
 

Path Training Guide – Path User 

To help you navigate through and perform some of the most common tasks in Path, here is a list of ways to do that 
in simple and easy-to-follow steps. Use these tips and tricks to take advantage of the vast resources provided in 
Path—what we call Path Training Guides. 

This document is intended to walking Path users through some of the common tasks in Path. 
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Loan Officer Workflow  
This section is intended to help loan officers navigate through Path and to walk them through the most common 
tasks in a typical LO workflow. 

In Path, there are two common ways of generating new loan:1) creating a new loan via the New Loan button or 2) 
importing a new loan from Zip. 

Note: The loan officer can enter information on the Quote screen, from which the data will flow to the 
appropriate sections within the main screens listed below in Figure 1: New loan by manual entry.  

1. New loan > Manual Entry Overview 

Figure 1: New loan by manual entry 

 

To manually create a new loan in Path: 

1. Go to Loans > Pipeline. 

2. Click New Loan button.  

3. Respond to the lightbox(es) and prompt(s). 

4. Complete all applicable loan information for the Borrower, Property, Product & Pricing, Closing Costs, 
and Transactions screens. 
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2. New Loan > Zip Import Overview 

I. Zip Application Process 

Zip is a point-of-sale system, which imports loan applications into Path, to be further processed and closed. Via the 
loan officer’s own Zip account/website, borrowers apply for loan applications, and upon completion, the loan 
applications are imported into Path. 

For example, shown below is a loan officer’s email signature, containing links to two Zip websites; one leads to the 
loan officer’s own Zip site and the other to the company’s main Zip site. 

Figure 2: Email signature with links to Zip websites 

 

When the borrower clicks on either link, they are led to the Zip landing page of either the loan officer or the 
company, both of which feature the Get Started button.  

Clicking the button leads the borrower to initiate the loan application, where they are prompted to enter loan, 
property, personal, financial, demographics, and other information. 

Figure 3: Contact information 
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Figure 4: Personal information 

 

Figure 5: Submit section 

 

After completing all sections of the application, the borrower is prompted to create a Zip account, where they can 
track their loan and upload documents requested by the loan officer. 

Figure 6: Borrower signup 

 

After the borrower has completed the application in Zip, the loan officer receives an email notification about the 
new application, confirming that Pipeline has received a new loan. If the borrower does not complete the 
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application but chooses to Save and Continue Later (via the Save and Continue Later option shown in Figure 5: 
Submit section), the LO will also receive an email notification about a pending application that requires further 
action from the borrower. 

Figure 7: Email notification to LO 

 

The new loan application is listed in Pipeline. 

Figure 8: New loan application from Zip in Pipeline 
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II. Loan Arrives from Zip 

Figure 9: Quote screen with information from Zip 

 

The loan officer can choose to order a credit report and/or mortgage insurance from the Quote screen. Credit and 
MI can also be ordered from Interfaces > Credit and Interfaces > Mortgage Insurance, respectively. 

Figure 10: Credit order from Quote screen 

 

Once the borrower agrees to have their credit pulled, the LO can begin the application process. All information 
from the Quote screen is populated into the Production > Borrower screen. The LO then completes the rest of the 
Borrower screen to complete the loan application. 
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Figure 11: Borrower screen 

 

3. Credit Report and Borrower Screen 

After the new loan has been created or imported, the loan officer pulls the borrower’s credit. 

Note: Before ordering the credit report, ensure that the Credit Consent checkbox is selected on the Production 
> Borrower > Other Information section. 

Figure 12: Credit Consent checkbox 

 

 To order a credit report: 

1. Go to Interfaces > Credit > Order tab. 
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Figure 13: Interfaces > Credit 

 

2. Select the Credit Agency, Credit Type, Request Type, and check the boxes corresponding to the three 
credit bureaus. 

3. Click Order and follow the prompts from the lightbox. 

Figure 14: Credit Report lightbox 
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4. Once the Credit Report Request lightbox appears, review the data for accuracy and click Submit. 
Once credit has been pulled, you will be able to import information into Path. 

Figure 15: Importing credit information into Path 

 

5. Click Import All. 
The pulled credit will populate the following sections within Path:  

Figure 16: Borrower screen > Alternate Names table 

 

Figure 17: Borrower screen > Credit Report Data 
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Figure 18: Borrower screen > Credit Score lightbox 

 

Figure 19: Borrower screen > Liabilities section 
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Figure 20: Documents > List 

 

Figure 21: Documents > Document Detail 

 

6. After the credit report information has populated the Borrower screen, complete the rest of the 
applicable sections and fields on the Borrower screen. 
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4. Property Screen 

Once the Borrower screen has been completed, the loan officer moves to the Property screen to complete all 
applicable sections and fields. 

1. Go to Production > Property screen. 

Figure 22: Property screen 

 

2. Complete the applicable fields in the Subject Property Information section, highlighted in Figure 22: 
Property screen. 

3. Complete the applicable fields in the Purchase Information, Seller, and Title and Legal sections. 

Figure 23: Property screen 2 
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5. Product & Pricing Screen 

After completing the Property screen, the loan officer moves to the Product & Pricing screen to complete all 
applicable sections and fields. 

1. Go to Production > Product & Pricing screen. 

Figure 24: Product & Pricing screen 

 

2. Click the Programs button to open the Loan Program lightbox and select a loan program for the loan.  
After a loan program is selected, it is populated in the Product Information section > Loan Program field.  

3. Complete the rest of the applicable fields in the Loan Information and Product Information sections. 

4. Review/complete the applicable fields in the Mortgage Insurance section. 
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Figure 25: Product & Pricing > Mortgage Insurance 

 

Note: Additional loan information/options are available depending on the selected loan program. 

Figure 26: Product & Pricing > Rate Adjustments 

 

5. Complete the applicable fields in the Rate Adjustments section. 

6. Complete the Additional Product Information and Pricing sections. 

Note: It is recommended that your system administrator set up an ARM template for your ARM programs, to 
remove potential errors in your ARM adjustments and caps. 
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Figure 27: Product & Pricing > Additional Product Information and Pricing 

 

6. Interfaces > Mortgage Insurance Screen 

After completing the Product & Pricing screen, the loan officer moves to the Mortgage Insurance screen to order 
mortgage insurance. 

1. Go to Interfaces > Mortgage Insurance screen. 

Figure 28: Interfaces > Mortgage Insurance 

 
2. Select the MI Provider, Request Type, Premium Plan, Renewal Type, MI Coverage, and Paid By. 

3. Click Order and follow the prompts from the lightbox. 
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Figure 29: Order button opens lightbox 

 

• After completing the prompts, the MI Certificate will automatically populate into Path along with Quick 
View, as shown below in Figure 106: MI certificate. 
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Figure 30: MI certificate 

 

• Path sections that will be populated with MI information: 
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Figure 31: Production > Product & Pricing 

 
Figure 32: Production > Transactions 

 

7. Transactions Screen 

After ordering Mortgage Insurance, the loan officer moves to the Transaction screen. 

1. Go to Production > Transactions screen. 



  

Loan Officer Workflow 

22 

 

Figure 33: Transactions screen 

 
2. Review/complete the applicable date fields in the Reference Dates section. 

3. In the Proposed Monthly Payment section, click the edit icon ( ) to make the necessary changes to 
Homeowners Insurance, Supplemental Property Insurance, Property Taxes, Mortgage Insurance, and 
Other. 

4. Complete the rest of the applicable sections and fields. 

8. Closing Costs > Fees 

After completing the Transactions screen, the loan officer moves to Closing Cost screen > Fees tab. Here, the LO 
can add fees and adjust prepaids to provide the borrower with an initial loan estimate.  

1. Go to Production > Closing Costs > Fees tab. 

2. To use a fee template, click the select icon ( ) corresponding to the Template field (at the top right 
corner of the tab), to opens the corresponding lightbox. 

A. After the lightbox opens, select a fee template, as shown below in Figure 34: Closing Costs > Fees 
> Fee Templates. 
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Figure 34: Closing Costs > Fees > Fee Templates 

 

B. After a fee template is selected, the fees are populated into their corresponding sections. 

3. To add a fee that is not part of a template, click the add icon ( )  corresponding to the appropriate 
section (at the top right corner of each section) to open its corresponding fee lightbox.  

Figure 35: Add new fee 

 

Note: In the following example C. Services Borrower Can Shop For is used. 

A. In the C. Services Borrower Can Shop For lightbox, click the select icon ( ) of the Fee Name 
field to open the Fee Select lightbox. Select a fee and click Select. 
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Figure 36: C. Services Borrower Can Shop For > Fee Select 

 

B. To enter a custom fee that is not listed in the Fee Select lightbox, select the Custom Fee 
checkbox and enter the Fee Name. 

C. After a fee is selected or a custom fee entered, complete the rest of the fields and click the 
applicable Save button, highlight below in Figure 37: C. Services Borrower Can Shop For. 

Figure 37: C. Services Borrower Can Shop For 
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4. Users can set up F. Prepaids and G. Initial Escrow Payment at Closing accounts in the respective sections 
show below in Figure 38: F. Prepaids and G. Initial Escrow Payment at Closing and Figure 39: Initial Escrow 
Payment at Closing lightbox, such as inputting information for the company, amount, disbursement dates, 
cushion amount, number of months collected, etc.  

Figure 38: F. Prepaids and G. Initial Escrow Payment at Closing 

 

Figure 39: Initial Escrow Payment at Closing lightbox 

 

5. If applicable, add additional fees to the H. Other section. 
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6. To adjust a fee, click the fee’s row to open its lightbox, and make the necessary adjustments. 

Tip: If a discount point is applied, enter it in the Loan Discount/Credit field, which is then automatically 
calculated in the Amount column of the Loan Discount row. 

Figure 40: Loan Discount/Credit 

 

9.  Interfaces > AUS 

After complete Closing Costs > Fees, the loan officer moves to Interfaces > AUS. 

Note: Complete the entire application as much as possible to ensure accurate AUS findings. Shown below in 
Figure 94: Property screen data for AUS and Figure 95: Product & Pricing screen data for AUS, are loan data 
needed within Path before running AUS. 

Figure 41: Property screen data for AUS 
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Figure 42: Product & Pricing screen data for AUS 

 

1. Go to Interfaces > AUS > Desktop Underwriter M3.4 tab. 

Figure 43: AUS 

 

2. Complete all required fields and click Order. 
The report is generated and appears in the History section at the bottom. 
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Figure 44: AUS findings 

 

10. Prequalification Letter  

After ordering AUS, the loan officer issues a prequalification letter. 

1. Go to the Documents activity. 

Figure 45: Documents activity 

 

2. Click Add from Library, to open the Form Library lightbox. 
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Figure 46: Form Library lightbox 

 

3. Select the Prequalification Letter and move it from the Available field to the Selected field. 

4. Click Add. 

Figure 47: Prequalification letter 

 

NOTE: If all 6 pieces of information are provided for an application, RESPA will be triggered and the 72-
hour window to disclose the initial disclosure will begin. 

The 6 pieces are: 
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 Name 
 Income 
 Social security number 
 Property address 
 Estimated value of property 
 Mortgage loan amount sought 

Tip: It is highly recommended that you view the initial loan estimate within Path before the initial 
disclosures are sent to the borrower. To view the LE, go to Compliance > Closing Costs > Loan Estimate > 
View Form button. 

Figure 48: View Form button 

 

11. Interfaces > Initial Docs Disclosure 

After issuing the prequalification letter, and if the loan officer is responsible for disclosing initial docs, the LO will 
take the following steps. Depending on the lender, this can be disclosed via Path through the preferred vendor. If 
there is no integration within Path for the preferred vendor, please refer to the company website. 

1. Go to Interfaces > Initial/Closing Docs screen. 
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Figure 49: Initial/Closing Docs 

 

2. Complete all required fields and click Order. 
The disclosure is stored in the History section and in the Documents activity. 

Figure 50: Disclosure in History section 

 

12. Issuing an LE  

Once fees have been added and the loan officer is ready to send an initial loan estimate (LE), complete the 
following steps. 

1. Go to Compliance > Closing Costs > Loan Estimate tab. 
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Figure 51: Loan Estimate tab 

 

2. If not already completed, enter the Application Date, Date Issued, the date when Closing Costs Expire, 
and select the Delivery Method.  

Figure 52: View Form button 

 

3. After reviewing the LE, click on View Form button to ensure that loan estimate data from the screen will 
print to the form correctly. 
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The Form Library lightbox appears, which has the LE preselected. You can add additional documents to 
review if needed.  

Figure 53: Form Library 

 

4. Click View to open the LE form with loan data populated. 
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Figure 54: Issue LE button 

 

5. After reviewing the LE form, click the Issue LE button and follow the prompts. 
Once LE has been issued, you will see a timestamp in the LE/CD Status History section with the status 
changed.  

Figure 55: LE/CD Status History 
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: 

13. Intent to Proceed 

After issuing the LE to the borrower, who has confirmed the intent to proceed, the loan officer completes the 
following steps. 

To complete the intent to proceed: 

1. Go to Compliance > Closing Costs > Loan Estimate tab. 

Figure 56: LE intent to proceed 

 

2. Enter the date of the intent to proceed and select the method received. 
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Figure 57: Intent to Proceed Confirmed button 

 

3. Once the data has been entered, click Intent to Proceed Confirmed and follow the prompts. 
Afterwards, you will see a timestamp in the LE/CD Status History section with the status changed. 

Figure 58: LE/CD Status History 
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Underwriter Workflow 

1. Conditions 

The underwriter has the ability to add conditions to a loan file, either by adding conditions from a list of pre-
configured conditions or by creating new conditions. 

 

1. Click the Pick button to see the default conditions from a list. 

A. Common conditions are indicated in the Default column.  
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B. Click the Add button to create a new condition via the Add Condition lightbox. 

 

2. Status 

After the condition is added, the status will be listed as New. Note the different statuses displayed in the column 
as the condition moves along. 

1. Select the condition and click Issue. 

 

2. After the condition has been issued and sent to processor, the processor attaches documentation to clear 
the condition.  
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A. The underwriter can change the status of that condition using the options below. 

 

B. A timestamp is displayed in the My Conditions screen. 

 

3. Screens Useful to the Underwriter 

1. Production > Underwriting screen. 
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Figure 59: Production > Underwriting screen 

 

A. Use the Decision lightbox to log the decisions made on the loan, which is then tracked in the 
Decision History section. 

2. Use the Summary > Underwriting screen to review underwriting information. 
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Figure 60: Production > Summary – Underwriting screen 

 

3. Production > Appraisals > Information tab. 
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Figure 61: Production > Appraisals > Information tab 

 

A. Click the add icon ( ) to add appraisal information. 

4. Use the Production > Appraisals > Notice of Value tab to select options is anything is needed, such as 
Repairs, Final Inspection Required, Flood Insurance, etc. 
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Figure 62: Production > Appraisals > Notice of Value tab 

 

5. Production > Debt Consolidation screen. 
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Figure 63: Production > Debt Consolidation screen 

 

6. Production > Income Calculation screen. 
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Figure 64: Production > Income Calculation screen 

 

7. Production > Adverse Action screen. 

A. The Adverse Action screen can be used to: 

i. Enter HMDA information. 
ii. Make counter offers. 
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Figure 65: Production > Adverse Action screen 
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Pricing > Programs and Pricing button 
This section is intended to walking Path users through the most common tasks in a typical pricing workflow. 

To lock a loan within Path, the pricing needs to be done first. Pricing can be done either through the Product & 
Pricing screen or Lock > Request screen. 

Note: Best practice is to do pricing through the Product & Pricing screen and lock through Lock > Request 
screen.  

Note: Pricing must be done first before locking a loan. For more information on locking a loan, see Path Hacks 
– Lock Workflow. 

1. Open a loan and go to Production > Product & Pricing screen. 

 

2. If pricing is done through a PPE (OB, Mortech, LSC), click the Pricing button.  

3. For non-PPE pricing, click the Programs button to access your company’s loan programs in Path. 
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1. Select via the Programs Button 

1. Click the Programs button to open the Loan Program lightbox is opened. 

 

2. In the Program Name column, select the radio button of the loan program. 

3. Review the Program Code, Loan Type, Amoritization, and Loan Term columns to verify that is the loan 
program you want. 

4. Click the Select button to pull the selected loan program infromation into the Product & Pricing screen. 

2. Select via the Pricing Button 

III. Search by Rate and Desired Note Rate 

1. Click the Pricing button to open the Pricing Search Parameters lightbox. 
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2. To search by rate, make sure that Rate is selected from the Search by Type dropdown menu and the 
Desired Note Rate is entered. 

3. Complete all required and applicable fields and click Search. 
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Figure 66: Available Products: Searching by Rate 

 

Note: When searching by rate, the rate will default to the rate regardless of what the pricing is, as shown 
below in Figure 67: Available Pricing: Searching by Rate.  

4. Select a price listed in the Eligible Products section and click and Select Product. 

Note: Be sure to select a price before time expires. If time expires, re-price or close out and search again. 
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Figure 67: Available Pricing: Searching by Rate 

 

5. Click Select Price. 

IV. Searching by Price and Desired Price of Par (100) 

1. Click the Pricing button to open the Pricing Search Parameters lightbox. 
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2. To search by price, make sure that Price is selected from the Search by Type dropdown menu and the 
Desired Note Rate is entered. 

3. Complete all required and applicable fields and click Search. 

Note: When searching by price, the rate will default to pricing closest to par (100), as shown in Figure 68: 
Available Pricing: Searching by Price. 
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Figure 68: Available Pricing: Searching by Price 

 

4. Select a rate and how many days for the lock period. 

5. Click Select Price.  
The loan program information is pulled into the Product & Pricing screen. 

 

Note: All loan programs pulled into the Product & Pricing screen, via the Pricing or Programs button, will 
automatically sync with Lock > Request screen, as shown below. 
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Note: The Base Rate, Adjusted/Note Rate, Base Price, and Adjusted/Lock Price, are also imported to the Lock 
> Request screen. 

 

6. Pricing is now complete. 
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Lock Request/Confirm 
This section is intended to help loan officers and lock desk users by walking them through the most common tasks 
in a typical lock workflow. 

1. Loan Officer > Lock Request 

1. After pricing is complete on Production > Product & Pricing screen, go to Lock > Request screen.  

 

2. Select the (1) Request Type, the (2) Lock Period, the (3) Save button, then the (4) Lock Request button. 
The lock has officially been requested, as shown in the above image. 

3. Go to Lock > Send/Status screen, to see that lock has been requested and the loan file has been sent from 
the LO to lock desk. 
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2. Lock Desk > Lock Confirm 

Next the loan file is sent to the Role Desk of the lock desk user, who is tasked with confirming lock requests. 

1. As the lock desk user, go to Pipeline > Role Desk, select the loan file’s checkbox, and click the Assign 
button to assign the loan to yourself. 

 

2. Go to Pipeline > Desk and open the loan file to start confirming the lock request. 
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3. Go to Lock > Confirm screen, select (1) Confirm (from the Confirmation dropdown menu), (2) the Lock 
Period (if there are any changes from the lock request), (3) the Save button, and then (4) the Lock 
Confirm button, as shown in the below image. 

 

4. Go to Lock > Send/Status screen, to see that the lock request has been confirmed, and the loan files has 
been officially locked in Path. The Send/Status screen also shows that the loan file is sent back to the LO 
to continue working on the file.  
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5. After lock is confirmed, go to Lock > Summary screen and select the Copy from Lock to Loan button. This 
ensures that all necessary lock data matches the loan data after the loan is locked.  
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6. The lock process is now complete. 
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Optimal Blue > Pricing/Lock 
This section is intended to walking Path users through the most common tasks in a typical workflow for OB pricing 
and lock. 

1. Loan Officer > Lock Request  

As a loan officer, pricing can be done either through Production > Product & Pricing screen or through Lock > 
Request screen. When pricing through the Production > Product & Pricing screen, the data is copied over to the 
Lock > Request screen.  

Note: The OB Lock Request button can ONLY be accessed via the Lock > Request screen. This button is how the 
loan officer submits lock requests to the Lock Desk via Optimal Blue. 

1. To price a loan via Optimal Blue, go to either the Production > Product & Pricing screen or the Lock > 
Request screen. 

2. Click the Pricing button, which is located on both screens. 

 

3. After clicking the Pricing button, the Pricing Search Parameters lightbox is opened. 
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Figure 69: Pricing Search Parameters lightbox > searching by rate 

 

4. Make sure to complete all required fields and dropdowns, indicated by red outlines, and complete rest of 
all applicable fields. 

Note: If you are searching by rate (when Rate is selected from the Search by Type dropdown), it will default to 
that rate regardless of the price, as shown in Figure 69: Pricing Search Parameters lightbox > searching by rate, 
Figure 70: Available Product lightbox > searching by rate, and Figure 71: Available Pricing lightbox > searching 
by rate. If you are searching by price (when Price is selected from the Search by Type dropdown), the rate will 
default to the closest to par (100). 

5. Click Search to open the Available Products lightbox. 
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Figure 70: Available Product lightbox > searching by rate 

 

6. Select a product displayed in the Eligible Products section and click Select Product. 

Note: Be sure to select before time expires. If time expires, re-price or close out and search again. 

7. After Select Product is clicked, the lightbox changes, to display available rate locks. Make the selection 
and click Select Price to select the price and close the lightbox. 

Figure 71: Available Pricing lightbox > searching by rate 
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8. After the lightbox closes, you are returned to either the Production > Product & Pricing screen or the Lock 
> Request screen. 

A. If you are on the Lock > Request screen, click the OB Lock Request button. 

B. If you are on the Production > Product & Pricing screen, go to Lock > Request screen and click 
the OB Lock Request button. 

9. After clicking the OB Lock Request button, you might be prompted about a price concession, select no if 
prompted. 

 

10. Then a message appears, saying the loan file still needs to be sent to the Lock Desk. Click the Lock 
Request button to move the loan file to the Lock Desk to be confirmed. 

Note: Depending on how your system is configured, the button could be named something else, such as 
Request Lock or Send to Lock Desk. But the underlying function is the same, which is to send a request from 
the Lock > Request screen to the Lock > Confirm screen (Lock Desk) to be accepted or rejected. 

11. If auto-accept is enabled for lock requests, after saving the Lock > Request screen, click the refresh icon (

) to update the Lock Status to Lock Confirmed. 

2. Lock Desk > Accept/Reject Lock Request 

As the Lock Desk role, who is responsible for accepting/rejecting lock request, you will find the loan file in your 
Role Desk.  

To accept or reject a lock request:  

1. Select the checkbox of the loan file and click the Assign button to assign it to yourself.  
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2. Next, go to your Desk and open the loan file. 

 

3. Go to Lock > Confirm screen. 
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4. Click OB Lock Desk. 

5. You are then prompted with a message confirming that pricing is active. Click OK to open Optimal Blue. 

 

6. Once in Optimal Blue, click Validate Current Pricing to confirm pricing is active. 
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7. Then click Accept Lock/Save to LOS or Reject Lock/Save to LOS. 

8. Go back to the Lock > Confirm screen in Path. 
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9. Click the refresh icon ( ), click the Save button, and click Lock Confirm. 

10. After all locks are confirmed, go to the Lock > Summary screen and click the Copy from Lock to Loan 
button, to ensure loan and lock data match. 

11. Next go to the Lock > Send/Status screen to review Lock Send History and Lock Status History. 
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3. Loan Officer > Price Concession Change Request 

1. To request a change in price concession, go to the Lock > Request screen. 

 

2. Click the OB Lock Request button at the bottom of the screen. 

 

3. Next, the Available Price Concession Template lightbox is opened. 
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4. Select the Reason ID, enter the Adjustment Percent or the Adjustment Amount, and enter any Reason 
and Comments if applicable. 

Note: If the requested price concession is below the loan officer’s accepted limit threshold, which was 
configured in Optimal Blue, the price concession will automatically be applied.  

Note: If the price concession is above the loan officer’s accepted limit threshold, the Lock Status will show Price 
Concession Requested, until the Lock Desk user accepts the request in Optimal Blue. 

4. Lock Desk > Price Concession Change Request 

1. To accept or reject a price concession change request from the loan officer, as the Lock Desk user, go to 
the Lock > Confirm screen. 

 

2. Click the OB Lock Desk button to open Optimal Blue. 
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3. Once in Optimal Blue, select Change History > View Details. 

 

4. Review the details in the Price Concession Request and Loan Notes sections. 

 

5. Select Accept or Reject. 

6. Once you are back in Path, click the refresh icon ( )and click Save. 

7. After all locks are confirmed, go to the Lock > Summary screen and click the Copy from Lock to Loan 
button, to ensure loan and lock data match. 
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5. Loan Officer > Updating Product/Profile, Extending and Cancelling 
Lock  

I. Updating Product 

1. To update the product, go to the Lock > Request screen and select Update Product from the Request 
Type dropdown. 

 

2. Next, click OB Lock Request at the bottom of the screen to submit the change request. 

 

3. Select a price. 

 

4. Select a rate. 
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5. Next, click the OB Lock Desk button. 

6. Then click the Send to Lock Desk button. 

Note: Depending on how your system is configured, the button could be named something else, such as 
Request Lock or Lock Request. But the underlying function is the same, which is to send a request from the 
Lock > Request screen to the Lock > Confirm screen (Lock Desk) to be accepted or rejected. 

II. Updating Profile 

1. To update the profile, go to the Lock > Request screen and select Update Profile from the Request Type 
dropdown. 
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2. Next, click the OB Lock Request button, to submit the request to update the profile. 

3. In the opened lightboxes, select the price and then select the rate. 

4. Then, click the Send to Lock Desk button to send the loan file to the Lock Desk. 

Note: Depending on how your system is configured, the button could be named something else, such as 
Request Lock or Lock Request. But the underlying function is the same, which is to send a request from the 
Lock > Request screen to the Lock > Confirm screen (Lock Desk) to be accepted or rejected. 

III. Extending Lock 

1. To extend a lock, go to the Lock > Request screen and select Extend from the Request Type dropdown. 

 

2. Select the length of the lock extension from the Extension Period dropdown. 

 

3. Next, click the OB Lock Request button at the bottom of the screen to submit the lock extension request. 

4. In the opened lightbox, click Cost Calculation and then click Extension Request. 
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5. In the prompt that opens, confirm the lock extension request. 

 

6. Next, click the Send to Lock Desk button on the bottom of the screen to send the loan to Lock Desk. 

Note: Depending on how your system is configured, the button could be named something else, such as 
Request Lock or Lock Request. But the underlying function is the same, which is to send a request from the 
Lock > Request screen to the Lock > Confirm screen (Lock Desk) to be accepted or rejected. 

Note: The Lock Status will show Lock Extension Requested until the Lock Desk user accepts the lock extension 
request in Optimal Blue. 

7. If auto-accept is enabled for lock requests, after saving the Lock > Request screen, click the refresh icon (

) to update the Lock Status to Lock Confirmed. 

A. If auto-accept is not enabled, click the OB Lock Request button, then click the Send to Lock Desk 
button to move the loan file to the Lock Desk to be confirmed.  
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IV. Canceling Lock 

1. To cancel lock, go to the Lock > Request screen and select Cancel from the Request Type dropdown. 

 

2. Select the Cancel Reason. 

3. Next, click the OB Lock Request button on the bottom of the screen. 

 

4. A prompt opens, informing you that the loan file needs to be sent to the Lock Desk to complete the cancel 
lock request. Confirm the prompt. 

 

5. Click the Send to lock Desk button. 

 

Note: Depending on how your system is configured, the button could be named something else, such as 
Request Lock or Lock Request. But the underlying function is the same, which is to send a request from the 
Lock > Request screen to the Lock > Confirm screen (Lock Desk) to be accepted or rejected. 

6. Lock Desk > Updating Product/Profile, Extending/Canceling Lock 

1. To accept a request to update the profile, product, and extension, go to the Lock > Confirm screen and 
click the OB Lock Desk button. 

 

2. Once in Optimal Blue, go to the Changes tab. 
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3. Click the change history icon highlighted in red in the above image. 

 

4. Click View Details. 

5. In the following screen, click Accept or Reject. 
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6. Back in Path, if the request is accepted in Optimal Blue, click the refresh icon ( ) and the Save button. 
The lock Status is updated. 

A. If the request is rejected, select Reject from the Confirmation dropdown to send the loan file 
back to the loan officer. 

7. After confirmation/rejection, go to the Lock > Summary screen and click the Copy from Lock to Loan 
button, to ensure loan and lock data match. 

I. Canceling Request 

1. To accept or reject lock cancelation requests, go to the Lock < Confirm screen and click the OB Lock Desk 
button. 

2. Once in Optimal Blue, click the Cancel Lock/Save to LOS button. 

3. Back in Path, click the refresh icon ( ) and the Save button. The lock Status is updated. 

7. Loan Officer > Relocking a Canceled or Expired Lock 

1. To relock a canceled or expired lock, go to the Lock > Request screen and select Relock from the Request 
Type dropdown. 

2. Next, click the OB Lock Request button. 
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3. In the opened lightbox, select a new rate. 

 

4. Next, select a price. 

 

5. If auto-accept is enabled, after the new pricing and rate are selected and saved, click the refresh icon ( ) 
the status will update to Lock Confirmed.  

6. If auto-accept is not enabled, click the OB Lock Request button. A message appears, saying the loan still 
needs to be sent to the Lock Desk.  

A. Click the Send to Lock Desk button to move the file to the Lock Desk Role to confirm.  

Note: Depending on how your system is configured, the button could be named something else, such as 
Request Lock or Lock Request. But the underlying function is the same, which is to send a request from the 
Lock > Request screen to the Lock > Confirm screen (Lock Desk) to be accepted or rejected. 

8. Lock Desk > Relocking a Canceled or Expired Lock 

To accept or reject a request to relock a canceled or expired lock: 

1. Go to the Lock > Confirm screen and click the OB Lock Desk button. 

2. Once in Optimal Blue, select the Change History tab and click View Details. 

 

3. Next click Accept or Reject. 
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4. Once back in Path, click the refresh icon ( ) and Save. 

9. Lock Desk > 2ndary Best Ex 

To perform 2ndary Best Ex: 

1. Go to the Lock > Confirm screen and click the OB Lock Desk button. 

2. Once in Optimal Blue, go to 2ndary Options > BE button. 

 

3. Select the Eligible Products tab and select the product for the Best Ex. 
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4. Select the desired pricing. 

 

5. The 2ndary Best Ex option is listed with the investor of choice.  

 

6. Click the Lock with Investor button and a confirmation message appears. 
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7. Select the 2ndary Options button (next to the BE button). 

 

8. Next, click the Save Updates to LOS button. 

 

9. Once back in Path, click the refresh icon ( ) and Save. 

10. Review the Lock Confirmation and Lock Status History sections to see the updated status. 
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11. Click the applicable actions buttons at the bottom of the screen, to give the loan file the applicable status 
and send it back to the loan officer to continue the necessary loan processes. 

 

12. Importantly, go to the Lock > Summary screen and click the Copy from Lock to Loan button, to ensure 
loan and lock data match. 

10. Viewing Buy/Sell Side Data 

I. Loan Officer 

As the loan officer, you can view the buy-side data adjustment via the Lock > Summary screen. 

 

II. Lock Desk 

As the Lock Desk user, you can view buy-side data via the Lock > Confirm screen and/or the buyside and sell-side 
data via the Pricing Review screen.  
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Benchmark pricing is also available on the Pricing Review screen. 
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11. Optimal Blue Search ID 

When a lock is requested through Optimal Blue, the Loan ID, Search ID, and Product ID can be viewed on either 
the Lock > Request screen or Lock > Confirm screen under Lock Status History. 

 

Note: The Search ID is needed to research any issues with a pricing discrepancy.  

12. Discrepancy Report > Loan vs Lock 

If the loan data changes after locking a loan and pricing is affected, the discrepancy can be viewed in two locations 
within Path. 

• Lock > Summary screen > Lock/Lock Discrepancies section 

 

• Lock > Summary screen/Confirm screen > Compare Lock History button 

 

- Click the button to open the Compare Lock History lightbox. 
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13. Copy Lock to Loan/Loan to Lock 

After confirming a lock, the user must click the Copy from Lock to Loan button on the Lock > Summary screen to 
ensure that loan and Lock match.  
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Liabilities > Change Type 
This section is intended to walking Path users on how to change a liabiliy’s type. 

To change the liability type, ensure that the Change Liability Type button is enabled for your role by your system 
administrator. 

Note: In the following example, the tradeline is changed from an installment to an REO trade. 

1. Go to Production > Borrower > Liabilities section. 

2. Select the tradeline to be changed and click the Change Liability Type button. 

 

3. In the Change Liability Type lightbox, make the new selection and click Next. 
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4. In the following lightbox, the loan type is defaulted to the selection made from the previous lightbox. 
Complete the rest of the applicable fields and click Save & Close. 

 

5. Back in the Borrower screen > Liabilities section, the liability has changed type and moved to it new table. 
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Liabilities > Copy to Another Borrower 
This section is intended to walking Path users on how to copy the liabilities of one borrower to another borrower. 

To move the liability to another borrower, ensure that the Copy Liability to Another Borrower button is enabled 
for your role by your system administrator. 

1. Go to Production > Borrower > Liabilities section. 

2. Select the tradeline to be copied and click Copy Liability to Another Borrower. 

 

3. Select the borrower to whom the liability will go. 

4. Click on the Copy button. 

Note: The loan file needs to have two or more borrowers in order for the liability to be successfully moved to 
another borrower. 
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Messages 
The Messages activity can be used as a conversation log by users, with the option of having important 
subjects/messages viewable from the Pipeline for easy access.  

1. Open a loan and select the Messages activity. 

Figure 72: Messages activity 

 

2. Click the add icon ( ) to open the Message lightbox. 

Figure 73: Messages lightbox 

 

3. Enter the Subject and body of the message. 
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4. For the subject to be viewable in the Pipeline, select the Pipeline checkbox. 

5. Click Save. 
The message is saved to the History section. 

Figure 74: Messages lightbox > add more messages 

 

6. To add more messages to the subject, enter the body of the message and click Save. 

To store a individual message to the Documents activity, select the checkbox of the message and click 
Store Message. 
All messages are stored in the Messages activity. 

 

7. To store a subject to the Documents activity, select its checkbox and click Store Subject. 
If the Pipeline checkbox was selected for this subject/message, it will be indicated in the Pipeline, as 
shown below in Figure 75: Subject/message indicated in the Pipeline. 
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Figure 75: Subject/message indicated in the Pipeline 

 

NOTE: To enable the Message column in the Pipeline, your system admin needs to enable it in Configuration > 
Roles > Pipelines > Views. 

Figure 76: How to enable the Message column 

 

8. In the Pipeline, click the more link of the subject/message to view it in detail. 
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Figure 77: Subject/message in detail 
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Documents 
All borrower documentation is stored in the Documents activity. See the figures below.  

Figure 78: Documents activity basics 

 

When a document is selected, more button options will become available. 

Figure 79: Select a document to enable more button options 
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1. Document Package 

By selecting multiple documents to be packaged into separate folders, the user will see all packages on the left side 
orange banner labeled PACKAGES.  

To package documents together, select their checkboxes and click Add Package. 
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Request Forms and Their corresponding Areas in Path 
This document reviews the workflow for adding request forms in Documents and their corresponding areas in Path 
where information maps to and is printed on the corresponding request forms. 

The following request forms are covered:  

• Request for Appraisal 
• Request for Evidence of Insurance 

• Request for Payoff 
• Request for Title Commitment 

1. Adding the Request Forms to Documents 

1. Open a loan file and go to the Documents activity. 

 

2. Select the Add from Library button to open the Form Library lightbox. 
3. Enter “request” into the search box to filter for all request forms. 

4. Select the forms highlighted in the above image and click the right arrow ( ) to move them into the 
Selected field on the right side. 

5. Click Add. 
6. Now the request forms are added to the Documents activity. 
7. Next, we navigate to the areas in Path to enter information which will then be populated in the 

corresponding request forms selected in the above steps. 
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2. Request for Appraisal  

To enter information that will populate the Request for Appraisal form: 

1. Staying in the loan file, go to Production activity > Contacts screen. 
2. Complete the Title Company section. 

 

3. Next complete the Purchase Contacts section. 
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4. Click Save for the Contacts screen. 
5. Staying in the Production activity, next go to the Appraisals screen > Information tab. 

 

6. Select the Active Appraisal checkbox. 
7. Select the appropriate options from the Appraisal Type and Appraisal Method dropdown menus. 
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8. Complete the Appraisal Company section. 

 

9. Click Save for the Appraisals > Information tab. 
10. Now that you have completed the Contacts screen and the Appraisals > Information tab, the Request for 

Appraisal form will be populated with the information you have entered in the above steps when you go 
to the Documents activity and open the Request for Appraisal form. 
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3. Request for Evidence of Insurance 

To enter information that will be populated the Request for Evidence of Insurance form: 

1. Staying in the loan file, go to the Production activity > Insurance screen. 

 

2. Click the add icon ( ) to open the Add Insurance lightbox. 

 

3. Select the type of insurance from the Type dropdown menu and complete all applicable fields. 
4. Click Add. 
5. The insurance record is added to the table and the information entered in it will be populated in the 

Request for Evidence of Insurance form when it is opened in the Documents activity. 

4. Request for Payoff 

To enter information that will be populated in the Request for Payoff form: 

1. Staying in the loan file, go to the Production activity > Borrower screen > Liabilities section. 
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2. From the list of liabilities in this section, open the lightbox of the liability to be paid off. 
3. In the liability’s lightbox, select the Pay at Closing checkbox and complete the Request Payoff section. 
4. Click Save & Close. 
5. The payoff request information for this liability has been entered and will be populated in the Request for 

Payoff form when it is opened in the Documents activity. 

5. Request for Title Commitment 

To enter information that will be populated in the Request for Title Commitment form: 

1. Staying in the loan file, go to Production activity > Contacts screen > Loan Contacts tab. 
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2. Complete the Title Company section.  

Note: you can use the select icon ( ) next to the Company field to have the title company’s information 
populated in the Title Company section in a few clicks, if your system administrator has already added the title 
company in Settings. 

3. After the Title Company section is completed, click Save and go to the Property screen. 
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4. Complete the Request for Title Commitment section and click Save. 
5. After completing the Contacts > Loan Contacts tab and the Property screen, the information entered 

herein will be populated in the Request for Title Commitment form when it is opened in the Documents 
activity. 
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Conditions  
As a processor, the Conditions activity lists conditions pertaining to the loan.  

• In the All Conditions screen, click the column headers to sort the conditions listed in the table. 

Figure 80: Conditions > All Conditions 

 

• Click on a condition to open its Edit Condition lightbox to edit the condition and/or attach documents to 
the condition. 

Figure 81: Edit Condition lightbox 

 

• Once conditions have been met, the processor submits to the underwriter for review via the Send/Status 
screen. 

- Click the Set Status button to open the corresponding lightbox and select the next status for the 
loan. 

- Click the Send To button to open the corresponding lightbox and select the underwriter role. 
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Figure 82: Production > Send/Status screen 
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Closing Costs - Adding Payoffs  
To add payoffs: 

1. Go to Production > Borrower > Liabilities section. 

Note: Notice the PAC (pay at closing) column has no debts selected.  

 

2. Click the row of the liability to edit, which opens its lightbox. 

 

3. Select the Pay at Closing checkbox, then click Save & Close, to close the lightbox. 
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Note: The PAC column now has the debt indicated. 

4. Next, go to Production > Closing Costs > Payoffs/Payments tab.  

 

5. Click Copy Liabilities. 
Once imported, you will see liabilities copied over, as shown below. 

 

 

6. Next, go to Production > Closing Costs > Summaries of Transaction tab.  
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7. Click Copy from Application to copy over the data.  

 

8. Select from the Liability Type dropdown menu and click Save. 

9. Finally, go to Production > Transactions screen to review/confirm that all data has been copied over.  
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Changing Title Company Name 
To change the company name for one or multiple title fees in (section C. Services Borrower Can Shop For) follow 
the steps below.  

1. Go to Production > Closing Costs > Fees and select the checkbox(es) of the title fee(s). 

2. Click the Change Contact button. 

Note: Only select fees that start with Title. 

 

After the Change Contact button is clicked, the Select Contact lightbox appears. 

3. Enter Title into the search field at the top of the lightbox and click Enter on your keyboard. 
Next, the title companies are displayed in the table. 

 



  

Changing Title Company Name 

109 

 

Tip: Use the dropdown menu at the bottom of the table to select how many companies to display in the table 
on one page. 

4. Select the title company and click on the Select button. 

 

NOTE: After clicking Select, the Contact Details lightbox appears, displaying the selected title company’s 
information. 
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5. Review the displayed information and click Save. 
The company name has changed to the selected title company. 

 

6. If a title company is not found through the above steps, you can add it to the loan via Production > 
Contacts > Loan Contacts. 
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Note: Adding a title company (or any entity) to your organization’s contact list requires your system 
administrator to add it via Settings > Contacts. After it has been added to Settings > Contacts, you will be able 
to search for and find it via the above steps. 
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Issuing an LE  
To issue a loan estimate: 

1. Go to Compliance > Closing Costs > Loan Estimate tab. 

 

2. If not already completed, enter the Application Date, Date Issued, the date when Closing Costs Expire, 
and select the Delivery Method.  
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3. After reviewing the LE, click on View Form button to ensure that loan estimate data from the screen will 
print to the form correctly. 
The Form Library lightbox appears, which has the LE preselected. You can add additional documents to 
review if needed.  

 

4. Click View to open the LE form with loan data populated. 
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5. After reviewing the LE form, click the Issue LE button and follow the prompts. 
Once LE has been issued, you will see a timestamp in the LE/CD Status History section with the status 
changed.  

 

: 

1. Intent to Proceed 

To complete the intent to proceed: 

1. Go to Compliance > Closing Costs > Loan Estimate tab. 
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2. Enter the date of the intent to proceed and select the method received. 

 

3. Once the data has been entered, click Intent to Proceed Confirmed and follow the prompts. 
Afterwards, you will see a timestamp in the LE/CD Status History section with the status changed. 

 

2. Creating a COC 

To create a change of circumstance: 

1. Go to Compliance > COC Request screen. 
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2. Enter the Changed Date and Details of Reason respectively. 

3. After the fees are adjusted/added, click Compare Fees button to open the corresponding lightbox.  

 

4. Select Current Fees and the last disclosed fees, then click Compare Fees. 
The differences will be displayed in Added/Deleted/Updated Fees sections. 
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5. After reviewing that the numbers are correct, click Create COC. 

6. Next go to Compliance > COC Confirm screen and enter comments on approval in the Notes field at the 
top of the screen. 
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7. After revieing that numbers are correct, click Save. 
Once COC has been completed, you will need to reissue the LE. Follow the steps on how to issue an LE. 

3. Sending a Revised LE 

1. Revise any applicable changes and proceed through the same steps as issuing an LE.   
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Issuing a CD 
To issue a closing disclosure:  

1. Go to Compliance > Closing Costs > Closing Disclosure tab 

 

2. If not already completed, enter the Date Issued, Closing Date, Disbursement Date, and select the 
Delivery Method.  
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3. After reviewing the CD, click on View Form button to ensure that closing disclosure data from the screen 
will print to the form correctly. 
The Form Library lightbox appears, which has the CD preselected. You can add additional documents to 
review if needed.  

 

4. Click View to open the LE form with loan data populated. 

 

5. After reviewing the CD form, click the Issue CD button and follow the prompts. 
Once CD has been issued, you will see a timestamp in the LE/CD Status History section with the status 
changed.  
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1. Sending a Revised CD 

1. Revise any applicable changes and proceed through the same steps as issuing a CD.   
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Wire Calculation Steps 

To calculate the wire amount: 

1. Open a loan and go to Production > Closing information > Wire. 

 

2. Complete the Bank and Further Credit to Bank sections. 

3. To deduct fees from the Wire Calculation, select  of the Deduction table. 

 

The Fees Deduction lightbox appears. 
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NOTE: When a fee’s checkbox is already selected in the Withhold from Wire column, it indicates that the fee’s 
Withhold from Wire checkbox was selected beforehand in Closing Costs > Fees. 

4. Select the fees to deduct from the wire calculation, by checking their corresponding boxes in Deductions 
from Wire column. 

5. Click Save. 
The deductions are added to the Deduction table. The total sum is populated in the Total Deductions 
from Wire field and the Net Wire Amount is adjusted accordingly. 
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6. To add fees to the wire transfer amount, click  of the Addition table. 

 

The Fees Addition lightbox appears. 

 

7. Select the fee to add by checking its corresponding box in the Lender Credit column. 
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8. Click Save. 
The additions are added to the Addition table. The total sum is populated in the Total Additions to Wire 
field and the Net Wire Amount is adjusted accordingly. 
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Closer Workflow 
This section is intended to help closers by walking them through the most common tasks in a typical closer 
workflow. 

1. Open a ready-to-be-closed loan and go to Production > Closing Information screen. 

2. Complete and review all applicable closing information, which are organized in the General, Legal, Fees, 
Insurance & Escrows, Summaries of Trans., and Closing Disclosure tabs. 

1. Closing Information > General Tab 

1. In the General tab, as the closer, enter general closing information, the most important of which involves 
the closing and funding dates to print on the closing documents. 
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Note: The closer is responsible for reviewing the data entered by loan officer, processors, and underwriters. 

2. Review the borrower’s Information. 

3. Review the borrower’s alternate names, which should have come from the credit report. To add 

additional alternate names, click the corresponding add icon ( ). 

 

Note: If a POA is being used for closing, make sure the names match the POA.   
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4. To add the grantee’s name, click  corresponding the Power of Attorney section. 

 

NOTE: If a trust is being used on the loan. The processor should enter the trust information in Production > 
Property > Title and Legal > Trust Information. 
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5. If a trust is being used to close a loan. The closer should enter the trust information under the Trust 

section, by clicking the corresponding . 

 

6. The primary trust requires an option selected from the Type dropdown.  

7. Review the Trust section, and if needed enter the names of the Trustee, Grantor, and Beneficiary. 
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Note: The names of all required fields must match for the trust verbiage to be added to the signature line of the 
required closing documents.   

 

8. The Closing Lender section will be populated with the corresponding data, and if needed complete the 
Servicer, Future Servicer, and Subservicer subsections with their corresponding data. 

 

9. Review the Property Information and Loan Information sections, edit if necessary. 
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Note: If the loan is closing as a refinance, the data reviewed by your processor would be populated in the 
Refinance Information section. 

10. As the closer, review the Refinance Information and Product Information sections, edit if necessary. 
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11. If any Additional Product Information is required, complete the applicable fields, checkboxes, and 
dropdown menus. 

 

Note: Conventional loans with loan-to-value ratios of over 80% require mortgage insurance. As the closer, 
review the MI data that should match the MI certificate. The data is from the MI company used for mortgage 
insurance.  For FHA/VA loans the Upfront Mortgage Insurance Premium/Funding Fee is based on FHA/VA 
Guidelines. 

12. Review the MI information, edit if necessary. 
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13. Review the Proposed Monthly Payment section, and edit, if necessary, by click the corresponding edit 

icon ( ) of Homeowner’s Insurance, Supplemental Property Taxes, Property Taxes, Mortgage 
Insurance, and Other. 

 

14. If the borrower wants to waive escrows, go to the Escrows (G) subsection and change the dropdowns to 
No. 

Note: If you waive escrows, confirm whether your company charges an escrow waiver fee. 
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Note: For special loan programs like ARM, interest-only, or buydown loans, the closer should confirm the 
required fields. Path offers additional guides for ARM, interest-only, and buydown loans for review.   

 

15. Once you have completed all applicable sections in the General tab, click Save and go to Closing 
Information > Legal tab. 

2. Closing Information > Legal Tab 

1. As the closer, review the data in the Purchase Information section in the Legal tab, which comes from the 
sales contract. 
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2. The information in the Title and Legal section comes from the sales contract and title commitment. 

 

Note: When the See Exhibit A box is checked the Legal Description verbiage will default to: “SEE EXHIBIT “A” 
ATTACHED HERETO AND MADE A PART HEREOF.” 

3. In the Title Endorsements, Special Instructions, Tax Messages, and Document Requirements sections, 

click the corresponding add icon ( ) to add required items to each of the corresponding sections. 
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For example: Once the Title Endorsements section’s   is selected, the corresponding light box opens for you 
to enter the required title endorsement. 

 

4. Once you have finished entering the required items in each section, click Save and go to Closing 
Information > Fees tab. 
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3. Closing Information > Fees Tab 

1. As the closer, review, add, adjust, or delete any fees in Closing Information > Fees tab. 

 

2. In each section, click the corresponding add icon ( ) to add a fee. 

A. To adjust a fee, click its row to open its lightbox and edit the applicable fields. 

B. To delete a fee (with an enabled checkbox), select its checkbox and click Delete. Fees with 
disabled checkboxes (greyed out), cannot be deleted, but they can be modified. 

3. In the H. Other section, add real estate commissions and adjust any fees based on fees from the title. 

4. After adding and adjusting all applicable fees, click Save and go to Closing Information > Insurance & 
Escrows tab. 

4. Closing Information > Insurance & Escrows Tab 

1. As the closer, in the Insurance and Flood sections, review the hazard insurance policy and flood 
information, coming from the processor. 
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2. The data populated in the Escrows section comes from the Months Collected, Frequency, and Months 
Cushion of the fees from the Fees tab. 

 

A. The Aggregate Adjustment automatically generates the required credit. 

B. If the Aggregate Adjustment credit is blank, click on the Calculate Adjustment and then Copy to 
Fees. 

i. The Aggregate Adjustment is populated to the Fees tab (as shown in Figure 83: 
Aggregate Adjustment copied to the Fees tab) and ensure the review the Closing 
Disclosure before sending it to the borrower. 
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Figure 83: Aggregate Adjustment copied to the Fees tab 

 

3. After completing the Insurance & Escrows tab, click Save and go to Closing Information > Summaries of 
Trans. tab. 

5. Closing Information > Summaries of Trans. Tab 

1. As the closer, the Summaries of Trans. tab is where you review or edit any adjustments, credits, or 
payoffs to be added to the Closing Disclosure and URLA.  

 

2. Any changes made to the Summaries of Trans. must also be updated on the URLA.  To do this, go to 
Production > Closing Costs > Summaries of Transactions > Sync with Application button. 

Note: If the Cash to Close does not match the Closing Disclosure and URLA, it could be the Sync with 
Application button was not clicked. 

3. As the closer, confirm the Cash to Close on the Closing Disclosure and URLA match, by going to 
Transactions screen > Cash from/to Borrower field. 
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Note:  If the Cash to Close does not match the Transactions screen, check the Closing Costs > Summaries of 
Transactions tab.  

6. Compliance > Closing Costs > Closing Disclosure Tab 

1. As the closer, go to Compliance > Closing Costs > Closing Disclosure tab to issue the Closing Disclosure. 
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2. Enter the Date Issued, Closing Date, and Disbursement Date. 

3. Click the View Form button to view how data is populated in the Closing Disclosure form, prior to issuing 
the Closing Disclosure. 

4. In the Calculating Cash to Close section, review the latest data from the latest Loan Estimate sent to the 
borrower.  

 

Note: The updated data from the Fees and Summaries of Transactions tabs are populated to the Final column. 

5. After reviewing the data, click the Issue CD button, to capture the data for the Closing Disclosure, to be 
sent from Path or ordered via a document vendor. 
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6. Once the Issue CD button is clicked, it is recorded in the LE/CD Status History section, displaying the 
Date/Time, Status, Date Issued, Delivery Method, Notes, and By whom. 

 



  

Closer Workflow 

143 

 

Note: The Issue CD button does not send the Closing Disclosure to the borrower, it just captures the CD data. 
You still need to send the Closing Disclosure to the borrower from Path or a document vendor. 
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Funder/Shipper Workflow 
This topic is intended to help funders and shippers navigate through Path and to walk them through the most 
common tasks in a typical funder/shipper workflow. 

1. The funder can issue a funding number in the Production > Request Funding screen. 
Note: It is recommended that all fields are completed by the funder, or whichever role that can issue a funding 
number, be it funder or closer. 

 

Note: The Request Funding screen can be used to issue a funding number to the settlement agent. You can 
enter the funding number in the Comments/Instructions field. The funding number can be tracked here and be 
reported in the funding report. 

2. After the original closing package is returned to the lender, the funder can go to the Production > Package 
Receipt screen to confirm receipt of the closing package. 

 
 Date Received  
 Time 
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 Received By 
3. If you are required to send the original collateral package, signed closing documents, and trailing 

documents to the investor or servicer, Path can track the package for reports and items being shipped. 
The funder can go to Production > Shipping > Shipping to track documents.  

4. Click on the Add button and select Investor or Trailing Document. 

 
 A lightbox appears to add the trailing docs.   

 
5. To track the request date of trailing documents, the shipper must go to Production > Shipping > Shipping. 
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 Select the trailing document 
 Click Request  
 Complete the Request From lightbox 
 Save  

6. To track the received date of trailing documents, the shipper must go to Production > Shipping > 
Shipping. 
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 Select the trailing document 
 Click Receive 

7. To track the send date of trailing documents, the Shipper must go to Production > Shipping > Shipping. 

 

 Select the trailing document 
 Click Send 
 Complete the required fields in the Package ligthbox  
 Click Add 

8. You can also review the list of trailing documents in Production > Shipping > Shipping. 
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9. You can review all final documents in Production > Final Documents.  

 

10. You can go to the Production > Additional Tracking to fill in the dates for tracking purposes.   
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VA > Child Care 
This section is intended to walking Path users through VA home loans when a child care cost must be completed 
on the VA Loan Analysis form. 

1. Go to Production > VA > Worksheet tab. 

 

2. Go to Debts and Obligations > Job-Related Experience > add icon ( ). 
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3. The Job-Related Experience lightbox opens. Completed all applicable information and click Save.  

 

4. Go to Production > Documents > Add from Library button > Form Library lightbox, to add the VA Loan 
Analysis form 26-6393 to view how the information is printed in Section D > field 29. 
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Interfaces 

1. Summary screen 

The Interfaces > Summary screen displays all orders in one place, including attachments ( ), reference numbers, 
statuses, and other information on all orders upfront. 

NOTE: All orders will attach supporting documents on the Summary screen, specific Interface tabs on selected 
orders, and stored in the Documents activity. 

 

2. Credit Report 

To order a credit report: 

NOTE: Before ordering a credit report, ensure that the Credit Consent box is checked in Production > 
Borrower screen. 

Figure 84: Production > Borrower screen > Credit Consent checkbox 
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1. Go to Interfaces > Credit > Order tab. 

Figure 85: Interfaces > Credit 

 

2. Select the Credit Agency, Credit Type, Request Type, and check the boxes corresponding to the three 
credit bureaus. 

3. Click Order and follow the prompts from the lightbox. 
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Figure 86: Credit Report lightbox 

 

4. Once the Credit Report Request lightbox appears, review the data for accuracy and click Submit. 
Once credit has been pulled, you will be able to import information into Path. 

Figure 87: Importing credit information into Path 

 

5. Click Import All. 

• The pulled credit will populate the following sections within Path:  
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Figure 88: Borrower screen > Alternate Names table 

 

Figure 89: Borrower screen > Credit Report Data section 

 

Figure 90: Borrower screen > Credit Score lightbox 
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Figure 91: Borrower screen > Liabilities section 

 

Figure 92: Documents > List screen 
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Figure 93: Documents > Document Detail 

 

6. After the credit report information has populated the Borrower screen, complete the rest of the 
applicable sections and fields on the Borrower screen. 

3. AUS 

After complete Closing Costs > Fees, the loan officer moves to Interfaces > AUS. 

NOTE: Complete the entire application as much as possible to ensure accurate AUS findings. Shown below in 
Figure 94: Property screen data for AUS and Figure 95: Product & Pricing screen data for AUS, are loan data 
needed within Path before running AUS. 
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Figure 94: Property screen data for AUS 

 

Figure 95: Product & Pricing screen data for AUS 

 

1. Go to Interfaces > AUS > Desktop Underwriter M3.4 tab. 
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Figure 96: AUS 

 

2. Complete all required fields and click Order. 
The report is generated and appears in the History section at the bottom. 

Figure 97: AUS findings 

 

4. Initial/Closing Docs 

To order Initial/Closing documents: 

1. Go to Interfaces > Initial/Closing Docs screen. 
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Figure 98: Initial/Closing Docs screen 

 

2. Select the Request Type, Package Type, and Supplement Language (if applicable). 

3. Complete the rest of the applicable fields, dropdown menus, checkboxes, and click Order. 

4. Afterwards, the History section will list the results, including the packet attached ( ), which can also be 
found in the Documents activity. 

Figure 99: Initial/Closing Docs > History section 

 

Figure 100: Initial/Closing documents also in the Documents activity 

 

5. Flood Certificate  

To order a flood certificate: 

1. Go to Interfaces > Flood > Order tab. 

2. Select from all applicable dropdown menus and select the applicable checkboxes. 
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NOTE: Orders can be new, reissue, disputed, changed, etc. 

Figure 101: Interfaces > Flood > Order tab 

 

3. After the order is submitted, go to Interfaces > Flood > History tab, which will list the document. 

NOTE: If the property is located in a flood zone, the 2nd page disclosure will be attached and will need to be 
manually sent to the borrowers for their signatures.  
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Figure 102: Interfaces > Flood > History tab 

 

4. The information from the order also populates Production > Property screen. 

Figure 103: Flood information in the Property screen 

 

6. Mortgage Insurance  

After completing the Product & Pricing screen, the loan officer moves to the Mortgage Insurance screen to order 
mortgage insurance. 
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1. Go to Interfaces > Mortgage Insurance screen. 

Figure 104: Interfaces > Mortgage Insurance 

 
2. Select the MI Provider, Request Type, Premium Plan, Renewal Type, MI Coverage, and Paid By. 

3. Click Order and follow the prompts from the lightbox. 

Figure 105: Order button opens lightbox 

 
After completing the prompts, the MI Certificate will automatically populate into Path along with Quick 
View, as shown below in Figure 106: MI certificate. 
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Figure 106: MI certificate 

 

• Path sections that will be populated with MI information: 
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Figure 107: Production > Product & Pricing 

 
Figure 108: Production > Transactions 

 

7. Verifications 

1. To order The Work Number, SSN, and 4506 Tax transcripts through Equifax, go to Interfaces > 
Verifications screen. 
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Figure 109: The Work Number VOE and VOI request 

 

Figure 110: SSN-89 Request 

 

8. 4506-C Transcripts 

To order a 4506-C tax transcript: 

1. Open a loan and go to Production > Borrower screen. 

2. Scroll down to the Tax Transcript section and click the corresponding add icon ( ) to open the Tax 
Transcript lightbox. 
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Figure 111: Tax Transcript lightbox 

 

3. Enter the Transcript Information and Request Year(s). 

Figure 112: Tax Transcript lightbox > Transcript Information section 
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4. For the business 4506-C request: 

A. Check the Legal Entity box. 

B. Enter the Last Name/BMF Company Name. 

C. Enter the Tax ID and Title. 

D. Enter the Current Address. 

 

I. Generating the 4506-C Form 

To generate the 4506-C form, which can be printed, emailed, and/or eSigned from within Path: 

1. Open a loan and select the Documents activity. 

2. Click the Add from Library button, to open the From Library lightbox. 
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Figure 113: Form Library lightbox 

 

3. Enter 4506-C into the search bar and click the search icon ( ) or hit Enter on your keyboard. 

4. Select the 4506-C from in the Available field and click the right arrow to move it to the Selected field. 

5. Click Add. 

6. After it the 4506-C form is added, to send it for eSign, select its checkbox and click eSgin, to open the 
eSign lightbox. 
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Figure 114: eSign lightbox 

 

7. Enter the Due Date and click Send. 

 

After the borrower has signed the 4506-C form, the user can order the tax transcripts from within Path, if the 
lender has selected a vendor that is integrated with Path. 

8. Go to Interfaces > Verifications. Then select through the applicable dropdown menus and click Order to 
open the Request Tax Transcripts lightbox. 
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9. Complete all applicable fields, attach the 4506-C form, and click Submit. 

9. VOR, VOM, and WVOE/VOE Requests 

The following will identify where to select each request type on the Borrowers screen, to create the verification 
form and to store the verification in the Documents activity. 

I. Verification Requests from Borrower Screen 

A. VOR Request 

1. Go to Production > Borrowers > Address section.  
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Figure 115: VOR request 

 

2. Click the edit icon ( ) of Own/Rent to open the Verification – Current Address lightbox. 

Figure 116: Verification - Current Address lightbox 
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3. Select the Request Verification checkbox. 

4. Complete the rest of the applicable fields and click Save. 

B. VOM Request 

1. Go to Production > Borrowers > Liabilities > Real Estate Liabilities table.  

2. Click the row of the liability to open its lightbox. 

Figure 117: Real Estate Liabilities lightbox 

 

3. Select the Request Verification checkbox and click Save & Close. 

C. WVOE/VOE Request 

1. Go to Production > Borrowers > Income section. 

2. Either open an employment entry that has already been added or click the corresponding add icon ( ) 
to open the Employment Income lightbox. 
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Figure 118: Employment Income lightbox 

 

3. Select the Request Verification checkbox and complete/review all applicable fields. 

4. Click the Open Verification button to open the Verification lightbox and view additional information that 
will populate the WVOE/VOE form.  
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Figure 119: Verification lightbox 

 

5. Use the Verification lightbox to enter additional information, such as contact information, verifying party 
information, and select written or verbal VOE. 

6. Once all applicable data has been entered, click Store Verification.  
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D. Verifications Screen 

1. Go to Production > Verifications screen. 

Figure 120: Verifications screen 

 

2. Select the checkbox(es) of the verification(s) to be requested and click the Store Verification button. 

3. Go to the Documents activity and select from the applicable action buttons. 

Figure 121: Verification stored in the Documents activity 
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