Closing Disclosure Page 2

Closing Disclosure Page 3 < »
Closing Disclosure Page 4

Closing Disclosure Page 5 . ;

Closing Disclosure - Seller page 1 IO"rt'::"'It Option: I”"“"""t LII Font... |
Closing Disclosure - Seller page 2 ] o -

CD - Payoffs and Payments Print Option: IFon‘n with data ;I

Good Faith Estimate Page 1 [~ Frint i arder of paper size

Good Faith Estimate Page 2 ¥ Store a3 one file

Good Faith Estimate Page 3

(SFF Servire Praviders |ist fwithro t Feeal 7 |1*' INK-t I Close |
Last Update: 06/01/2020 Updated Forms |

| Press F1 for Help

6. Enter a name in the Document Package Name field.

7. Select the Send as one PDF check box to combine all the forms into one PDF
document.

NE-it X

Send To Bormower Email: Iali.whitaker@cafyxsoﬂware.com

Send To CoBomower Email: I

Document Package Mame: i Due Date: lﬁ?ﬂ?fﬂ]?ﬂ E

[™ Send as one PDF

() - Forms with Signature(s)

8. Complete the Sender's Information sections.

9. Click Send/Retrieve.
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Sender’s Information

MName: |Ali Whitaker Comparny: |I‘u-'hI Mortgage Compary

Email Address: |a|i_whitaker@cah’xsuﬂware.com

Send/Retrieve ‘ Cancel

Note. If the package expires before the borrower retums the signed documents,
the link in their email becomes deactivated and the package must be sent again.

The documents are sent to the borrowers for their electronic signature.

Borrowers receive an email, alerting them they have documents pending
their signature. The borrowers are required to authenticate their identity by
entering their date of birth and the last four digits of their social security
number to access the documents.

The document transmission is recorded in the Ink-it Request section on
the Track > Status screen.

IMKAt Document Request

Send/Hetrieve |
2% | Due Date 4 | Reguested 4 | Retequested | =¥ | Collected Document Package Name
2 04:01/2020 ¥ 03/02/2020 B B app 1
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¥ zip
Contact Us

Get more from your software. Calyx Professional Services Group works with you to
understand and uncover your needs. Our technical and mortgage experts help you
build, support, and maintain the infrastructure you require to quickly and efficiently
grow your business.

We can help you:

e Set up proper permissions for user groups, audit trails, and upgrade
policies

e Boost effectiveness in a multi-location environment

e Plan for the future by developing and maintaining multiple template sets
for centralized control and rapid download to all clients

e Enhance users' productivity via streamlined and intuitive workflows

e Decrease cost with hands-on instruction and education that speeds up
orientation and Manager implementation

e Expand possibilities and achieve results through a well-designed and
efficient data migration

For more information about Calyx Professional Services fees and time slots
available, contact Sales at 800.362.2599, option 1.

Access free training in the Calyx Customer Portal or contact Dedicated Customer
Service for support at 800.342.2599.
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