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Enter User Name and 

Password. 

Click Log In. 

User name and 

password is distributed 

by each Division’s 

website administrator. 
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Click 

“Lookup.

” 
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There are multiple ways to Lookup information.  Users can search by customer’s last name, loan 

number, loan officer, or start and end dates as well as quotes, enrollments, or addendums. 

Enter the search criteria and click “Submit.” 
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Depending on the search criteria entered, available options will 

display. 

Click “Select” for the appropriate option. 
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Enrollment Summary:   

The user is able to verify 

the basic information 

collected and the status on 

this screen. 

In the Loan Information box, the user can verify 

the loan amount, effective date, first payment 

date, interest rate, loan term, payment 

frequency, payment without protection, and 

protection additional payment with the loan 

documents. 

In the Protection Information 

box, the user is able to 

determine the type of 

coverage the customer has 

selected. 

Borrower Information is the 

basic information regarding the 

borrower/customer. 
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Click “Edit” under 

Protection Information 

to gain access to the 

protection options, loan 

info, protection 

summary, ability to 

decline protection, or 

exit. 
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Protection Information: These are the 

options available to the 

borrower/customer based on the 

information provided. 

Revise Loan Info:  Selecting 

this option will take the 

user to the Begin Quote 

screen as shown on the 

next page. 

Decline Protection: 

Will update the status 

of the quote to 

protection declined. 

“Protection Summary” 

provides a summary of 

the protection selected 

above in a document. 

“Exit Quote” takes user 

back to Home Page and 

“Return” takes user back 

to previous page. 
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On this screen, the user is able to 

verify and/or make changes to the 

loan and borrower information as 

necessary.   

**It is important to verify all loan 

information with the loan 

documents as this information 

needs to match.** 
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Upon verification of 

information, click 

Addendum, which 

will generate the 

Payment Letter, 

disclosures, 

schedule/application,  

and addendum.  

Please see the next 

page for the 

example. 
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The Payment Letter 

is a fillable 

document.  

Therefore, the user 

is able to make 

changes as 

necessary.   

Per user’s division’s 

procedures, save or 

print documents for 

customer signature 

and submission to 

CSO.   

Click return in the 

left corner.  
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Upon 

completion, 

click Logout. 


