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Submitting a loan to underwriting through Encompass 

Tip:  To print this document, click  (Print).  To get a closer look at a screen, click  (Zoom In) in 
the toolbar. 

This document shows you how to work with a loan in Encompass and submit it to a sponsoring lender 
using Encompass and Fannie Mae’s DOTM for ePASS.  It is not intended to walk you through the 1003 
section by section, but rather to explain the overall process of creating and submitting a loan. 

Note:  We are using a cash-out refinance conventional loan to illustrate the process.  

Step Screen 

1. The Pipeline is the first screen you see when 
you log in to Encompass.  You can use the 
Pipeline to create or import a loan or to view a 
list of existing loans.  To create a new loan 
application, click New. 

2. A new loan application opens.  Click 1003 
Page 1 in the Forms section.  The 1003 is an 
electronic version of the Uniform Residential 
Loan Application (Fannie Mae Form 1003).   

Note: Click FNMA Streamlined 1003 to enter 
only the data elements that are required for 
obtaining an underwriting recommendation in 
DO. 

3. The first section in the 1003 Page 1 allows you 
to enter data for the Type of Mortgage and 
Terms of Loan and for the Property Information 
and Purpose of Loan.  At the top of this screen, 
enter the necessary loan data for the mortgage. 

Note:  To help identify the loan once it is in DO, 
you can enter a unique Lender Case No.   
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Step Screen 

4. Scroll down to II. Property Information and 
Purpose of Loan and enter the necessary data 
about the subject property and the purpose of 
the loan.  Because this is a refinance transaction 
for the borrower’s current primary residence, 
select Cash-Out Refi as the Purpose of Loan, 
and select Primary in the “Property will be”.  
Select the appropriate type of refinance in the 
Purpose of Refinance field. 

5. Scroll down and enter the borrower’s name, 
Social Security number, and present address 
under II. Borrower Information.  Enter the same 
information for the co-borrower, if any, under 
Co-Borrower. 

Note:  The DOB field is not required for an 
underwriting recommendation.  However, this 
data may be required by your sponsoring lender.  
Check with your lender for instructions. 

Tip:  If the borrower and co-borrower share the 
same present address, you can quickly copy the 
address to the co-borrower’s side of the screen 
by clicking Copy from Borrower.   
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Step Screen 

6. Enter the name of each borrower’s current 
employer and the number of years and months 
each borrower has been on the current job.  If 
the borrower is self-employed, make sure a 
check appears in the Self-Employed check box. 

Note:  Do not use the Employment Information 
section to enter data for a homemaker or retired 
borrower.  Only active employment information 
should be entered in this section.  If you enter 
any data in the Employer field, you will receive 
a Findings message that asks you to verify the 
employment.  Any income a homemaker or 
retired borrower receives should be entered into 
the Describe Other Income section in the 
Monthly Income and Combined Housing 
Expense Information screen. 

7. Click 1003 Page 2 in the Forms section. 

 

8. Enter the required information for monthly 
income and for the present and proposed 
combined monthly housing expenses. 

Tip:  To use a calculator to determine the 
monthly base income, click Base Inc. 

Note:  The second Other field shows the rolled-
up total of the amounts entered in the Describe 
Other Income section of the screen.  To place an 
amount in the second Other field, you’ll first 
need to scroll down to the Describe Other 
Income section and enter the data there.  Type a 
B (for borrower) or C (for co-borrower) in the 
B/C field.  Make sure to select a description 
from the Description list: do not type a 
description.  Enter the income amount in the 
Monthly Inc field. 
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Step Screen 

9. Scroll to section VI. Assets and Liabilities.  
Make sure a check appears in the Completed 
field (at the top of the section) to indicate 
whether the assets and liabilities are for both the 
borrower and co-borrower (Jointly) or the 
borrower only (Not Jointly).  To add checking 
and savings information, click Show All 
(VOD). 

10. The Verification of Deposit – VOD screen 
appears.  Click New. 

11. The Deposit screen appears.  Specify the 
appropriate borrower in the VOD is for field.  
Enter the name of the depository and specify the 
account information.   

12. We recommend that you request a credit report 
now and allow the system to copy the liabilities 
from the credit report to the 1003.  To order a 
credit report, click the My ePASS tab, then 
click Fannie Mae DO for ePASS. 
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Step Screen 

13. The Fannie Mae DO for ePASS screen appears.  
Click Order Credit through ePASS.   

Note:  You can also order credit and submit to 
underwriting at the same time directly through 
DO for ePASS by selecting Submit to DO for 
ePASS.   

14. The Credit Agency screen appears.  Select a 
credit information provider from the list.  Make 
sure that you have both an ePASS account and a 
Fannie Mae account with the credit provider 
that you choose.  After you select a credit 
information provider, click OK. 

Important:  Fannie Mae requires a three  
in-file merged credit report, so make sure credit 
provider you choose provides this type of report.

 

15. The Credit Report Request screen appears.  
Enter the user ID and password that were given 
to you by your credit provider.  Fannie Mae 
requires a three in-file merged credit report, so 
make sure a check appears next to all three 
selections in the Credit Bureaus section.  Order 
a joint credit report if the borrower and co-
borrower appear on the same 1003, or an 
individual credit report for each borrower that 
appears on a separate 1003.  Make the 
appropriate selection in the remaining fields. 

Click Finish to submit the request. 
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Step Screen 

16. A processing screen appears indicating the 
status of your request.  Simply wait for the 
processing to complete. When the credit report 
is available, the Credit Report screen appears.   

17. To import the liabilities from the credit report to 
the Liabilities section of the 1003, click the 
Loans tab located at the top of the screen, then 
click the Forms tab and click 1003 Page 2.   

Note: Once a credit report is retrieved within 
Encompass, it is always available, and there is 
no need to request another report for the loan 
(unless you later change critical borrower data, 
such as the borrower’s name or Social Security 
number). To view and print a credit report 
that you have already requested, click the 
Credit Report received entry under the Log 
section. 
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Step Screen 

18. Scroll to section VI. Assets and Liabilities, then 
click Import Liabilities.   

19. The Liability Import screen appears.  Make sure 
a check appears next to each liability.  Click 
Import, then click OK on the confirmation 
message.   

20. The liability data from the credit report is now 
available for you to edit.  If the borrowers are 
refinancing their current primary residence, you 
will need to match the necessary mortgage 
liabilities with this property.  Click Paid Off for 
each mortgage liability that is associated with 
the borrower’s current primary residence. 
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Step Screen 

21. You must enter the REO data for each mortgage 
or HELOC liability listed.  Click 1003 Page 3 in 
the Forms section.  Then click Show All 
(VOM). 

22. The Verification of Mortgage screen appears.  
Click New, then select the liability associated 
with the property you want to match, and click 
OK.   

23. For a refinance transaction on a borrower’s 
primary residence, click Subject Property and 
the system automatically completes the address 
information.  Also select Primary Residence in 
the Property is field. 

24. Click 1003 Page 3 in the Forms section and 
scroll to section VII. Details of Transaction.  
The system automatically enters the refinance 
amount in Line D.  Enter any additional 
required information 
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Step Screen 

25. Scroll to VIII. Declarations and answer Y or N 
to all the questions for both the borrower and 
co-borrower.   
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Step Screen 

26. Scroll down to the X. Information for 
Government Monitoring section and enter the 
necessary data.  When appropriate, more than 
one race check box can be selected for a 
borrower or co-borrower.  

Note:  For applications taken by telephone, you 
must ask for this information, but you cannot 
require the applicant to provide it.  You should 
inform the applicant that the federal government 
is requesting this information in order to monitor 
compliance with federal statutes that prohibit 
lenders from discriminating against applicants 
on these bases. 

For applications taken in person, you must ask 
for this information, but you cannot require the 
applicant to provide it.  If the applicant chooses 
not to provide the information, to the extent 
possible, you should note the information on the 
basis of visual observation or surname.  You 
should also inform the applicant that if the 
information is not provided, you are required to 
note the data on the basis of visual observation 
or surname. 

Although the information in this section is not 
required to qualify a borrower (or co-borrower) 
or underwrite a loan, this information is required 
as a result of revisions to the Federal Reserve 
System’s Regulation C (Home Mortgage 
Disclosure Act [HMDA]) and may be required 
by your sponsoring lender.  Check with your 
lender for instructions.  

27. Before you submit a loan for underwriting, 
you must always enter the property 
appraised value and subject property type.  
Scroll down and click Transmittal Summary 
in the Forms section.   
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Step Screen 

28. The Transmittal Summary screen appears.  
Select the property type and enter the appraised 
value.  Verify the information contained in the 
Transmittal Summary screen. 

29. You are now ready to submit the loan to 
underwriting.  (If you have not requested or 
reissued credit for the loan, you will also need to 
do so at this point.)  To submit to underwriting, 
click the My ePASS tab, then click Fannie Mae 
DO for ePASS. 

 

30. The Fannie Mae DO for ePASS screen appears.  
Before you submit the loan to DO for ePASS, 
verify that your DO user ID and password are 
entered correctly.  Click Update DO Settings. 

Note:  You only have to perform this 
settings procedure once.  The settings 
remain the same until you change them.  If 
you have already set up your user ID and 
password, go to Step 32. 
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Step Screen 

31. Enter your DO user ID and password, then click 
OK. 

Note:  You only have to perform this 
settings procedure once.  The settings 
remain the same until you change them.   

32. To submit the loan to DO for ePASS, click 
Submit to DO for ePASS. 
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Step Screen 

33. The Re-Issue Credit Report/Select Lender 
screen appears.  Before you can receive an 
underwriting recommendation, you must ensure 
that DO for ePASS has access to a current joint 
or individual credit report.  

If you have already requested a credit report 
through DO for ePASS, that credit report is 
automatically used for this submission and you 
do not need to enter a reference number.  To 
complete the submission process, take the 
following steps: 

a. Enter the Fannie Mae account number and 
password assigned by the credit provider 
from which you originally requested the 
credit report.   

Note:  The Fannie Mae user name and 
password for the credit provider may be 
different from the ePASS user name and 
password assigned by the same credit 
provider. 

b. Select the sponsoring lender to which you 
want to submit the loan.   

c. After you select a lender, the products 
offered by that lender appear in the Product 
list box.  Select the product you want to use.

d. Select the type of submission you want to 
perform.  The submission type denotes the 
party that will control the Form 1003 data in 
the electronic loan file.  To retain control of 
the Form 1003 data so that you can continue 
making changes to the data after the 
submission is complete, select Interim.  To 
transfer the control and editing rights of the 
Form 1003 data to your sponsoring lender, 
select Final. 

e. Click Submit to submit the loan to the 
sponsoring lender you selected. 
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Step Screen 

34. A processing screen appears indicating the 
status of your request.  Simply wait for the 
processing to complete. 

35. When the findings are available, the Fannie 
Mae Underwriting Findings report screen 
appears.  The findings and credit reports are 
automatically downloaded to the ePASS 
Business Center and saved on your 
computer. 

Note:  To print the Fannie Mae 
Underwriting Findings report, click the 
Print ( ) icon in the menu bar.   

 

 

 

 

 

 

 

 
© 2004 Fannie Mae.  All rights reserved:  DO is a trademark of Fannie Mae.  Encompass is a trademark and ePASS and Ellie 
Mae are registered trademarks of Ellie Mae, Inc. 


	Submitting a loan to underwriting through Encompass

