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Section 1: Introduction

Welcome to the Evergreen Home Loans Online Experience!

This guide will provide you with instructions regarding the Evergreen Home Loans secure online
mortgage portal. Through this portal you can complete your online application, securely upload loan
documentation, and eSign your loan disclosures. You may access the portal from your desktop
computer, tablet or mobile device.

Once the mortgage application is completed and submitted, your Evergreen Mortgage Loan Officer
will be notified. Throughout the application and loan process, you will receive automated emails
regarding the status/stage of your loan application.

Let’s get started!

Section 2: Completing the Application — Gathering Information

The online application will ask for some personal information as well as whether you are looking to
purchase or refinance. It’s a good idea to gather this information ahead of time and below is a list of
recommended items you will need:

e Personal information including your email address, social security number, and date of birth.

e Employment and income information including the most recent two-year work history. You
will want to provide your employers name, position you hold, start/end dates and monthly
income amount for each job.

e If you currently own a home, you will need the current mortgage payment amount including
the amounts for hazard insurance, property taxes, and any HOA dues.

e Bank Account information including bank name, account number, and current balance.
Section 3: Getting Started

Go to your Loan Officer’s website (to be provided by your Loan Officer) and click the Apply Now
button.
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Please Note: If you do not have a link directly to your loan officer’s website, go to
www.evergreenhomeoans.com, click the find a loan officer link at the top right of the page, then
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search for them by name. When you click their name, you will be taken to their website, where you
can click the Apply Now button.
Creating a Username and Password

Use the steps below to create a username and password. You will use this username throughout
the loan process.

Step 1: Click the Create Account button
to setup your Username and Log In
Password.

jsemame

Password

C

Step 2: Complete the fields as follows:

First Name — enter your first Create an Account
name as you would like it to

appear on your loan. Your privacy is very important to us. Help us protect your
persenal information by setting up a secure account for your

Last Name — enter your last oan application.

name as you would like it to First Name *

appear on your loan.

Email Address — provide the

Last Name*
email address where you wish
to receive correspondence.
Confirm Email Address — retype Email Address *

your email address to verify.

Phone Type — click the drop-
down arrow to select the type Confirm Email Address*

of phone number: either Cell or

Home.
Phone Type * Phone Number *

Phone Number — enter your _

phone number for the phone

type selected.

Training and Production Support
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Username *
Username - this will be the |
sign-in name you use to access
your application. .
Password Requirements
* Between 8 and 64 characters
* Af least one lowercase character
Password — must contain at « At least one uppercase character
least 8 characters. one * At feast one special character
7
* At feast one numeric character
lowercase letter, one uppercase
character, one number, and Password *
one special character. ‘ @ |
Confirm Password — retype .
. Confirm Password *
your password again.
| @
Once all fields are completed, T p——
click Create Account. You will
receive an email to verify the ‘ |
X i Cancel
account and to continue with
the process.
P Already have an account?
‘ Login |

IMPORTANT: The username you create will be associated with the name you enter in the first
and last name fields. It’s a good idea to jot down the username, first name and last name for
future reference. If you are applying with a co-borrower, then the co-borrower will need to
create a user account as well. Your Loan Officer or someone on the Loan Officer’s team will let
the additional borrower know when it’s time to create an account.

A message will display when you click the Create Account button.

Verify Your Email Address

A verification email has been sent to Irand@evergreenhomeloans.com
Follow the instructions in the email to finish creating your account.

Didn't get an email? Send again

Already verified? Login

Step 4: Navigate to your email and look for the email from Evergreen Home Loans. Check your
spam or junk folder if you do not see the email in your inbox.

Training and Production Support
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Verify the account by clicking on the link in the body of the email. This will take you
back to the logon screen where you can continue with your application.

Hi Samuel Jones

You are one step away from completing your account creation. Please verify your email address by
cicking on the link below. The knk will expire in 8 hourts)

hips//evergreenhomeloans mymongage-online com?
verifyemailicteld = 54248075 78&verificationCode = 18647231564 707065428 c4bese4932 31950377
22F12180 1d0abd 492 acbf a6 50cd 02 2c 27171794358 ed 6460844591

f clicking the link above does not work. copy and paste the link mto a new tab or browser window.
You can access the wepsite with username(s): spones23

f you did not make this change or you believe an unauthorized person has accessed your account,
please contact your loan officer

Sncerely

evergreen

HOME LOANS

© 2019 Evergreen Home Loans is a registered trade name of Evergreen Monsysource Mortgage
Company® NMLS 1D 3182 Trade/service marks are the property of Evergreen Home Loans, All
nghts reserved. Licensad under: Alaska Mortgage Broker/Lender License AK3I182 and AK3182-1;
Arizona Mortgage Banker License 0210074; Callforna Licensed by Depsriment of Busimess Oversight
under the California Residential Mortgage Lending Act License 4130291; idaho Mortgage
Broker/Lender License MBL
Lending License ML-321

34; Nevada Mortgage Banker License 3130; Oregon Mortgage
ashington Consumer Loan Company License CL-3182 1-17

Note: The verification link expires after eight hours. If you click the link and it has
already expired, the message below will appear. Click the Send New Link button to

receive a new verification link.

Your verification Link has expired
You need to verify your account before you can login.

To receive a new verification email, click the button below

Send New Link
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Step 6: To login, enter the Username
and Password you created,

Log In
then click the Log In button.

Your account has been verified, please log in

Usemame

Password

@

] Remember me i

Forgot your usemame or password?

Don't have an account?

‘ Create Account

Section 4: Navigating Through the Application

Once you are logged in, you will have the option to start your application. Additional options will
become available once your application is submitted.

To begin your application, click the Start button.

evergreen’

FOME LOAME

@ Welcome Samuel! What would you like to work on?

Home

Samuel Jones

Modified
5/21/2019

The system will walk you through the application input and will automatically save your information
as you move through the various screens. You will want to provide as much information as possible
before you move to the next screen.

Training and Production Support
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Required fields are highlighted with an asterisk (*) and will need to be completed before you can
move to the next screen. Any missing information will be displayed at the top of the screen and the
field will display in red. Below is an example of how this will display.

My Loan Application

Purpose ol your Loan

Loan Purpase »

urcharsi s Horm q - |

/ Estimated Property Vake

Use the Save and Next buttons at the bottom of the page to move to the next section of the

application. You can use the Back button if you want to return to a prior screen.

You can log out at any time by clicking on your name in the upper right hand corner and selecting
Log Out. Use the URL below to come back to the application at a later time:

https://evergreenhomeloans.mymortgage-online.com

Note: Always use the URL above to get back to your application. You do not want to use your Loan
Officer’s Apply Now link again, as this will create another application within your account.

Section 5: Completing the Application

You are now ready to complete the loan application. Work your way through the application by
filling in the information on each screen. When each screen is complete, click Next at the bottom
right-hand side to continue.

Continue through the screens until you get to the Summary section. Below, we have highlighted the
important items/details and have included some tips for clarification.
Loan Details

You will start on the Loan Details screen. As you make selections, you'’ll notice that the fields will
change dynamically.

Training and Production Support
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For example, when you choose Purchase or Build a Home for Loan Purpose, the fields will

update to ask about the details of your home purchase.

Loas Details

My Loan Application

furpase of your Loan /
o .

Loan Purpose
Aprchasw | ] Monw

[stimates Property Valie

Down Payrment Amcuit Dewn Paytriant Percertage

Vour Reattor's Name i appicabie]

Suzx Smein

Howtur Coxmpuany

Sovih Real Estatn Campany

When you have comple

ted this screen, scroll down and click Next to continue.

Continue to complete the screens and click Next when each screen is complete.

Personal Information

— My Loan Application

reen

HOME LOANS

This section is asking for information specific to each borrower. After entering the information

for the primary borrower, you will have the opportunity to review our privacy policy. To view

the policy, click the words Privacy Policy.

When you are ready to continue, click the checkbox to the left. This is a required field in order to

continue.
My Loan Application
Borrower
Fest Name * Meddle Ny Lot Nperee* SN
Samuml lyrma Se0ct o .
Eral” Deee of Bty ™
sdooent I@gmmal con 0IRYy1%8 70
e Wl Stans Number of Dependents

Prvscy SOy

Co- Borrower

Rachel

Frsx Name ™ [LEER

Pranary Phaae

555.555 5555

Name Lasz N S

Jaoas .

Training and Production Support
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If there is a co-borrower on the application, then enter their information and click Next to

continue.

Continue with the application until you get to the Assets section.

Assets

The Asset section allows you to enter your bank account information and any additional
properties that you own.

The Import Assets option provides you with a secure way to link your bank accounts directly to
the application. Unlike the traditional way of providing bank statements, this method allows
Evergreen Home Loans to retrieve your statements through a secure portal. You will need to be
registered for online banking with your financial institution in order to use this method.

The Manual Asset Entry option allows you to type in your bank account and additional
properties directly into the application.

When ready, click one of the Add Asset buttons. If you select the Manual Asset Entry option,
skip the next section below and go to the Manual Asset Entry section of this document.

brh e My Loan Application

I8 A won

\saety - enter your benk accounts aod real eetate rwned
Fraphrpmmat ad W oae

Eapamses
& Ao

vet AsteTe et

Import Assets

To link your bank accounts to the application, click Add Assets to the right of the words
Import Assets.

Low Sewes My Loan Application

Personat wibormation

Axwrts - it yoor haok acooants and seal sxtats owesd
Foaplonyrest and income

..... NGO FRee SHER. 400 IR AO1 P0MS T DIO5E 200 SN MaruA \
Enprenses .

oot Aysety y

[ PR SR oy SR

Review the Asset Verification Authorization on the screen and click the checkbox next to
the consent message. When ready, click Next at the bottom right hand corner to Continue.

Training and Production Support
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Asaet Verification Authorization

& FAeRGE SR Gurp TN TR rana T i e 5 e
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*Consen|

everg
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Choose your financial institution by clicking the Banks Logo or enter your bank name in the

Search by name... field.

Where do you bank?

Q) Search by name...

Add as many accounts as you'd like to verify electronically!
Be sure to include the account(s) where your paycheck is direct deposited.

Citi ©orNe  mweo

///é{ Bank/o,;erica g%
SunTRuUST i USAA®
‘ N
[Sbank “al i

CHASE

ally

Training and Production Support
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Now that you have selected your financial institution, follow the steps below:

Step 1: Enter your online
banking credentials. evergreen

When ready, click Submit
to link your bank account to AIIy Bank
the loan application.

Username

Password

SUBMIT

Step 2: AccountChek will
authorize the connection to evergraen
your financial institution.
You will see updated status
information as the Ally Bank
connection is being

established.

This process will take a few
minutes. (

VERIFYING CREDENTIALS..

Step 3: A list of your accounts at that financial institution will display. Check the box next to
the account(s) you would like to share with Evergreen Home Loans.

Accounts

Choore st least one sccount to share

Shared Accounts 0

Shared Balances S0.00

Ally Bank Interest Checking #1077471025
537495 —_

Onlne Savings Account #2186366338
$100.01

Training and Production Support
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Step 4: Use the Add Another Account option to link additional bank accounts to the
application.

Accounts

Shared Azcounts 2
You are sharing 2 accounts

r/ Shared Balances $474 .96
[-‘-u. ANOTHENR ACCOUNT '
$37495

Onlne Savings Account #2186366338
$100.01

Step 5: After linking all banks and selecting the desired account(s), click Finish & Share.

ovorgroen
Accounts
Shared Accounis 2
ou are sharing 2 accounts
Shared Balances 547496
ADD ANOTHER ACCOUNY )
$374.95
Online Savings Account 2186366338
S0

Step 6: You will be taken back to the application. A message will display indicating that the
asset information is being retrieved. You can continue with the remainder of the application
while this is processing.

O Musng for s

Evergreen Home Loans

Assets - enter your bank accourts and real estate owned
Prease imoar your 335625, If o0 ore NOLabIe T0 MBI, please 830 Therm manually

mport Assats

Sarwiing aneess

Your contact at Evergreen Home Loans will receive notification that your asset accounts
have been verified once the loan application is submitted.

Please contact your Loan Officer with any questions about the asset enrollment process.

For technical assistance regarding AccountChek, please contact AccountChek Customer
Support at helpdesk@accountchek.com or call (800)-225-9498. Customer Support hours are
9am-6pm Eastern Time, Monday-Friday.

Follow the instructions in the next section if you have additional assets to manually add to
the application or if you own additional properties that you want to add.

Training and Production Support
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Manual Asset Entry

Select a choice from the Select Type of Asset dropdown to start your entry. To add an
existing property that you already own, select the Real Estate Owned option.

Additional fields will display and will allow you to enter the bank account or the additional
property information.

My Loan Application

Assets - entes your hank accounts and real estate owned

brparnt Aveess

& faany

Liee Ayt datam

FCoeuses

To add additional assets, click the Add Asset button.

My Loan Application

Assems - entet your bank scoomnts and real estate owned

o Aseh

Creer amvonitan \
Navesl 2ennt £y

wCorammt
=~ Cowcung Arzzert

« O* an

Review the information and click Next when you are ready to continue.

Training and Production Support
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Credit Authorization

This section provides you with the opportunity to authorize Evergreen Home Loans to run a
credit check. Review the information on the screen and select either Yes or No. When you are
ready to continue, click Next.

My Loan Application

Creviit Avtborization: During yosst mort gage loan applical iom process, Uis institation perferms o Credit Check Uhat reguines w

0 obtain and coodirm mfocmation reganding your personal and Amancial backgroumsd. This Credit Chieck includes, but is ot

LBmdted to, your marital status, namber of dependents, carrent and past employess, oarrent deposit accoants, current andd pass

vemsumer coodit accounts, and your montgage andfor yental history
Rarromer Marve (deley soly - A3 nor change Ca-torroms Nane |tgiey ardy - o not changs|

Senuot M Jones Rachol Jones

eConsent

We are required to provide you with certain documentation throughout the loan process. This
documentation can either be sent electronically or in paper form. If you choose to receive your
documentation electronically, then you will use this secure borrower portal to receive and view
the documentation.

The purpose of the eConsent is to obtain your authorization to receive the documentation
electronically.

e If you wish to receive your documentation electronically, click | Agree.
e If you wish to receive your documentation in paper form, click I do not Agree.

After you have made a selection, click Next. If there is a co-borrower, then an additional screen
will appear for the co-borrower to make their selection.

My Loan Application

PACK i m

Training and Production Support
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Borrower Declarations and Borrower Demographic Information

Answer each question by clicking either Yes or No, then click Next to continue. If there is a co-
borrower, then the next screen will display the same questions for the co-borrower.

My Loan Application

Borrower Declarations

. Are thers a0y GUERMN NG [edZemencs against youT

U, Fne yous Deen deciared Dank Lot Withes the pal 7 peaes”

£ Mave you med propecty farecicser upan or green tefe o deed ey thereat 1= 15 law 7 years
. Ace peu & porty to 0 s’

= Have pou diresy or ndivectly been othgened on ey lown which rmaukes n forsciozars, remder of stie in

b of darecizaurs, or jutgemens

1. Are you presantly GelnQuent o0 i defoul o any Federsl debn O any sther AN Morgage. Anascky

ablpezon, band o lsan gusrarces!

F Are you chilgated = pey shmony, el 1ppc, of tezecsts mairsenance!
B b a0y panT GF TV COWn PRI SOMGwes”

1 A2 YOU B Lo mneier af endiarser o 8 noteT

|- 2ew you w U5, crtizen?

b Arw you & permanest recwes akenT

L Do you irmend t ozoupy the property e your prisvary residence)

For the Decaraons sactian, pou are feqaed 10 explyn sy “Fos™ STisesrt 20 Guestons & thiowgh

Answer each section on the demographic page and when ready, click Next. If applicable, the co-
borrower will be asked the same information on the next screen.

My Loan Application

Borrower Desnograpleic Informat ion

The purpose of calleczing this information 15 10 hel o = 3 y a0 that B hauning nesds of com:
esigeriish m 2 aatlo

J AR 1Ot PR o
Tace.” The law grovides Bt we mary non
0 provee the aformation ond you Save made tha
sppiaton m person, Feders! regudation: regure us to note peur sthrioty sex, and rece =n the Saats of wausl shservatite or sumamse. The lew slzs srovder e me
msy Mo dissTiminate po e beiz of age or merts sana irformenon you grovide m this appicetom, If you tha oo wesh 10 provice same o o =f gy o oomasion
plesse chatk belom

Prwcity - Check oo or more

Hirpanc or Latkeo

Wesizan Pusrn Rean Cutaan

Cxber Mispanic or Laring - frmer Ovigin

For exampler Argeromesn, Colpmtaan, Damencan Mgaragusan, SSneaoran Speniant and 50 os
L Not Hapam or Lonine
1 §do not muh 1o prodge the rdcrmatan

Rexw - Chanck one or maors

Amecican Indian ar Heks Natee

Ereec name of sercied or ponope mibe:
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exclamation icon ° will display next to any section that is missing required information. Click
the section name to jump to that section within the application. Complete any missing

information and then return to the Summary section.

You can also use the Edit buttons to the right if you would like to easily review and jump to that

section.

Employment and Income

Expenses

Asaets

Cradil Autinorizsbon

My Loan Application
Summary

Loan Detaths

Fersonal informaten

.0

When you are ready and your application is complete, click the Summary section name to take

you to that screen.

evergreen’
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Loan Details

Personal Information

Employment and Income

Expenses

Assets

Credit Authorization

eConsent

Declarations

Summary

Training and Production Support
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If you are applying on your own with no co-borrower and you are ready to submit your

application, click the Submit button. You can then proceed to the Application Submission
section of this guide.

Credit Authortzation

¢ Aumonzan

wConssat

Declarazions

SAVE

If you are applying with a co-borrower, you will need to complete one additional step. Click Next
at the bottom of the Summary screen.

Credit Authorization

gason D

eCongent

Declarations

e et m

All borrowers on the application will need a username & password in order to access the portal
at a later time. At this point, only the borrower that created the username in the Getting

Started section above has an account. On this screen, you will tie the created username and the
borrower together.

Training and Production Support
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In the example below, Samuel Jones would be selected since the initial logon was created for

Samuel.
My Loan Application
Account Owner
You're logged in to an account with username samjones!3

Whose JECoure ts tha? /
. T Jone ’ Wary

BACK SAVE SUBMIT

Note: You may need to link the user account to the 2" borrower; if applicable. For example, if
Rachel had created the initial user account and completed the application, then the radio button
next to Rachel’s name would be selected (see example screen shot below).

This is an important step as it ties the username to the borrower on the application. The
additional borrower will need to create their own account at some point. They will receive an
email from us when it’s time to do so. There is nothing they need to do at this point.

My Loan Application

Account Owner

You're logged in to an account with username rjones23,

Whose account is this?

[+1)

muel Jones (Primary)

Click the radio button next to the name that should be linked to the username. When ready,

click Submit to submit your application.

Training and Production Support
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Application Submission

Upon submission, a confirmation message will appear. In addition, you will receive a
confirmation email that your application has been submitted. The email will also contain a link
that you may use to get back into the Borrower Portal going forward.

The co-borrower will receive an email as well. Samples of these emails are below.

Primary borrower email:

evergreen

HOME LOANS
Dear Samuel,
Thank you for completing your mortgage application online!

We look forward to providing you with the home financing that best
meets your needs.

Your complete satisfaction 1s important 1o us, and we're commutted 1o making
sure your home loan process 13 as smooth as possible

Upon review of vour application, we will contact you to discuss and gain a
better understanding of your lending needs as well as discuss the mformation
and documentation needed to proceed with your application

To securely access your Joan, view progress and or upload documentation,
please vist the Evesgreen Borrower Portal
at: hitps/‘evergreenhomeloans mymortgage-onlne com

If vou have any questions, please don't hesstate to contact us!

Georgia Kay Bonjour
425-974-8500

ghonjour@evergreenhomeloans com

Co-borrower email:

evergreen

HOME LOANS
Hello Rachel,

You've been listed on a loan application with Samuel Jones for the
property at TBD ID. You don’t need to take any action yet. We're
reviewing the application and will contact yvou directly about what to do
next.

We're proud to be part of your journey to home ownership. We'll be in
touch shortly!

If yvou have any questions, please don't hesitate to contact us!

Georgia Kay Bonjour
425-974-8500

ghonjour@evergreenhomeloans. com

Training and Production Support
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Use the Go to Your Borrower Portal button if you are ready to submit documentation for your
loan.

Thank You

Cangratidations! Your ieformation bas béan submited, 20d 3 10an afcar will 10Ck 0ut 10 You $0r YouT Nt NP

GO TO YOUR BORROWER PORTAL

Section 6: Borrower Portal

The Borrower Portal will allow you to manage your choice about eConsent and to securely upload
documentation to your loan file, such as paystubs and bank statements. This will also be the place
where you will access your loan disclosures when they are ready for your review.

Once you log out of the portal, you can return to the portal to upload documentation. Use the link
below to return to the portal:

https://evergreenhomeloans.mymortgage-online.com/

Note: When loan disclosures are ready to be eSigned, you will receive an email from us. Please use
the link in the email to access the portal for eSigning rather than the link above. For further
instructions on eSigning, please navigate to the eSigning Loan Disclosures section in this manual.

Tasks Tab

You will be taken to the tasks tab when you first enter the Borrower Portal. It’s here that you
can review your consent to receive documents electronically (eConsent). Click the Update
Electronic Consent if you would like to review or change your selection.

@ TBD 1D $380

301D $380 000 Georgis Kay Boojouwr | -
Twmne

You've accepted electronic consent., You can now work on documents electronically for
el this application.

Uploads

You can use the Uploads tab to securely upload documentation to your loan file. Before you

begin, you will need to save the documents on your computer or tablet. Click Upload when you
are ready.

Note: The documents must be in one of the following formats: .pdf, .doc, .docx, .txt, .tif, .jpg,
.emf or .xps. Also, the file size is limited to 15 MB’s or less.

Training and Production Support
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@ 30 $550 00 MOIgA Kay Boopur | @
Mowve
Rl
Ly
Urtamete
 —— File Name Upload Dals
S1as
Barvmsey
Matitmatiens
No Files Uploaded

Browse and locate the documentation from the Choose File to Upload screen. Select the files

and click Open.
TIP: You can select multiple files by holding the Ctrl key down and clicking on each document.

8 Choser Fils to Uplead

Diganeas - Mesa tobter

# Quck sccegs
¢ Apri Bank Qeement VA

& OneDibve " Bachel Payvius
@ Tha PC £ SemPmywte

# Netwons

usturm Fies © gdi * o doc

Fils nee | “Sam Paystuh” “fpal Baek Statemers” Wachel Pyystub

Camcel

When you are ready, click Upload.

Upload Documents

April Bank Statement.pdf - 11.77 KB
Rachel Paystud.pd! - 11,77 KB

Sam Paystub pdt - 11.77 KB

Add More Files Upload

When done, click ‘x’ at the top to close the upload window. You will receive a confirmation

message that the files were uploaded successfully.

Training and Production Support
Last Updated: January 1, 2021

©2019 Evergreen MoneySource Mortgage Company® dba Evergreen Home Loans Page 21



Borrower Online Application Guide

evergreen’

HOME LOANS

Section 7: eSigning Loan Disclosures

During the loan process, you may receive documents from us electronically. You can use the
borrower portal to eSign these documents as they are received. We will notify you by email when
the documents are ready to be eSigned.

Instructions for opening, reviewing and eSigning your electronic disclosures are below. If you have
any questions during the process, please contact your Loan Officer.

Opening Your Disclosures

You will be notified via email when your loan disclosures are ready for eSigning. In your email
box, locate and open the email from Evergreen Home Loans. The subject line of the email will
read, Electronic Loan Document Request.

Important: If there is a co-borrower on the loan, a separate email notification will be sent to
them. Make sure each borrower locates and uses the email which is addressed to them. For
example, Samuel Jones would use the link in the body of the email addressed to him (see screen
shot below). Other borrowers, on the same loan as Samuel, should not use this link. They will
want to locate their email and use the link in the email that is addressed to them.

Once you have located your email, click the link in the body of the email.

Kare LObINSo! 4| INS( Aeverareenhomeloans . con

Electronic Loan Document Request

[ Dear Samuel Jones

The loan disclosures associated wigth your Evergreen Home Loans Maortgage application are ready
for your review and elecironic consentisignature. Your documents can be accessed from the
secure password protected portal located on Evergreen’s website

To review, electronically sign, and return the reguired documents please refer o the instructions
provided below

Each borrower must astablish thelr own account using thelr first / last name and emall address
submitted on the loan application in order to login, view and sign your documents

if you have not yet establishad your user account, please follow the instructions ta do so after
clicking the fink in Step 1

Step 1: Log In and Open Your Document Package

« Samuel Jones Click hare 1o open vour document n&ﬁag_g

o Enter your user ID and password 10 %ag In (or click the Create Account button to create
your account ¥ you have not yet done 50)

« eConsent: If you have not yet consented to receive electronic disclosures, you will be
prompied to do so before you are able 10 see your documean package

Authorization Code: When prompted, enter the Authorization code $o open your document
package - your code is the last 4 digits of your social sacurity number,

Note: A maximum of 5 attempts are allowed 10 cosrectly enter the authodzation code before
this disclosure package becomes locked I you have unsuccessiully attempted 3 limes
Stop - then contact your joan offices for assistance

When you get to the Log In screen, you may need to create an account if you have never signed
in previously.

Training and Production Support
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If there is a co-borrower on the loan, they may need to create an account at this point. Each
borrower on the loan will have their own username and password. A username is created for a
specific individual and cannot be shared with another borrower on the same loan.

If you have previously entered
the borrower portal or created

Log In

a username during the

application process, then enter
u d q Usemame /
your Username and passwor
| - |

Password /
Vo

Remember me

Forgot your username or password?

to Log In to the borrower

portal.

Don't have an account?

‘ Create Account ‘

If you have never created a
username and password, click
Create Account.

Log In

For additional instructions on
Usemame

how to create an account,
navigate to the Creating a | |

Username and Password
section of this manual. Then,
return here to continue with | @ |

Password

the eSigning process. Bemember me

Forgot your username or password?

Don't have an account?

‘ Create Account -‘ ‘

The Authentication Code will be the last four digits of your social security number. Enter the
number and click Send.

Training and Production Support
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Note: A maximum of 5 attempts are allowed to correctly enter the authorization code before
the disclosure package becomes locked. If you are unable to successfully enter the authorization
code after 3 attempts, then stop and contact your Loan Officer.

evergreen

e Enter Your Authentication Code

ur the code yoo received from your Loan Officer

On the Welcome screen, click Complete Tasks to see the tasks you need to complete.

u@m Welcome Samuel! What would you like to work on?

SUBMITTED
Samuel Jones

$270.000 1000 Main Streel
Bolse 10 83702
Purchase

Rachel Jones

7/2019 /

COMPLETE TASKS

The pending task list will display. In the example below, there are 3 things to be completed -
Print & Sign Documents, e-Sign Documents and Review Documents. Click View List to continue.

toaree
[:J:
Tasks : ’ : 3 ,
Hi Samuel! Here are the tasks you need to complete for your loan application,
=
Upmasts
E PENDING COMPLETED
e
Seremarcy
wg~ Toank List 1
By
o ¥ {,v, 5 [
o aSign Do t
© Rew

Training and Production Support
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There are 3 types of document tasks that appear:

1. Print & Sign Documents — these documents cannot be e-Signed and therefore, must be
printed, signed, and returned to us. They may be scanned and uploaded to us, faxed
back to us, mailed back to us or hand delivered to your Loan Officer.

2. e-Sign Documents —these documents can be signed electronically.

3. Review Documents — these documents are for your information only. They do not need
to be signed or returned to us.

Let’s get started with the Print & Sign Documents! Click View Documents to continue.

s Cerloan Morigage Frad s Inve

e
.
o

Treas

>
Uetvane

= P Sy Dozt

Social Securty Admm Equal Credt Opportun 2015 Seltement Sar
(Mosrnoram

AR Rdn Athoozan JSA Painot Act Indorm

ﬁ

-

Print & Sign Documents

The documents in this section cannot be signed electronically. They need to be printed,
signed, and returned to us. From the View window, print the documents to your printer. The
documents will come with a Fax Cover Sheet that you can use if you choose to fax the
documents back to us. The Fax Cover Sheet is the first document in the set.

There are several ways to return the documents after they have been printed and signed:

e Scanthe documents and save them to your computer. Then, use the Upload option
to securely send back to us.

©

Print & Sign Documents

Soval Securnly Admini...
Borrower's Cerlificat
ARC Credit Authornzati

o
ot M |

Training and Production Support
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e Use the included fax cover sheet to fax the documents to the toll-free number
shown at the top of the fax cover sheet. Make sure this is the first document in the
stack of documents you are faxing back.

Fax Cover Sheet

Use this cover sheet when faxing documents back to your loan officer. Faxes that do not contain this cover sheet
will not be processed or received by the intended recipient.

Fax # 800-704-0852

TO: Officer Testing User FROM: : mm s
800-704-0852 E L -

= m—=
Oy | 'y

—
i

s St R

e Mail the documents to your Loan Officer. Contact your Loan Officer for the correct
address.

e Personally deliver the documents to your Loan Officer.

Once you have completed this section, click Done. This will complete the Print & Sign
Documents section. Continue to the next section, eSign Documents.

©

Print & Sign Documents

Social Security Admini__
Borrower's Certificati__
ARC Credit Authorizati...
VIEW FULL LIST

‘ Upload ‘

View Documents

‘ Done / ‘

eSign Documents

The documents in this section require electronic signatures. Click Open Documents to get
started.

Training and Production Support
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Equal Credit Opportuni...

Mortgage Fraud is Inve...

USA Patriot Act Inform._.
VIEW FULL LIST

Open Documents

We use DocuSign to securely capture your electronic signature on the documents. As you
transition to the documents, you will see the DocuSign logo.

Click Next to continue.

Loan Documents

Before starting, you can use the buttons at the top of the screen to increase or decrease the
size of the documents, download a copy of the documents, print a copy of the documents,
or get help.

Note: You will have the option to download or print the documents through-out the signing
process.

When you are ready, click Start.

Picase revies and a2t on the documenn bolow.

e

Review the first document that appears. When you are ready to electronically sign the
document, click the yellow Sign tag. You will be asked to Adopt Your Signature on the next
screen.

@ a v 8 0

LOAN #:; S oy

Training and Production Support
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LOAM & 1904535800

DATE: Juma 7, 289
EQUAL CREDIT OPPORTUNITY ACT NOTICE

Federsl Trade Commisson
Consumer Rosgonse Contar
Wasningian OC 20580
ET7-202-438T7

Almony. ehild Suppor, of Separdie Maniesnince nooeme nosd Nt be revealed if you 00 Not winh %0 have It
Considersd 39 @ DAV for reparting

%

-
.

Complete one of the following to confirm the electronic style of your signature and initials:

1. Ifyou like the default signature and initial style, click Adopt and Sign. The signature
and initial style in the preview window will be used.

2. If you would like to create your own signature and initial style, click Draw. Draw
your signature and initials using your mouse, or if you have a touchscreen you may
use your finger. When ready, click Adopt and Sign.

3. If you would like to change your signature and initials to another style, click Change
Style. Additional styles will appear that you can chose from. Select a style and when
ready, click Adopt and Sign.

Adopt Your Signature

Confirm your name, initials, and signature.

~ Required

Full Name* Initials®
SELECT STYLE e
PREVIEW o
DocuSigned by: DS
Samucl Jours ‘ W

ABODEIAESO4ESCA.

)] ©

Continue reviewing and signing the documents by clicking the yellow Sign tag.

Training and Production Support
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Fraud Iinclude:

Investigation, and is not an

Some of the applicable Federal criminal statutes which may be charged in connection with Mortgage

18 U.S.C. § 1001 - Stataments or entries generally
16 U.S.C. § 1010 - HUD and Federal Housing Administration Transactions
8 U.S.C. § 1014 - Loan and credit applications generally
8 U.S.C. § 1028 - Frawd and related activity in connection with identification documents
8 U.S.C. § 1341 - Frauds and swindles by Mail
8 U.S.C. § 1342 - Fictitious name or address
8 U.5.C. § 1343 - Fraud by wire
8 U.S.C. § 1344 - Bank Fraud
42 U.S.C. § 408(a) - Faise Social Security Number

Unauthorized use of the FBI saal, name, and initlals is subject 1o p thon under Sectk 701, 708, and 712 of Title 18 of the
United States Code. This advisement may nol bochnngodovmond without the specific writlen consent of the Federal Bureau of

of any p o service.

Fequired - Sign Here
S
A

3/7/2018 | 14:61:00 POT

SAMUEL JONES

DATE

When you have electronically signed all the documents, you can download or print the
documents by using the icons in the middle of the screen. When you are ready, click Finish.
You can click either the Finish button at the top-right or at the bottom of the screen.

document.

(CRECHR AR - N ©)

Definitions
Affiliates

Companies related by common ownership or contral. They can be financial
and nonfinancial companies,

* Everg M: Mortgage Company has no affiliates.

Nonaffiliates

Companies not related by common ownership or control. They can be

financial and nonfinancial companies.

« Evergreen M Mortgage Company does nol share with
nonaffikiates so lnay can market (o you.

Joint marketing

A formal ag T fliliated financial comp: that together
market financial products or services to you.
« Evergreen Money Mortgage Company does nol jointly market.

Other important information

* Evesgreen Home Loans is a registered trace name of Evergreen Moaeysource Morigage Company - NWLS 1D 3182,

Vermont residents oaly: In accordance with Vermont Law, we wil not share information we collect about Yermant
residents with companies outside of our corporate family, except as parmitied by lan, sach 2s with your consent. fo

Elbe Mae, Inc.

Privecy Pailcy

Page 20of 2 GPRIVNADPO § 0517
GPRIVOPOUTS (POD)

M 06/07/2019 12:55 PM PST

20r2

You will be returned to the list of tasks and should see a green checkmark next to both the
Print & Sign Document task, and the eSign Documents task. If you do not see the green
checkmarks next to these tasks, proceed to the sections above to complete those tasks.
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If you do see the two green checkmarks, proceed to the next section, Review Documents.

Accegted

Print & Sign Documents »5ign Documents

Review Documents

Socal Socunty Aamni Equal Credt Opporture 2% Settament Sorw

Mortgoge Froud s ve Your Mame Loss Tooln
ARC Crom Auhorzm USA Patnot Act isform
viL'w LLLUSH

Eorowne's Cortfices

VIEW FULL LI

Review Documents

The documents in this section need to be reviewed, no signature is required. To view the

documents, click on each one listed. This will open a .pdf version of the document where
you can review, then print or save.

Note: You will need to open each document individually.

O

Review Documents

2015 Settlement Servic..
Your Home L h-']kit
2015 Settlement Service Provider List

Dane

When you have reviewed each document, click Done.

Review Documents

2015 Settlement Servic. .
Your Home Loan Toolkit...

AN

’ L)

Done

Training and Production Support
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You will see a green checkmark next to the icon in each section indicating that section is
complete. If there isn’t a green checkmark in one or more of the sections, then use the
directions above to complete that section.

Once all sections have a green checkmark, the eDisclosure process is complete.

evergreen
SEE BACK
Ll
(]
Tasks / / /
G
Uploads
EE Print & Sign Documents eSign Documents. Review Documents
Social Security Admini... Equal Credit Opportuni... 2015 Settlement Servic...
9 Borrower's Certificati... Mortgage Fraud is Inve... Your Home Loan Toolkit...
Matifieations ARC Credit Authorizati... USA Patriot Act Inform. ..
VIEW FULL LIST
l Upload ]

Section 8: Username and Password Resets

You can use the options available on the logon screen if you have forgotten your username or password.
If you have forgotten your username, click username. To reset your password, click password.

Log In

Usemame

Password

| ®|

Remember me

Forgot your usermame or password?

Don't have an account?

Create Account

Training and Production Support
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Forgot Username

Follow the steps below if you have forgotten your username.

Step 1: Complete the Forgot

Username form and Forgot Username

C|iCk Submit. Complete the form below to get an email with your username.
. . First Name *
An email will be sent to | |
you from Evergreen
Home Loans which will | L==theme?
include your username. | |
Email *

e ] I

to retrieve your o maradane Feci g

Step 2: Navigate to your email

username. A sample

Hi Rarnel Joors,

email is shown here. Bilw e e wichammin{s) nisoiatel wih ks vamad) mboott. T B ywer sminst diant, gl st fowwasd e erud
VERD LD ACCOUNTS
'—.M.. 57172019

4 yoe it sot ke G chaspe ot e bebeve w1 sxawtionaed person b sccerwd 1om socoaE: plrne coctst Yo lews obfice

el

evergreen

Forgot Password

Follow the steps below if you have forgotten your password.

Step 1: Complete the Change
Your Password form Change Your
and click Next. Password

Please enter your username and email address.

Username *

=)

Forgot your username?

Email Address *

Training and Production Support
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Step 2:

Step 3:

From the Get Your
Code screen, select
how you want to
receive your
authorization code.

Evergreen Home Loans
will forward an
authentication code by
text, phone, or email.

Get Your Code

You'll need to enter an authentication code.

How should we send it to you?

Call

¥
Bl
*
¥
*
*
A
*
0
[rsd
w
W

kx==*****@evergreennomel Email

ans.com

everg

reen

HOME LOANS

Note: The authentication code for password resets is valid for only 15 minutes. You will
need to generate another authentication code if you do not reset your password within

this timeframe.

Retrieve the
authentication code
from your preferred
method.

Return to the Enter
Your Code screen,
enter the code, and
click submit.

Enter Your Code

We sent you an authentication code.

Please enter your code. /
|
Authentication Code { ‘ Submit

E k= @evergreen| W Resend

Training and Production Support
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Step 4: Create a new password,

. . Reset Your Password
then click Submit.
Password Requirements
The password must » Between 8 and 64 characters

. e At least one lowercase character
contain at least 8 & =

* At least one uppercase character

characters, one o At jeast one special character

Iowercase Ietter, one ® At least one numeric character

uppercase character, RewrPassword:?

one number, and one ] @|

special character.

Confirm New Password *

| ®|
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