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NON-DELEGATED WORKFLOW



Upon relationship approval, our Client Services team will issue user credentials and a link to the portal to the contacts you provided 
during your onboarding process.   Anyone set up as an ADMIN in your organization will be able to add or delete users through the
portal.

https://lmclenderconnect.encompasstpoconnect.com/#/content/home_115969

INVESTOR PORTAL

• All files to be delivered by lock expiration
• All Conditions must be cleared prior to purchase
• Purchase cut-off is 12PM (Noon) PST



The dashboard is your navigation panel to view your pipeline, submit loans, run pricing scenarios, request exceptions, access documents and 
resources.

DASHBOARD



Once logged in, you will have access the following under the Documents tab:

• Correspondent Contact Directory
• Program Descriptions (Matrices)
• Underwriting Guidelines
• Stacking Orders
• Fee Schedule
• Correspondent Delegated Workflow
• Seller Guide
• Seller Guide Exhibit File

o Due Diligence Review Checklist and Stacking Order
o Data Tape Required Elements
o Borrower Affirmations
o Sample Allonge
o Applicant Contact Consent Form
o Condo Warranty Form
o Exception Request Form
o Trust Review Checklist
o LLC Review Checklist
o Business Purpose Loan Questionnaire
o Underwriter Cover Letter

DOCUMENTS AND RESOURCES



1. Login to the portal and click on EXCEPTIONS from the top 
menu. 

2. Select ‘Create New Exception’

3. If you have already created the loan in the portal, enter in 
the LMC loan number.  If you have not yet created the loan, 
your information will still be added in the contact section. 

4. Complete all applicable fields, and select the reason for the 
exception request from the left column and the compensating 
factors from the right column. 

5. Add any additional information in the ‘Requestor 
Comments’ box. 

6. Upload the 1003, 1008 and Credit Report.  Please be sure 
information on the 1003/1008 is correct as the exception will 
be based off this info. 

7. Click on ‘Create’ to submit your exception request. 

*you can check on the status of all your exceptions in your 
exceptions pipeline by clicking on EXCEPTIONS from the top 
menu. 

EXCEPTIONS



Select ADD NEW LOAN to deploy a pop-up and select Correspondent Non-Delegated.  

It is critical to select the proper business channel to guarantee the loan follows the right workflow and the relevant parties are informed of 
the submission.  **

REGISTERING A NEW LOAN

Select two file contacts from the drop-downs.  
They will be the main contacts who will receive 
the automated status updates. 

Click “Next”.



Click to browse files to locate and upload the 3.4 File.  Click 
“Next”.

TRANSFERRING YOUR DATA

Once the 3.4 File has 
uploaded, you will be 
directed to the Additional 
Information page of the 
digital URLA.   Click 
“Register” to generate a loan 
number.  

A temporary green Success 
message will appear to 
indicate your file was 
registered successfully.



From the left-side navigation panel, toggle to Reissue Credit.  
1. Select your credit vendor from the drop-down.  
2. Check the “Reissue Credit” radio button and enter the credit report reference number.  
3. Enter your credentials under Provider Details and click the Reissue Credit button from the bottom right-hand side.  
4. Once the credit report reissue is complete, click Import Liabilities to import to LMC. 

REISSUING CREDIT



Toggle to Product, Pricing & Lock on the navigation panel and click Search Product & Pricing.
Our Lock Desk hours of operation are 9AM-5PM PST, and they can be reached at corrlockdesk@luxurymortgage.com.

PRODUCT PRICING & LOCK



A pop-up interim page will appear containing information 
imported from the 3.4 file.  

The following data must be manually entered:
• Loan Documentation Type
• Target Rate

Complete all remaining required data points and click the 
Search Product & Pricing button to deploy Optimal Blue.

LO compensation should reflect ‘Lender Paid’

PRICING YOUR LOAN 



Optimal Blue Pricing Engine will extract details from the file.  You can 
modify the scenario in this OB screen as well by opening the section 
where you want to make changes.  

Complete these additional fields within OB:

• Title Held:  Choose the suitable option from the dropdown. 
• Months of Reserves:  Input the number of months’ reserves as per 

program guidelines.
• Expanded Guidelines:  Tick the “Expanded Guidelines” box to input 

extra features. 
• Prepayment Penalty (if applicable)
• Income Verification Type:  Choose the documentation 

type/qualifying method from the drop down.  
• *if DSCR, be sure DTI shows as 1 and enter in the DSCR in the 

bottom Expanded Guidelines section.

Note:  Income Verification Type will determine eligible programs **

• Click Submit to see pricing options.

PRICING YOUR LOAN 



Click the hyperlink of the desired Eligible Product to 
view pricing options.  

Ineligible products will display in red at the bottom.  -
-Click “Show” to view the disqualifier impacting 
eligibility.  

To move forward and request the lock, click the blue 
lock icon to send the lock request to our lock desk at 
corrlockdesk@luxurymortgage.com.

PRICING ENGINE



Click the Request Lock button to confirm your 
request.  

The status of the lock will update as progress is 
made.  

**If you need to make changes after the lock is 
locked -- the Change Request button will take you 
back to the OB screen where you can make your 
adjustments and resubmit the lock change.

PRICING ENGINE



Please note that the loan is not locked until you receive confirmation of the rate lock– you will receive an automated email, and the lock 
confirmation will be located in the Documents section.  

LOCK CONFIRMATION



Upload the Submission Checklist, Initial Disclosures, and the Credit File into the designated folders.  

INITIAL SUBMISSION DOCUMENTATION



Once all required items have been uploaded,  
click “Submit” to submit to our loan set up 
team.  A pop-up will deploy prompting you 
to confirm your submission.  Click 
“Continue”.

SUBMITTING YOUR LOAN 

If you are missing any critical data points or attachments, a red 
message will appear and prompt you to provide the missing items.
You can complete missing items and documents directly from this 
screen without having to exit the submission process.  Once all items 
are completed, click “Update” to continue your submission.



A temporary green status bar will appear indicating your loan was submitted successfully.

The Loan Summary tab will reflect updated 
status throughout the process of the file.

SUBMITTING YOUR LOAN



The Conditional Approval will be published to the Documents section under the Approval:  LMC Approval/Commitments folder.  
(From the right-hand side,  you can conveniently download or export the approval to your desktop.)

Your Account Manager will also send a copy of your Conditional Approval to you via email along with any other 
information/documentation you will need for Approval

***At this point, you may choose to move forward with signing, or wait for the Clear to Close from our Underwriters at your discretion.

CONDITIONAL APPROVAL



Upload all conditions to the *Conditions/Supporting Docs folder for Underwriter review and sign-off. Once all conditions have been 
attached, click on ‘Re-Submit Loan’ from the left-hand side navigation panel.  A pop-up will deploy asking you to confirm your re-
submission.  Click ‘Continue’

UPLOADING CONDITIONS

**be sure to number each condition as a separate pdf  



A Clear to Close / Final Approval along with a final 1003 & 1008 will be available for your review in the documents section once all 
Underwriting conditions have been cleared.  

**Please be sure to review the Approval for any prior to funding conditions which you will upload with your closed loan package

CLEAR TO CLOSE



Before your lock expiration, upload the Closed Loan Package in the appropriate folder within the Documents section.  Please utilize the 
stacking order per program selected to ensure all relevant documents are provided.    

**Please be sure to include any disclosures that have been sent since the Initial Disclosure package, along with any prior to funding 
conditions in the same package

PENDING PURCHASE



Our Purchase Review Team will issue a Pre-Purchase 
Suspense Notice containing any conditions from Due 
Diligence and the following LMC Purchase Conditions:

1. Signed Allonge to Note with Luxury Mortgage 
Corp. listed

2. Bailee Letter/Wiring Instructions (or Lien Release 
Letter if applicable)

3. Proof of Collateral delivery/tracking information
4. Goodbye Letter
5. Payment History
6. Warehouse Wire Verification Form

The notice will appear in the Documents section of 
the portal, labelled as Pre-Purchase Suspense Notice.

PURCHASE SUSPENSE



Upload all purchase conditions to the 
Conditions/Supporting Docs folder in the Documents 
tab.

PURCHASE CONDITIONS

Once all Purchase conditions have been 
uploaded, proceed to re-submit the loan.  

You will be prompted to confirm your 
submission.  
Click Continue.



LMC will issue a Purchase Advice for Seller review 
and approval upon receipt of final Purchase 
conditions.  

It will be labelled Purchase Advice and may be 
located under the Documents section.

PURCHASE ADVICE



The below directory will be provided to you and is also located under the Documents tab of the portal.

 Lock Requests 9AM-5PM PST:  corrlockdesk@luxurymortgage.com
 General Inquiries:  corrsupport@luxurymortgage.com
 Exception Requests:  correxceptions@luxurymortgage.com

Servicing Payment Address:
Selene Finance 
P.O. Box 660369
Dallas TX 75266-0369

Servicing Correspondent Address:
Selene Finance LP
Attn:  Customer Service
P.O. Box 8619
Philadelphia, PA  19101-8619
(877) 735-3637 Mon-Thurs 8:00am-7:00pm CST; Fri 8:00am-5:00pm CST

Servicer Mortgagee Clause
Selene Finance LP
ISAOA ATIMA
P.O. Box 461470
San Antonio, TX  78246

MERS:  
TOB/TOS:   1003126

Custodian:  
Jenifer Burns
Banc Of California, Warehouse Lending
3 MacArthur Place
Santa Ana, CA  92707

Trailing Docs:  
Luxury Mortgage Corp. c/o Doc Probe
Attn:  Final Documents Department 
1125 Ocean Ave
MAILSTOP:  DP6933
Lakewood, NJ  08701
723-806-4665
finaldocuments@luxurymortgage.com
myteam@docprobe.net

Promissory Note Allonge:  SAMPLE

For Purpose of Further Endorsement of the Following Note:
Borrower’s Names:  xxxxxxxxxxx
Lender Name:  xxxxxxxxx
Property Address:  xxxxxxxxx
Note Date: xxxxx/xx/20xx

PAY TO THE ORDER OF 
LUXURY MORTGAGE CORP, ISAOA
WITHOUT RECOURSE.

Seller,

By ________________________

CONTACT DIRECTORY



WE ARE NON-QM
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