EXPORT A FILE FROM YOUR PERFECTLO DASHBOARD AND IMPORT INTO ENCOMPASS

1. Open your PerfectLO dashboard and click on the "Action" button next to your borrower. In the drop-down menu,
click on "Export File"
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2. Choose the location to save your file. You can save to any location that you wish but it is important to remember the

location of where you saved the file. NOTE: the file will save as the borrower’s last name. Click "Save" and then close
the download window once the file transfer is complete.
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Import the Downloaded File into Encompass:

1.

Open Encompass.
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2. Gotoyour Pipeline.
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Right click on a loan for more options

:: (=l - m I3 Encompass360... m

|07/14 12:21 | Wednesday, 7/14/2010

<HWe®Y ¢ 1226PM

T4 Document? -




Select Import from the Pipeline Dropdown.
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Right click on a loan for more options
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4. Select Fannie Mae 3.x
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5. Browse to and Select the downloaded Fannie Mae File.
STEP 1
- MAKE SURE TO CHOSE THE C: DRIVE FROM THE DROPDOWN BOX
- CLICK ON THE “C:\” FOLDER IN THE BOX BELOW THE DROPDOWN TO OPEN FILES BELOW
- FIND AND CLICK ON THE “USERS” FOLDER
- CLICK THE FILE THAT HAS YOUR NAME AS THE USER (BELOW IT SHOWS AS “YourWindowsUser”)
- CLICK ON THE “DOWNLOADS (OR DESKTOP)”

STEP 2

- FIND THE BORROWER FILE THAT YOU SAVED
STEP 3

- SELECT THE LOAN TEMPLATE (FHA, REFI, ETC...)
STEP 4

- Click “IMPORT”
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6. The file is then imported.
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7. Return to your Pipeline and find the borrower.
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8. Verify that the import occurred successfully.
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