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This Job Aid walks you through how to upload a complete loan package in

Pennymac's Portal both for Delegated an

d Non Delegated loans.

A Loan packages have to be uploaded by
submitting documentation:

1. Go to the Documents section of the
loan.

Upload documents using the Drag &
Drop files option or Browse for files
for selecting files saved in the

computer.
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B Once the uploading is completed, the
uploaded document will appear as
Completed in the screen:

1. Click the Submit for review button.
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C A submission overview page pops-up to
submit the loan:

1.
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Click Continue to confirm the loan
submission.
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After completing these steps, the loan is in
the Complete Loan Package Received
section in the pipeline.

ATTENTION!

Now the loan is in the queue for
PennyMac to review and all the editing
options will be disabled.
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Drag & Drop files here or Browse for files

e file before navigatir

Max atiachment size is 200 MB. View Supporied Fies.
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@ Please click Submit button to deliver the file before navigating away from this page
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Are you sure you want to submit this
loan at this time?
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Now, let's see how to upload multiple loans at once to complete the loan package

process!
A Once in the Portal main page: N PENNYMAC | P
1.  Click the Batch Document Upload tab.
2- CIICk the SeleCt a Document Upload WELCOME PIPELINE ADD NEW LOAN 'BATCH DOCUMENT UPLOAD REPORTS TRADES TOOLS & RESOURCES v PURCHASE ADVICE
VieW drop_down menu. Select a document upload view
3. Select the Upload Complete Loan
Package option. )
1
Steps 2 & 3 are necessary for Clients WELCOME PIPELINE ADD NEW LOAN BATCH DOCUMENT UPLOAD REPORTS
registered for both Delegated and Non Selsctardocamentupics AN
Delegated loans only.
Upload Eligibility Package
\ v
B Once in the Upload Complete Loan N PENNYMAC | P53

Package screen:

WELCOME  PPEUNE  ADDNEWLOAN  BATCHDOCUMENTUPLOAD  REPORTS  TRADES  TOOLS&RESOURCES v  PURCHASEADVICE v

1. Find the loan in the list and click on

the arrow at the left of the loan line. Upload Complete Loan Package -
5 Click the Browse LOCAL DRIVE button e Cr prr——— e T
and select a file from the computer. )
The Drag and Drop option is also ’
. = compLe ploa omplete Loan Package
avallable ! Upload Ci lete L Pack
N %S PENNYMAC LOAN # BORROWER LAST N/
125009120 Americs
% TI P P2 w;ns:" files below. Submit this losn when you sre finished. BestEfoy o0
Multiple loans packages can be stz Compole Loon Pockase e e
completed repeating these steps for e
different loans. — )
. (CONTACT US Training User
C After uploading the file: '
1. Click the Submit button.
'WELCOME PIPELINE ADD NEW LOAN BATCH DOCUMENT UPLOAD REPORTS TRADES TOOLS & RESOURCES v PPURCHASE ADVICE v
This step needs to be completed for each Upload Complete Loan Package
lo an Where documentatlon /p ackages h ave PENNYMACLOAN # BORROWER LAST NAME SELLERLOAN# COMMITMENT NUMBER CONMITHENT TYPE COMMITMENT EXPRATION DATE :
been uploaded. ——
With this last step the uploading of the O comtere ompaciace
loan package is completed! @ | o e Submit
» 8152893718 Test Best Efforts 02/03/2022
» 8152719817 test 1638544342710 Best Efforts 02012022
» 8152858053 test 1640531192051 Best Efforts 0127/2022
» 8152893783 test 1641136121547 Best Efforts 03/03/2022
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