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Welcome to Loan Manager 
Loan Manager is an easy-to-use and secure web portal built 
for our valued clients. 

You can submit loans electronically so that we can process 
them quickly & efficiently. 

You’ll be able to get rates, request locks, and see real-time 
loan status, lock confirmations, & conditions. 

The Loan Manager system can be used to provide 
disclosures to your borrowers, along with providing 
documentation and conditions to us.  

 

Resources 

Lock Desk email address – lockdesk@myndm.com 

Approval Desk email address – approvaldesk@myndm.com 

You can always reach out to your Account Executive or 
Account Manager for assistance as well.   

  

mailto:lockdesk@myndm.com
mailto:approvaldesk@myndm.com
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Credentials & Adding Users 
You should have received an email from ApprovalDesk@myndm.com with your credentials. If you have 
issues or need assistance logging in, contact the Approval Desk or ask your Account Executive to resend 
credentials. 

If you are an Admin for your company, you will be responsible for adding & updating users. Once the Admin 
adds the new employee, credentials will be sent to their email from the Approval Desk.  

STEP 1  
Click your username on the upper right-hand corner, and then select “Manage Account”. 

 
STEP 2  
Click the “Company Account” tab 

 
STEP 3  
Scroll down to “Company Contacts” and Click “Add Contact” 

 
  

mailto:ApprovalDesk@myndm.com
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STEP 4  
Enter the required info for the user. (Required fields are marked with a red asterisk*) 

 
STEP 5  
The Persona field enables you to select an available persona to assign to the TPO Contact. Click “Add 
Persona” 

 
STEP 6  
When finished, click “Save” 
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Navigating Tool Bar 
 

 
• Welcome – Home page 
• Pipeline – View all loans, check loan status & work on loans 
• Add New Loan – Add, register & submit new loans 
• Quick Pricer – Run product & pricing scenarios thru OB 
• NDM Links – Quick links to products, forms & other resources 
• NDM Training and Webinars – Recorded tutorials to assist with Loan Manager 

• Need Help – Contact information to assist with Loan Manager  
• Documents – Forms to be completed if program/product requires 

 

Contact Information 
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Viewing & Managing Pipeline 
As new loans are created, they will be listed in your pipeline. Depending on your assigned role and 
permissions, you may be able to view all the loans that your team has entered or just your own.  When you 
click on Pipeline, it will default to All Channels, All Loans, that have a Current Loan Status. 

 

Searching Pipeline 

There are multiple ways to search the pipeline for a specific loan: 
a. Click the dropdown in the upper right-hand corner to search by Loan#, Borrower Name, Lender 

Case#, or Alternate Loan Number (your Loan Number) 
b. Each column has a search function by clicking next to the name, a search button  will appear, then 

you can type in the information you are searching for.  

 

Sorting the Pipeline 

If you wish to sort the pipeline by channel or if you only want to see your loans, click the drop down next to 
Channel or View and select the appropriate selection. 
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Loan Status 

• Current – All Active Loans 
• Archived – Loans that have been archived due to being a duplicate, cancelled, denied, or inactive. 

To keep your pipeline updated, it is recommended that you regularly review and archive loans as needed.  

 

How to Archive a Loan 
Click the box next to the loan, then click on Archive. 

 
Note: You will not be able to make edits to a loan once it has been archived.  If a loan is still active and you need to make edits, select 
“unarchived” to update the status back to current.  

Exporting or Printing Pipeline 

You can export or print the pipeline you are viewing by clicking on the excel  button to export or the 

print  button to print. 
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Video Tutorials 

 

We have prepared video tutorials to assist you in completing specific tasks within 
Loan Manager.  Click on the link to watch a short video tutorial. 

How to Register a Loan 

How to Register a Loan Program 

How to Submit a Loan 

How to Lock a Loan 

How to Generate Disclosures 

How to Request a Lock Extension 

How to Submit a Doc Order Request  

 

Register a New Loan 
To register a loan, you must follow these steps in sequential order.   

• CLICK HERE to watch a short 1-minute tutorial covering these steps. 
Note: Registering a loan does not submit the loan to Nations Direct Mortgage.  Once you have registered the loan, you will need to 
complete the Submission Process.  

STEP 1  
Click on Add New Loan 

 

STEP 2  
If you are approved to originate Broker and Non-Delegated Correspondent Loans, you will receive a pop-up 
to select the channel you would like to proceed with 

 

https://vimeo.com/752285061/70ba203e92?share=copy
https://vimeo.com/752285565/477c3d9710?share=copy
https://vimeo.com/763961582/b948546322?share=copy
https://vimeo.com/763961231/62fb7a5aa7?share=copy
https://vimeo.com/764206360/76344337a6?share=copy
https://vimeo.com/763961727/3d9aad7f70?share=copy
https://vimeo.com/763961857/f02d9c9a47?share=copy
https://vimeo.com/752285061/70ba203e92?share=copy
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STEP 3  
Select the Loan Officer and Processor from the dropdown menu, click Next 
Note: If there is no Loan Processor, enter the Loan Officer for both selections.  If the name you are searching for does not appear, 
reach out to approvaldesk@myndm.com  

 
STEP 4  
Import/Upload MISMO 3.4 File by either dragging and dropping or attach from your desktop by selecting 
Click to Browse.  Once you have attached the file, click Next to import the data 
Note: If you select “Manual”, you will have to manually enter all the loan data into Loan Manager.  We do not cover that in detail 
within this guide but it would be similar to what would be required for entering a new loan in your LOS 

 

mailto:approvaldesk@myndm.com


 
 

 
Page 12 of 77                       Updated: 3/11/2025 
   

STEP 5  
All information with a red asterisk (*) is required to be completed.  
ONCE COMPLETE YOU MUST CLICK SAVE!  

  
(1) If you do not have an appraisal, you can place the same value in the appraised value and estimated 

value sections.  
(2) Select the Property Type from the Drop Down 
(3) Select the Document Type from the Drop Down 
(4) THIS STEP IS EXTREMELY IMPORTANT!   

If you accidentally choose the wrong selection, there is no way to update it; however, if you later 
decide you prefer our team to send the disclosures, please email loansetup@myndm.com   

Choose how disclosures will be generated: 
• Generate initial disclosures in portal – choose this option when you will be Generating Disclosures 

within Loan Manager 
• Request NDM to Disclose (24-48 hour turn time) – when this option is chosen, our Loan Setup 

Team will handle disclosures for you 
• Broker already disclosed – choose this option if you have already disclosed from your Loan 

Operating System 

  

mailto:loansetup@myndm.com
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(5) Select whether ITP will be provided before the Appraisal Order or not.  Please note that the 
borrower cannot be charged for the appraisal fee if ITP has not been received. 

 
STEP 6  
If any information is missing from the 3.4 upload, you will receive a pop-up to complete that information 
before moving forward. Once you have completed the information, click Save and Save again once the pop-
up closes out 

 
STEP 7  
When the loan has successfully registered, you will see a pop-up saying success and a loan number will be 
assigned 
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Registering the Loan Program 
After you have registered the loan, you will need to Register the Loan Program.  

• CLICK HERE to watch a short 1 ½ minute tutorial on how to register a loan program. 

STEP 1  
Click on Product & Pricing, then select Search Product & Pricing 

 
STEP 2  
All fields with a red asterisk (*) must be complete, if any fields are incomplete, it is because they are 
incomplete on the URLA.  You can update the information within this section or go back to the application 
to update.  TIP: If you choose to update in the application, DO NOT FORGET TO HIT SAVE.  

 
STEP 3  
Select who will pay the LO Compensation (Lender or Borrower), enter the Target Rate or Price, and click on 
Search Product & Pricing. If you are searching for a NonQM product, please refer to this NonQM Pricing Job 
Aid to assist with data entry requirements.  

 

https://vimeo.com/752285565/477c3d9710?share=copy
https://myndm.com/downloads/resources/NonQM-Pricing-Job-Aid.pdf
https://myndm.com/downloads/resources/NonQM-Pricing-Job-Aid.pdf
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STEP 4  
Most of the fields will populate from the data on the 3.4 file; however, you will need to select if you would 
like the fees included in the pricing (bought out) or not.  CLICK HERE to view our Fee Schedule and Fee 
Buyout Calculator.  

 
STEP 5  
Once you have reviewed & confirmed all the data is accurate, click on Submit to get pricing 

 
  

http://www.myndm.com/downloads/resources/NDM-Fee-Buyout-Calculator.xlsx


 
 

 
Page 16 of 77                       Updated: 3/11/2025 
   

STEP 6  
Search results will produce Eligible and Ineligible products. 

a. If the product you wish to choose is “Ineligible”, click on the product name to see the disqualifier 
reason. If it is something you can change or update within the loan file, click on ‘Revise Search’, 
make the applicable updates, and click Submit to obtain new results.  

b. If the product you wish to choose is “Eligible”, click on the Show button under the Detail column  

 
STEP 7  
To register the program, select the blue lock icon next to the rate you wish to select 
Note: This is NOT locking the loan  
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Requesting the Lock 
STEP 1  
To register the loan program, select Register.  If you are ready to lock the loan, select Request Lock. 

• CLICK HERE for a 2-minute tutorial on requesting a lock 

 
STEP 2  
Once the product is successfully registered, the loan program will show under Product Pricing & Lock 

 
Once the lock is successfully requested, the current lock status will show “Lock Requested” under Product 
Pricing & Lock 

 
For additional information regarding our rate lock policies & procedures, CLICK HERE for our Lock Policy. 

 
  

https://vimeo.com/763961231/62fb7a5aa7?share=copy
https://myndm.com/downloads/resources/Lock-Policy.pdf
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Milestone Review 
To see Key Dates on the loan, click on Loan Summary.  The Key Dates will be on the right-hand side.  

 

Order/Reissue Credit 
Prior to submitting the loan, you must provide a credit report with the loan file.  This can be done by either 
ordering a new credit report with one of our Approved Credit Vendors or reissuing a current credit report.  

STEP 1  
Within the Loan Actions menu, Click on Dual AUS/Order Credit 

  
STEP 2  

Click on Order Credit (UW is in the next step) 

 

https://myndm.com/wp-content/uploads/2021/Approved%20Credit%20Vendors.pdf
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STEP 3  

If you wish to order a New Credit Report, click the appropriate button and click Order Credit 

 
If you wish to Re-Issue credit, click on Re-Issue Credit, enter the reference Number and click on Re-Issue 
Credit 
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STEP 4  

Review the liabilities to confirm all liabilities are present; if they are, click Skip 
If they are not, you can either Append Liabilities to add or Delete Existing and Import New Liabilities 
The credit report will be saved to the eFolder. 

 

Order AUS (DU/LP) 
Within Loan Manager, you have the functionality to order DUAL AUS which means you can order both DU 
and LP at the same time.  These instructions will walk you through that process; however, if you prefer to 
only order DU or LPA, that functionality exists as well.   

STEP 1  
Select “Dual AUS” * from the sidebar and then “Order Underwriting”. If you have not ordered credit, you will 
receive a pop-up indicating you must order credit before proceeding.  Follow the instructions listed above 
in section Order/Reissue Credit. 
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STEP 2  
Click on “Show Details” to see what information is needed  

 
STEP 3  

Click on the drop down next to the information needed and enter missing information in the blank field.  
Once completed, click the X button. 
Note: If originating a VA loan and you do not have the case number at submission, you can continue forward 
without it 
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STEP 4  
Once all required information is entered, check the appropriate boxes for the AUS you wish to pull (Order 
DU and/or Order LPA) and click Order Underwriting 

 
PLEASE NOTE: If you receive this credential error, simply exit out of the interface and go back in to re-
run.  It will bypass this error. 
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STEP 5  
The results will be presented and saved to the loan file in Loan Manager and Encompass 

 
STEP 6  
The final report can be found in the Documents Tab of Loan Manager within the Underwriting Tab 
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Submit Loan 
When you are ready to send the loan to the Loan Setup Team, select Submit Loan and complete any 
required fields.  This also must be completed prior to Generating Disclosures if you choose to use Loan 
Manager for that purpose.   

PLEASE NOTE: You cannot make changes to the loan after it has been submitted 

• CLICK HERE for the Standard Minimum Submission Checklist – this will give you a list of the 
documentation that is expected to be received when you submit a loan 

STEP 1  

Click Submit Loan to open the sub-menu, then click on Submit Loan 

 
STEP 2  

If any information is missing on the application, you will receive a pop-up  
• Click on the drop down to open the field information 
• Complete the information and click Save 

  

https://myndm.com/downloads/resources/Standard-Minimum-Submission-Checklist.pdf
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STEP 3  

Review the information and click Confirm.  
You will receive a notice showing it has been successfully submitted, and the Submission Status will be 
“Submitted”  
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Generating Disclosures 
Within Loan Manager, you can generate disclosures to send to your borrower.  This makes it much easier for 
us to obtain eConsent.  If you run into any issues with this process, please reach out to 
loansetup@myndm.com. 

• CLICK HERE to watch a 4 ½ minute tutorial on this process 

Requirements 

Prior to beginning the disclosure process, the following tasks must be completed within the loan: 
• Loan Registration – CLICK HERE for a short tutorial 
• Register Loan Program – CLICK HERE for a short tutorial 
• Credit and AUS (if applicable) must be provided 
• Loan Submission – CLICK HERE for a short tutorial 

Tips & Tools 
Tips: 

• If you initially select the option to send your own disclosures, but later decide you prefer our team to 
send them, please email loansetup@myndm.com. 

• If you are going to lock the loan prior to sending disclosures, it is important that you wait until you 
receive the lock confirmation prior to issuing disclosures.  The following information is applicable 
to loans that can be locked automatically by the system (Conventional, FHA, and VA).   

o If the loan is locked and you exit the loan immediately, the lock will push back within 5 
minutes 

o If the loan is locked, but you do not exit the loan, the system will time out in 15 minutes of 
inactivity. The lock will process within 5 minutes of the system time out 

o If the loan is locked and you continue to work in the loan, the lock will process within 5 
minutes of you exiting the loan 

Tools: 
Borrowers Doc Signing Experience Video 

Borrowers eSign Guide 
Broker Generated Disclosures Job Aid (same info 
as below) 
Brokers Completed Docs 

 

 
Settlement Agent Downloading and Printing Docs 
Settlement Agent Guidance 
NDM Fee Buyout Calculator 
NDM Fee Schedule 
 

mailto:loansetup@myndm.com
https://vimeo.com/manage/videos/764206360/76344337a6
https://vimeo.com/752285061/70ba203e92
https://vimeo.com/752285565/477c3d9710
https://vimeo.com/763961582/b948546322
mailto:loansetup@myndm.com
https://vimeo.com/992220294/ad493ba78c?
https://vimeo.com/992220294/ad493ba78c?
https://myndm.com/downloads/resources/Borrowers-eSign-Guide.pdf
https://myndm.com/downloads/resources/Broker-Generated-Disclosures-Job-Aid.pdf
https://myndm.com/downloads/resources/Brokers-Completed-Docs.pdf
https://vimeo.com/992221331/3408a8661e?
https://vimeo.com/992221331/3408a8661e?
https://myndm.com/downloads/resources/Settlement-Agent-Guidance.pdf
http://www.myndm.com/downloads/resources/NDM-Fee-Buyout-Calculator.xlsx
https://myndm.com/downloads/resources/NDM-Fee-Schedule.pdf
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Getting Started 
STEP 1  
Within the Loan Actions section, select Generate Disclosures 
Note: Please be patient for the screen to populate as it is pulling in information from the loan. 

  
Once the application has loaded, DO NOT refresh your browser. 
If you refresh your browser by accident, data used by the application to identify key loan information will be 
cleared.   
To correct this, navigate to the “Loan Summary” tab and back to the “Generate Disclosures” tab.  Please 
note that any information that was not saved will need to be re-entered. 
STEP 2  
Once you have arrived within the application, you will start with the Getting Started tab.  
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STEP 3  
Within this tab, there will be important information for you including the disclosure timeline along with 
basic instructions on how to use the application. 

 

Set/Review Fees 
Saving Fees 
In the top right corner and bottom right corner of the application, select “Save Changes” to save your 
changes. 

 
Important Note: Adding, Modifying, and Deleting Fees 
In certain instances, fees can be added, modified, or deleted. Some fees are required by NDM and cannot be 
modified or removed. 

IMPORTANT: Modifying fees could create fee tolerance violations resulting in broker cures. 
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Adding Fees 
Note that fees will automatically re-order based on their location in our LOS 

1. Select “Add Fee” 

2. Select a fee from the list of fee options 

3. Input fee values and allocate between buyer or seller 

4. Select the checkmark to confirm the added fee or the trash bin to delete the fee 

 
5. If you attempt to save without confirming the added fee, you will receive a message alerting you that 

there are unconfirmed fees that must be confirmed before a save can occur 

 
Modifying Fees 

Note that fees can only be modified if they have a pencil icon next to them. 
1. Select the pencil icon to unlock the fee 

2. Modify or reallocate the amount 
a. Certain fees have business rules associated with them (i.e., a loan cannot have both Lender 

Credits and Discount Points simultaneously) 

3. You can undo a change by selecting the back arrow or delete a fee by selecting the trash can 
a. You can revert a change back to the last save until you have saved again 

4. Message will indicate there are unsaved changes 
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Deleting Fees 

Note that fees can only be deleted if they have a pencil icon next to them. 
1. Select the pencil icon to unlock the fee 

2. Select the trash can to delete the fee 

3. Select “Confirm” to delete the fee or “Cancel” to keep the fee 
a. Remember to save this transaction 

 

 
Static Fees 

Note these are required fees by NDM and cannot be modified or deleted. 
1. Fees with no edit icon cannot be modified and are there for informational purposes 
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Seller Obligated Fees 
As adoption of the Disclosure Tool continues to improve, we have received feedback related to Seller 
Obligated Fees, specifically transfer taxes, appearing in Section E of the LE.   

To accommodate the request to remove the seller obligated fees from the LE, we are enabling Section E fees 
to be modified.  With this update, Brokers can modify Section E fees in the same manner as they edit other 
fees within Loan Manager.  

PLEASE NOTE: Removing fees returned by our third-party fee provider may result in Broker Cures if any 
portion removed is obligated by the Borrower to pay. 

1. Within Section E, to edit a fee, simply click on the pencil/paper icon in red  

 
2. The boxes will open up to be edited.  This is where you can remove the Seller Amount from the Fees.  

 
3. In the top right corner, select “Save Changes” to save your changes. 

 
Special Fees 

Certain fees allow edits in a slightly different way either because of their nature or because of business rules.  

BPC 
1. You can reduce your BPC, but the result cannot be greater than your assigned comp plan  

a. DSCR loans can have BPC between 0% and 5% of the loan amount 
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2. Allocating portion of BPC to In-House Processing Fee 
a. You can allocate all or a portion of your BPC to an In-House Processing Fee 
b. The total of BPC + In-House Processing Fee cannot exceed the comp plan assigned to the 

broker 
i. i.e., on a $100,000 loan, a broker with a 2.5% + $0 comp plan, the total of BPC + In-

House Processing Fee cannot exceed $2,500. 

 
Buyer or Seller Commission 
Commissions for the Buyer’s Agent can be paid by the Buyer or the Seller.  This will be indicated on the 
purchase agreement and can be updated on Section H Fees.  

 

Lender Credits and Origination Points 
Lender Credits and/or Origination Points are based off the rate picked. To make changes to these, you must 
reprice the loan.  

Appraisal Fee 
1. NDM’s third-party fee provider works with AMCs to input their rate cards. However, many AMCs have 

subjective fees that cannot be programmed. With that in mind, any selected AMC is increased by 20% 
to create padding for those unknown fees 

2. You can lower the fee back to the original value or increase the fee as high as you want 

3. Appraisal Waivers are not allowed on the initial disclosure and must be approved by 
underwriting 

 

Transfer Taxes 
1. Transfer taxes can be re-allocated between buyer and seller, but that allocation must equal the total 

of the returned value 
a. i.e., $2,000 is returned and $1,200 is allocated to buyer and $800 is allocated to seller 

2. Changing the value in the seller amount will automatically lower the buyer amount by that amount 
and vice versa 



 
 

 
Page 33 of 77                       Updated: 3/11/2025 
   

Additional Transfer Taxes 
1. You can add additional Transfer Taxes beyond the amount returned by adding an amount to the 

“Additional Transfer Taxes” line 

 
a. If you attempt to enter a value below the initial returned value you will receive an error 

message and the value will revert back to the initial/last saved value 

 
2. You can also allocate the value between buyer and seller 

Additional Recording Fees 
1. You can add additional Recording Fees beyond the amount returned by adding an amount to the 

“Additional Recording Fees” line 

 
a. If you attempt to enter a value below the initial returned value, you will receive an error 

message and the value will revert back to the initial/last saved value 

Daily Interest Charge 
1. You can modify the number of days of interest by altering the “From” date 

2. At loan registration, you are required to select your closing date which derives the “To” date 

Prepaids and Escrows with a Month Component 
1. You can adjust the months and dollar amount associated with prepaids and escrows in Sections F 

and G 

2. Note that some dollar amount fields between Section F and G are shared fields in NDM’s LOS; 
updating one will update the other 

3. NDM does not impound Mortgage Insurance  

If Escrows are waived, delete the appropriate fee lines  
 

Selecting New Providers 
Changing Providers – Approved List 

1. Select the “Select <Provider Type>” button 
a. This will open a new page with a list of providers 
b. While providers are loading you will see a spinning icon, it is important to not exit the page 

while the app is processing.  
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2. Select “Cancel” to go back without selecting a new provider 

3. Sort any of the categories by clicking on the header 

4. Select a new provider 
a. This will select new fees and redirect you back to the “Review Fees” page 
b. While fees are updating you will see a spinning icon, it is important to not exit the page while 

the app is processing 

 
5. The application will update the fees and note that there are unsaved changes 

a. Remember to save the transaction  
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Changing Providers – Custom Providers 
1. Select “Use My Provider” 

a. Not eligible for AMC 

2. Complete all fields to avoid errors 

3. You can choose to copy the information from Settlement to Title or Title to Settlement 

4. Save the changes 
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Seller Credits 

This section is to help with data entry as it relates to Seller Credits and line items that have been paid out of 
closing prior to submission.  

STEP 1  
Go to 1003/URLA > Lender Loan Information > L4. Qualifying the Borrower – Minimum Required Funds or 
Cash Back 

 
STEP 2  
Click on the + Add Other Credits under the Total Credits section 
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STEP 3  
Choose Seller Credit under ‘Purchase Credit Type’   

It must be listed as ‘Seller Credit’ to properly flow over on the LE 
Enter amount in ‘Other Credits’ and click Save 
NOTE: Credits can be entered in lines M3, M4, M5, or M6 if there are multiple credits 

 
STEP 4  
The Seller Credit value will map to the LE Seller Credits 
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Earnest Money Deposit 
STEP 1  STEP 2  
Go to 1003/URLA > Assets and 
Liabilities > Other Assets and Credits 
You Have 

 

Within the ‘Other Assets and Credits You Have’ section, click Add 
box 

 

STEP 3  
Click on the drop down under ‘Asset or Credit Type’ and select Earnest Money 

It must be listed as ‘Earnest Money’ to properly flow over on the LE 
Enter the amount under ‘Cash or Market Value’ and click Save 
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STEP 4  
The earnest money value maps to the LE Deposit 

 

Preview Disclosures 

By selecting the “Preview Disclosures” tab you can preview your disclosures based on the saved changes 
you have made in the “Review Fees” tab.  

Any unsaved changes will not be applied. You will receive a pop-up stressing that. If changes have not been 
saved, click Cancel and click “Save Changes”. If changes have been saved, click OK to preview the 
disclosures. While creating a preview you will see a spinning icon indicating the application is processing. It 
is important to not leave the application while it is being processed so as not to interrupt the flow of 
information. 

STEP 1  
Click on the Preview Disclosures Tab 

 
NOTE: If you have completed the Set/Review Fees but exited the loan.  You must click through the Getting 
Started and Set/Review Fees tabs in order to Preview Disclosures.  
STEP 2  
Any unsaved changes will not be applied. 

• If changes have not been saved, click Cancel and click “Save Changes” 
• If changes have been saved, click OK to preview the disclosures.  

 
It is important to not leave the application while it is being processed so as not to interrupt the flow of 
information. 
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STEP 3  
When complete you will see a message that indicates the preview was successfully generated. Depending 
on your browser, the preview could appear in three ways: 

1. As a downloaded file 

2. As a new tab 

3. As a new window 

STEP 4  
You can return to “Review Fees” to adjust fees and preview as many times as you like, but please 
remember to save any changes before previewing disclosures. Previews are watermarked with the word 
“Preview” and cannot be used in lieu of generating disclosures. 

  



 
 

 
Page 41 of 77                       Updated: 3/11/2025 
   

Generating Disclosures 
STEP 1  
To Generate Disclosures, you will select the “Generate Disclosures” tab.  

 
STEP 2  
Once disclosures are generated, you cannot return to the application for further adjustments. 
If ready to generate, select OK, if not, select Cancel. 

 
STEP 3  

Validate email addresses for all borrowers on the loan.   
Please note: All borrowers on the loan must have an email address listed, they cannot be blank. 
Once all is validated, click Generate Disclosures 
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STEP 4  
It is important to not leave the application while it is being processed so as not to interrupt the flow of 
information. Depending on the loan type this process could take up to 1 minute, please be patient. 

 
If successful, you will see a message indicating that your disclosures were sent.  

 
STEP 5  
Both Borrower and Broker will receive signing links to eSign their package. 
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Signature Requirements 

The loan officer is now required to electronically sign documents as required by the loan program.  An 
email will automatically be generated for you to access the disclosures for signature 

STEP 1  
Click on the Doc Link 

 
STEP 2  
Enter the Subject Property State and Loan Officer Last Name to complete the signature process 

 
STEP 3  
Click Accept to eConsent 
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STEP 4  
The system will automatically take you to the area you need to sign, click on the Blue Sign box 

 
STEP 5  
Click Submit to complete the signing process 

 
STEP 6  
You will receive a message letting you know eSigning is Complete! You can print or download the 
documents if you wish; however, they will be accessible in Loan Manager for future reference. 
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Retrieving Disclosures 

If you would like a copy of the disclosures that have been provided to the borrower, you can obtain a copy 
in Loan Manager. 

Within the main menu, go to Documents and scroll down to the documents you would like to review 
and/or save.  Click on the blue arrow to expand the file and the document name will appear, click on the 
document to view and/or save.  
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Request Change of Circumstance 
If you receive information that would require a re-disclosure, you can request a change of circumstance by 
clicking on Change of Circumstance on the menu within the loan then follow the steps below.  

IMPORTANT INFORMATION: 
• If you have not selected a Change of Circumstance reason from the drop down, the Request 

Change button will remain greyed out 
• If choosing “Revision requested by Consumer”, you must provide documentation to support the 

request from the consumer 
• DO NOT select “Other” as a Disclosure Reason 

 

 
  



 
 

 
Page 47 of 77                       Updated: 3/11/2025 
   

Disclosure Tracking 
To view important dates, select “Disclosure Tracking”. Under the Compliance Timeline, you can see if the 
eConsent was completed.  Within the LE and CD tracking sections, you can see when the disclosures were 
sent and when they were considered received to assist in timing calculations.  

 

Uploading Documents 
All documents that are uploaded will automatically go to the unassigned file.  The operations team at 
Nations Direct Mortgage will review the documentation provided and organize the Encompass file. 

1. Click on Documents on the left-hand side 

2. Drag & Drop or Browse for files to attach to the loan 

3. All documents will appear under the unassigned folder 
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Document Checklists 

• Standard Minimum Submission Checklist - list of documentation that is expected to be received 
when you submit a loan 

• Lender Disclosed Document Requirements –required documents to submit the loan when Nations 
Direct Mortgage will disclose the loan 

• Broker Disclosed Document Checklist –required documents to submit the loan when you have or 
are going to disclose the loan.  Note: If you’re using Loan Manager to disclose, the disclosures it is requesting will 
be provided automatically 

 

Condition Review 
To see the outstanding conditions on a loan, click on Conditions within the main menu.  You can also view 
the approval provided via email by going to the Documents tab and opening the UW Decision. 

 

  

https://myndm.com/downloads/resources/Standard-Minimum-Submission-Checklist.pdf
http://myndm.com/downloads/resources/Lender-Disclosed-Document-Checklist.pdf
http://myndm.com/downloads/resources/Broker-Disclosed-Document-Checklist.pdf
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Filtering Conditions 

All conditions will be listed by type of condition (Prior to Approval, Prior to Docs, Prior to Funding, etc.). 
You can filter all condition by Status or Category. 
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Uploading Conditions 

It is encouraged that you upload conditions to their specific condition to assist in quicker review time by 
the Operations Department at NDM. 

STEP 1  

On the line item of the condition, click the red + button.  Click on the orange “Add” button 

 
STEP 2  

You can either Drag & Drop the file(s) or click on Choose Files to select from their saved location 

 
STEP 3  

Once all applicable documents are added for the condition, click on Upload. 
Note: If you would like to remove a document before the final upload, click the RED X next to the document to remove 
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STEP 4  

You will receive notification when the upload is completed successfully 

 
Viewing Documents After Upload 

Once you have uploaded the documents, they will be located within the Documents section of the loan file.   

 

After the Account Manager has organized the documents, you will be able to view the document within the 
condition tab. 

 
Notify Lender  

When you are ready for the Account Manager to review the conditions provided, click on the “Notify 
Lender” button.  This can be used when you send partial conditions but not necessarily ready for a full re-
submit.  
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Re-Submit Loan 
Within the Loan Actions menu, select CD Pre-Balance Request 

 
 

CD Pre-Balance Request 
If you wish to have the CD Pre-Balanced to provide final numbers to your borrower, you can request this 
within Loan Manager.  

This option is available for all loans (except IRRRL, Streamline, or loans with an Appraisal Waiver) after the 
Appraisal Received milestone. If it has not hit that milestone, you will receive this notification: 

 

If the loan is an IRRRL, Streamline, or has an Appraisal Waiver, this option is available after the Approval 
milestone.  If it has not hit that milestone, you will receive this notification: 

 
STEP 1  

Within the Loan Actions menu, select CD Pre-Balance Request 
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STEP 2  

Upload or Confirm the following documentation has been provided: 

 
STEP 3  

Confirm you have provided the required documentation to obtain a pre-balanced CD, then click Request 
CD Pre-Balance 

 
STEP 4  

You will receive confirmation that your Account Manager has been notified of this request 

 
Note: If any documentation is missing, the Account Manager will communicate with you what is missing in 
order to move forward with the CD Pre-Balance Request 
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Doc Order Request 
When you are ready to have closing documents provided to the settlement agent, you can submit the doc 
order request using Loan Manager.  This dynamic form will pull all the current information from the loan so 
you can see if there is anything that needs to be updated.  

In addition, we have the following tools to assist the Settlement Agent with the closing process: 
• Settlement Agent Downloading and Printing Docs 
• Settlement Agent Guidance 

STEP 1  

Within the Loan Actions menu, select Doc Order 

 
STEP 2  

Scroll through the form to confirm the data within the form is accurate.  If there is any data that needs to 
be updated, click on the Edit button for the line item and update the information then click Confirm 

 

 

https://vimeo.com/992221331/3408a8661e?
https://vimeo.com/992221331/3408a8661e?
https://myndm.com/downloads/resources/Settlement-Agent-Guidance.pdf
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STEP 3  

If you would like to be reimbursed for fees, you can update that information within the Doc Order Form. 
Please keep in mind that you must provide an invoice to document the fee being updated AND we cannot 
reimburse you for more than what was disclosed to the borrower.   

Click on Edit for the item, enter Y for Yes to be reimbursed and the amount, then click Confirm 

 
 
STEP 4  

If there are fees not listed under Fee Reimbursement that you would like to get reimbursed for, you can 
add them to the Custom Fee Reimbursement Section by clicking on Add/Edit Custom Fee.  
Enter the Name of the Fee Type under Fee Description and the Amount you are requesting to be 
reimbursed.  Remember you must provide an invoice and cannot be reimbursed for more than what was 
disclosed.  
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STEP 5  

The Account Managers email should auto-populate.  Add any additional notes that you would like to bring 
to your AM’s attention and click Submit doc order request 

 
You will receive a notification stating it has successfully delivered 
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Order Appraisal 
Appraisal order requests are entered via Loan Manager to the Reggora appraisal ordering software.  An 
Appraisal Order Job Aid is also available to walk through these steps along with basic information about 
the Reggora System. 

Note: Ancillary appraisal reports for NON-SUBJECT properties will NOT be ordered from our Appraisal Ordering system. For reports 
for departing properties or other non-subject properties, the reports may be ordered from any AMC.  
 

Creating the Appraisal Order 
STEP 1  

Within the loan, go to Order Appraisal from the sidebar menu.  

 
STEP 2  

This will bring up the Reggora Interface.  
Confirm the Property Address and Borrowers Information, then click Create Order. 

 

https://myndm.com/downloads/resources/Appraisal-Order-Job-Aid-for-Brokers.pdf
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STEP 3  

Select a Product from the dropdown by clicking on the arrow button.  This will expand the menu to select 
the type of appraisal you need.  

 
If you need to request a rush, select “Rush” under Priority.  The Rush Fee will automatically appear 
under the Additional Fees section.  Then click on Create. 
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STEP 4  

a. The fee amount will be entered automatically based on the Universal Fee Schedule. 
b. If you need another product, such as a final inspection; it can be added by clicking "Add Another 

Product". 
c. There are 3 Borrower Payment Options Available: 

1. Send Payment Link to Borrower Before Ordering – this payment option will send a link to 
the borrower for them to enter their payment information in.  Once complete, the order 
process will continue.  Please note that the borrower must have signed their Intent to 
Proceed prior to paying for the appraisal. 

2. Broker Payment – this option is available if the Broker is paying for the appraisal.  If this 
option is chosen, the payment must come from the broker, not the borrower.   

3. Internal Payment* – this option is available if the Broker is paying for the appraisal with the 
borrower’s credit card.  Please note that the borrower must have signed their Intent to 
Proceed prior to paying for the appraisal. 

*The order will not be processed until payment has been made. 
IMPORTANT: If choosing Broker Payment, you cannot use the Borrower’s Credit Card Information. If 
using the Borrower’s Credit Card, choose Internal Payment 

 
Next Steps: 

• Complete Payment using one of the Payment Options listed 
• Add Contact Person for entry to the property 
• If there are any special requirements for entry to the property such as a gate code, etc., use the 

Comments section to enter that information 
• If the loan is a Purchase Transaction, the purchase contract must be uploaded within the eVault 
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Payment Options 
Send Payment Link to Borrower 
The following steps are listed within the Appraisal Order Job Aid for Borrowers.  
STEP 1  

• The borrower will receive an email 
from delivery@reggora.com 

• The subject line of this email will be 
“Nations Direct Mortgage Appraisal 
Fee Payment Request” 

• The borrower’s name and property 
address will be listed in the body of 
the email 

• Click Continue 
• The borrower will receive a pop up 

welcoming them, they will click 
Continue again 

 

 

 
  

https://myndm.com/downloads/resources/Reggora-Job-Aid-for-Borrowers.pdf
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STEP 2  

• They will land on a page that looks 
like this.  At the top, it will list the 
amount due for the appraisal 

• Once the information is entered, they 
will click on Submit Payment 

• If successful, they will receive a 
Success notification 

 

 

 
STEP 3  

• They will receive a receipt from 
Reggora, Inc. via email 

• Confirmation of the amount paid and 
a summary of the order will be 
provided 
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Broker Payment 
IMPORTANT: If choosing Broker Payment, it cannot be with the Borrower’s Credit Card Information. If 
using the Borrower’s Credit Card, choose Internal Payment 
STEP 1  

Scroll down to Order Details and click on Payment, then click on Create Payment 

 
STEP 2  

• Confirm the Amount 
• Under Payment type, select on Pay with 

Credit Card 
• Under Corporate Card, select +Use New 

Card 
• Click Submit 
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STEP 3  

A new tab will appear where you can enter the credit card payment information, then select Submit 
Payment 

 
STEP 4  

You will receive confirmation of payment submitted 
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Internal Payment (Pay with Borrower Credit Card) 
This option is used when the Broker is going to pay with the Borrower’s Credit Card.  
STEP 1  

Scroll down to Order Details and click on Payment, then click on Create Payment 

 
STEP 2  

• Confirm the Amount 
• Under Payment type, select on Pay with 

Credit Card 
• Under Corporate Card, select +Use New 

Card 
• Click Submit 
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STEP 3  

A new tab will appear where you can enter the credit card payment information, then select Submit 
Payment 

 
STEP 4  

You will receive confirmation of payment submitted 
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Adding Contact Person 
This is the person who will provide entry to the property. 

• If it is the borrower, click on the STAR above the Borrower’s name. 
• If it will be someone other than the borrower, enter their information under "Provide New 

Contact" and click "Create" 

 

Adding Comments 
Scroll past Order Details to enter comments related to the order, this can be anything like lock box codes, 
gate codes, beware of dogs, etc. *Payment must be completed before comments can be entered 
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Adding Supporting Documents 

PLEASE NOTE: For purchase transactions, you must upload a copy of the purchase agreement in the eVault 
for delivery to the appraiser.   

Email Communication 

The following actions will take place after you create the order: 
The borrower will receive a request for payment, you will be cc’d on this request. 

 

The Broker will receive confirmation of the order with link to access order status and other information. 
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Borrower’s Experience 

To assist the borrower with the borrower’s experience, we have created an Appraisal Order Job Aid for 
Borrowers.  Within this job aid, we provide instructions on paying for the appraisal and appraisal delivery.   

 

Appraisal Delivery 

The appraisal will automatically be delivered to the borrower 24 hours after it has been received.  

Once the appraisal has been delivered, a Delivery Status button will appear on the Contact Card.  Once you 
click on it, you will see the status of the Appraisal Delivery to the Borrower. 

 
If the borrower denies electronic consent, it will appear here, and the appraisal will need to be physically 
mailed to the borrower.  NDM will follow current procedures in providing the appraisal to the borrower 
physically.  

If the borrower does not download the appraisal within 72 hours of being sent, a warning will be provided 
to ensure we process delivery of the appraisal in a timely manner. 

 

https://myndm.com/downloads/resources/Reggora-Job-Aid-for-Borrowers.pdf
https://myndm.com/downloads/resources/Reggora-Job-Aid-for-Borrowers.pdf
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Revision Request 
STEP 1  

If you need to request a Revision, once the appraisal is delivered there will be a Revision Option within the 
Appraisal Order section.  Click on Request Revision. 

 
STEP 2  

Enter the details needed for the revision. Any revision request should be partnered with the uploaded 
document that explains the revision (i.e., purchase agreement addendum). 

 
STEP 3  

Will show Revision added to Status Bar 
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Reconsideration of Value 
STEP 1  

If you need to request a Reconsideration of Value, once the appraisal is delivered there will be a Revision 
Option within the Appraisal Order section.  Click on Reconsideration of Value. 

 
STEP 2  

• Enter Reason for Reconsideration of Value (ROV) 
• Type in Explanation for Reconsideration of Value 
• Is ROV Borrower Initiated?  If yes, provide Borrower Initiated ROV Request Form 
• Select whether you want to include comparables or not, then click Next 

 
STEP 3  

If you chose to include comparables, you will be able to input the relevant comparable information.  There 
is no limit to the number of comps you can provide, but it is recommended that you provide at least 3. 

 
Click on + Add Comp for each additional comparable you would like to provide.   
Once all comparables are entered, click Next 

https://myndm.com/downloads/resources/Borrower-Initiated-Reconsideration-of-Value-Form.pdf
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STEP 4  

Review the information provided.  If it is good, click Confirm.  
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Borrower Initiated Reconsideration of Value 

If the borrower would like to request a Reconsideration of Value, they can complete this Borrower Initiated 
Reconsideration of Value form and submit to appraisaldesk@myndm.com.  

• The request will be sent for approval, and if approved will be ordered through the Reggora system. 
Once the revised report is received, it will be provided to the Borrower, AE, Broker, and any 
additional contacts on the loan file. 

• If the request is declined, the borrower will receive an email explaining the reason for the denial.  

Non-Subject Property Appraisal Order 

If you would like to order an appraisal for a property that is not the subject property of the transaction, you 
can do that by completing the Non-Subject Appraisal Order Form Online. 

This form includes the following sections that must be completed: 
• Borrower/Loan Information section – NDM loan number and borrower name 

 
• Requestor Info – Your name, phone number, and email address 

 
 
 

https://myndm.com/downloads/resources/Borrower-Initiated-Reconsideration-of-Value-Form.pdf
https://myndm.com/downloads/resources/Borrower-Initiated-Reconsideration-of-Value-Form.pdf
mailto:appraisaldesk@myndm.com
https://www.tfaforms.com/5132615
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• Report Request Info – Property address and report type needed 

 
• Contact Info - Person who should be contacted to gain access to the property 

 
• Payment Info – If the borrower is paying, select Borrower; if the broker is paying, select Broker.  A 

payment link will be sent to the appropriate party 

 
• Supporting Documents – if there are any documents that need to be provided for the appraisal 

report, upload them to the request 
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• Notes – Free form section to provide any information that would be helpful with the appraisal order 

 
Once the form is submitted, the request will be sent to appraisalrequests@myndm.com.   

Upon completion of the report, it will be uploaded to Encompass and sent to the Broker and AE.  
 
  

mailto:appraisalrequests@myndm.com
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Requesting a Lock Extension 
If you run into an issue with the loan that causes a delay and need to request a lock extension, this can be 
handled through the Loan Manager system.   

• CLICK HERE to watch a 1-minute tutorial that walks through these steps 
STEP 1  
You will receive an email letting you know that your lock is set to expire.  Included within the email is a link 
to request the Lock Extension. 

 
STEP 2  
Within the Loan Actions section, click on Lock Extension Request 

 

https://vimeo.com/manage/videos/763961727/3d9aad7f70
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STEP 3  
Select the date you would like the new expiration to be and click on Calculate Lock Extension  

 
STEP 4  
You will receive notification of how many days you’re looking to extend, click the button to begin the 
process 

 
STEP 5  
The new price will appear. If that price works, click on Request Lock Extension; otherwise, you can click on 
Change Lock Extension to start over.  
If the lock extension request fails, the Loan Price calculation may be incorrect due to changes in loan 
parameters since prior lock.  Please contact the Lock Desk or your AE for assistance.  
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STEP 6  
You will receive a successfully submitted message once everything goes through. 

 
 

Cancel or Withdraw 
If at any time you wish to cancel or withdraw a loan, you can request that through Loan Manager by going 
to the Loan Actions menu and selecting Withdraw Loan then click Continue.  

 

 

System Errors 
If you need assistance logging into Loan Manager, please contact the Approval Desk at 
approvaldesk@myndm.com.  
For general system related issues, please contact support@mynndm.com or your Account Executive.  
If you run into pricing errors, please contact the Lock Desk at lockdesk@myndm.com.  

 

mailto:approvaldesk@myndm.com
mailto:support@mynndm.com
mailto:lockdesk@myndm.com
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