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Introduction 
 
We maintain a web portal through which we are able to publish documents and key loan status 
updates for you to view, print or save safely and securely. You will receive email notification 
when documents or status updates for your loan are published. The status updates are sent at the 
following points during the life of the loan: 
 

1. Loan Application Submitted into Process 
2. Approved 
3. Clear to Close 
4. Loan Closed 

 
When you receive your first email notification, you must complete the one-time account set up 
and activation process so you can access our secure web portal throughout the mortgage loan 
process to view/save/print documents and loan status updates. 
 
Creating Your Account 
 

1. The email will contain a hyperlink to take you to the secure website so you can create 
your account. 

 
 

2. Enter the house or unit number of the property being financed. 
 

Click on the link 
to launch the 

web site. 
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3. A confirmation screen will display and an activation email will be sent to you. 
 

 
 

4. Open the Activation email and click on the link and log into the Loan Center. 
 

 
NOTE: if you do not receive the activation email within a couple of minutes, check the spam 
folder in your email to see if it was routed there rather than into the Inbox. 

 Enter your first & last 
name and a password of 
your choice. 

 Check the electronic 
document 
acknowledgement box. 

 Click Create New 
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For example, if it is a Yahoo account the spam folder can be found on the left side of the screen. 
If the activation email is there, click on it and click the Not Spam button, then click the Move 
button and move it to the Inbox. 

 
 

5. Enter your password and click the Activate New Account button to log in. 

 
 

6. When documents are published to you, click on the View Documents button. 
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PRINT Documents - Click on the printer icon to print the documents 

 
 
SAVE Documents - Or, click on the Save icon to save a copy of the documents to your 
computer. 

 
 
7. The first time you receive a status update it will display on the screen above the 

documents posted to your account. 

 
 

8. As your loan moves through the various statuses you will receive emails prompting you 
to log into the web portal to view/print documents and status updates. 
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9. UPLOAD Documents – through the web portal you have the ability to safely and 
securely browse and upload documents saved on your computer directly into our system. 

a. Select the document from the list OR choose Other and type in a description. 
b. Click the Browse button, navigate to where you have the document saved and 

click Open 
c. Click the Upload File button 

 
 
 You will see a success message. 

 
 
 Repeat the process for as many documents as you have to upload. 
 
NOTE 
Supported file types that can be uploaded are as follows: 
 
Adobe PDF v7.0 or higher 
.DOC 
.GIF 
.TIF 
.JPG 
.TXT 
 
Unsupported file types that can NOT be uploaded are as follows:  
.DOCX 
.PUB 
.ZIP 
.XLS 
.XLSX 
.BMP 
.EFX [eFax files saved in native eFax format] 
 
 


