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1. Login Instructions for the Website. 

 
a. Login to www.emmwholesale.com website.  

b. Click the Broker Login Icon on the top right.  

 

  
 
 

c. This will redirect you to the TPO Portal Login Screen.  

d. From here you will need to enter your Email address and password.  

 

 

  
  

e. You have now entered the EMM TPO Portal.  

f. You can now view your pipeline and start a new loan.  

  
  
 
 
 

http://www.emmwholesale.com/
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2. Register a New Loan 

 
a. Either click on the new loan from TPO on the main menu page or click add new icon from your 

pipeline view.  
b. Enter the Broker Loan Officer and the Broker Loan Processor (they can be one in the same).  
 

Note: EMM Wholesale will only allow a DU 3.2 File to be uploaded to register the 
loan 
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• Drag and Drop or Browse for your DU File and Click Import

 
 

 
 
3.  Your DU file will import.   
 

c. Check your loan information to ensure accuracy & completeness. You can update any 
information on the 1003. 

d. Impound Waiver, Loan Documentation & County fields are mandatory to Register the Loan. 
e. Click Register Loan. 

 
Note: You must Register the loan before you can perform any Loan Actions 
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Note: If you need to re-import additional information you can do so when the file has been registered.  
 
Note:  The loan has been registered with EMM Wholesale but will not be considered or reviewed until 
the loan has been Submitted to EMM Wholesale with all the required documents.  

 
 

Once the loan is registered you will receive a Loan # 
 

 
 
 
 
 

4. Getting Product & Pricing 
 
Note: To submit the loan to EMM Wholesale you will need to price the loan through EMM Product & 
Pricing engine and import the product and pricing information back into the TPO Portal.  
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a. Select Product & Pricing from the side menu 
 

 
 

b. Click Search Product & Pricing.  
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c. Please verify and complete all fields.   
d. *Any field with a red asterisk is mandatory. 
e. Target Rate or Target Lock period are mandatory. 

 

                                
f. Click Search Product & Pricing  
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g.  The Optimal Blue Pricing & Product Search screen will appear 

i. Admin Fee is mandatory (Yes or No)  

1. Yes = EMM Wholesale will charge Admin Fee 

2. No = EMM Wholesale will not charge Admin Fee  

ii. Automated U/W System is mandatory 

1. DU 

2. LP 

3. Investor AUS 

4. Manual/Traditional 

iii. Lender Paid Compensation is mandatory 

1. Yes = Lender will pay the broker compensation 

2. No = Borrower will pay the broker compensation 
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f.  Hit Submit. 

g. Eligible EMM Wholesale product plans will appear. 

h. Select the rate. 

i. If you need to change the lock period, you can change the view by selecting the lock term. 

 
  

*Once you have selected the rate and price click on the Lock icon to the right. 

 
Note: “Update Encompass” into the LOS does not mean the loan is locked.  If you need to lock the loan 
you need to select “Request Lock” and that will lock the loan and import the information back into the 
EMM Connect. 
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Once selected, the Product & Pricing information will be imported back 
into the loan. You can now submit the loan to EMM Wholesale. 
 
 
 
Sample screen print of the lock information 
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5. Adding Documents to the TPO Portal.  
 

a. Click Document on the Side Menu. 
 

 
 
 

b. You have two document buckets that you can upload to 
i. TPO Unassigned Attachments 
ii. TPO CIC Docs 

 
Note: All submission documents should be uploaded to TPO Unassigned and 
EMM will split them out.  If you have documentation for a CIC, they should be 
uploaded to TPO CIC Docs. 
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c. You can either drop and drag your file or click browse and attached. 

 

 
 
 
 
 

6. Ordering Credit 
 

Brokers can order a Credit Report or reissue a Credit Report directly through the TPO Portal.   The 
Credit can populate the 1003 with the liabilities.  If the Credit is Ordered or Re-issued in the TPO 
Portal, it will automatically load into the Encompass EFolder.  
 

a. Under Loan Actions select “Order Credit” 

b. Select Credit Provider from the dropdown list 

c. Check the radio buttons for “New Credit Order or Reissue Credit” 

i. If Reissue enter Reference Number 
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d. Enter your Username and Password and Click Order. 

 

 
e. Once credit has been retrieved you can view credit report and/or import Liabilities 
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7. Order DU 
 
Brokers can order a DU directly through the TPO connect and can view their Findings.  If ordered 
through TPO Portal the findings will automatically show up in Encompass EFolder. 
 

a. Select Order DU from the side menu 
b. Enter Credit credentials 
c. Enter Credit Reference # 
d. Order DU 
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8. Submit Loan to EMM Wholesale 
 

Brokers will need to submit the loan to EMM Wholesale.   We will not review or accept the loan until the 
broker submits it. 
 

a. Select Submit Loan on Loan Actions 
b. Click Submit 

 
Note: If there are any fields that are mandatory that are not completed you will get a Yellow Warning 
message box and you will need to go back to the 1003 and input the missing items 
 

 
 
Once the loan has been submitted all Loan Actions will be grayed out 
except for Change of Circumstance  
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9. Change of Circumstance 
 

Brokers must submit their Change Circumstance through the web portal.  EMM Wholesale will not 
accept any Change Circumstance via Email 
 

a. Select Change of Circumstance 
b. Select Change Circumstance from the Dropdown 
c. Enter a description on what is changing 
d. Check the Disclosure reasons.  As many as apply 
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10. Viewing Conditions and Filtering Conditions.  
 

*Brokers can view and filter Conditions. 
 

a. Select Conditions from the side menu 
b. There are various filters to be able narrow down conditions by Status, Category or Prior to 
c. You can also Expand or Collapse conditions for better viewing 

’ 
 

d. Any conditions that has been cleared you will not be able upload a document or view the document 
that cleared the condition. 

e. Any conditions that are in Added, Fulfilled or Received status you can view the documents related 
to that condition  

f. Click on arrow > next to the condition to expand to see full description of the conditions 
g. Click on arrow > next to the document placeholder to see if any PDF’s are attached to the 

conditions 
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11. Adding Documents Prior to and after Approval to the TPO Portal.  

 
d. Click Document on the side menu  

 

 
 

e. You have two document buckets that you can upload to 
i. TPO Unassigned Attachments 
ii. TPO CIC Docs 

f. You can either drop and drag your file or click browse and attached 
 
 
Note: All submission and condition documents should be uploaded to TPO Unassigned 
and EMM will split them out.  If you have documentation for a CIC it should be uploaded 
to TPO CIC Docs 
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