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Overview

MeridianLink has a direct integration with ICE Mortgage Technology’s Encompass using ePass. This
connection allows loan originators to order products and services offered by MCL from within
Encompass. By ordering through their LOS, loan originators save time and effort and can maintain a
comprehensive loan file within Encompass.

This guide is meant to instruct users on how to set up the ePass interface from within Encompass and
how to order and retrieve various products and services, including credit reports, mortgage only reports,
refresh reports, and UDN.

Setting Up the ePass Interface

To set up the ePass interface from within Encompass:
1. Open Encompass and select the desired loan file from the pipeline.

2. Select Services from the toolbar at the top of the page, then select the service that should be set up
through the interface.

Services | Help

Credit Report M
by

[T &

Lenders -

Product and Pricing

Underariting

=

Lppraisal

£

Flood Certification

Title & Clasing I
Doc Preparation ts
MERS
LA

0 o

bortgage Insurance
Fraudfudit Servdices
HrADA Managerment

Additional Services

Werifications

by Custorn Links
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3. In the All Providers tab, search for your Credit Reporting Agency or service provider. Then select Add
to My List and click OK.

Credit Report @
Select the provider you wish to uze and click Submit. To learn more about 5 provider, click the More info link next ta
the provider's name.

Search by Company Name:
Merchants & Professional Credit Bureau, Inc. Moreinfo =
Merchants Associstion of Florida, Inc. More info
MeridisnLink, Inc.

WFI Credit Solutions Mare info
Midwest Mortgage Credit Services, Inc. More info
Mortgage Information Source, Inc. More info
Mortgage Reporting Centre More info

Mortgage Reports, Inc. More info
Matiorwwicle Credit Reparts, Inc. More info  —
MCO Credit (Povwered by PerCentage) Maore info |E |
MCO Credt Services hare info B
MCD Credit Services (Powered by Synergistic) More info
Metwork Credit Services More info -

’Add to My?‘ ’ Meswy Provvider ] ’ Sukamit ] [ Cancel ]

4. Navigate back to the My Providers tab to confirm that your Credit Reporting Agency has been added
to your list of providers. Click Cancel to exit this screen.

Consumer Credit Reports
Navigating to the Credit Report Request Window

To order products and services through Encompass, it’s necessary to first navigate to the Credit Report
Request window. This page is used for the majority of interactions between Encompass and your Credit
Reporting Agency.

1. Click on the Services tab on the bottom left, then click on Order Credit Report. (Note: You may also
click on Services at the top, then select Credit Report)

Fiarms | Tools Services i

Crder Credit Report o

-

Access Lenders

Search Product and Pricing

m

Reqguest Underwriting
Orcer Appraisal

Criler Flood Certification
Order Title & Closing
Order Doc Preparation
Regizter MERS

[] Shaw in Alpha Order
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2. Select your Credit Reporting Agency, then click Submit.

Credit Report

Mty Providers | Al Providers

by meridianlink®

Select a provider and click Submit.

Remowve from My List

| Submit

|| cancel |

3. The Credit Report Request page should now appear. Verify in the top left that your Credit Reporting

Agency has been selected.

Credit Report Request

WpCiedt Agency:  MeridianLink, Inc.

Usemame: Logir
Passward: LI Y
Branch ID:

Save Pazaword
File Mumber:

Requested By:  mcltester
Loan Number: 1708000130

Last Mame
Borower: Testease
CoBomower, Testcase

Street Address
Cument &ddr: 123 Main St
Prev Addr:

==

Report Tupe: [ Consumer Credit

v] Order new report.

Order Method: [ Mew Repoit

)

Repait On: [Borrowu -v]
Options Credit Bureaus
[V FICO Score V| Expetian
[ Fraud Search ] Equifan
| Get Fannie Mae Reference D 7] Trang Urion
First Mame ll Ti S5 DOB
David 000-00-0005
Janet 000-00-0006
City St Zip

Garden Grove Ca 92843

Please Enter the Credit card Information below:

Account M ame

Account Number;

Biling Address

Biling City:

Ewpiration (MM

(B ) B

Biling State:  Billing Zipcode:

Secondary Account
Murnbs

Finish | [ Cancel

meridianlink
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Order New Credit Report

1. Navigate to the Credit Report Request window, and enter the following information:

e CRA Username

e CRA Password

e Report Type: Consumer Credit
e Order Method: New Report

2. Verify your selections in the Options and Credit Bureaus sections, then select Finish.

Credit Report Request @
Credt Agency.  MeridianLink, Inc.
) Passward: ssssssse mp Order Method: | New Report -

Branch ID: Report On: Borrawer |

|| Save Password

= Options = Credit Bursaus

File: Number: [V FICD Scare V] Experian
Requested By:  mcltester [ Fraud Search /] Equifax
LoanNumber 1706000190 || Get Fannie Mag Reference (D /| Trang Urion

Last Mame First Mame Ll T S5 (o]u]:}
Barower: Testcase David Q00-00-0005
CoBomower,  Testcase Janet 000-00-0008

Sheet Address City St Zip
Current Addr: 123 Main 5t Garden Grove Ca 92843
Prewv Addr:

Pleass Enter the Credit card Information bebow:
Account Mame Billing Address Billing City: Biling State:  Billing Zipcode:
Account Number: E wpiration (MMAY): Secondary Account
MNurnber:
- |7 | -
sckmp__Finsh | [ Cancel |

3. After downloading the report you will be taken to the Services View tab to view the report. To go back
to the loan file, select the Loans tab at the top of the page.

Services Wiew

Loan%
e E

g =2

Encormpass  Wiew Help

Services Wiew

Trades Contacts Diazhboard Reports

|ﬁ =

Home Pipeline

3 ) !?E'I
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Retrieving an existing credit report will attempt to reissue/retrieve the last ordered report for the
selected loan file with no option to edit the file number. To retrieve a report ordered from the Credit
Reporting Agency website that is not yet associated with this loan file, see the Import Specific Credit

Report section.

1. Navigate to the Credit Report Request window, and enter the following information:

e CRA Username
e CRA Password
e Report Type: Consumer Credit

e Order Method: Retrieve Existing Report

2. Select Finish. The credit report will then be downloaded and appear on the Services View tab.
Credit Report Request @
Credit Agency:  MeridianLink, Inc.
W Usemame:  Login ) Report Type: | Consumer Credit - E;trie;;enslhg
B Password YIS mp Oider Method: [Hetrieve E sisting Report vl I eridianLink repart.
Branch ID- Report Oin: [Jomt v]
[V] Save Password
Ophions Credit Bureaus
Filie Mombaer: 258891 FICD Scorm E zpenian
Requested By mclester Fraud Search E quifax
et B o [1 e
i . 1708000130 Get Fannie Mae Reference IC Trans Ur
Last Mame First Mame il Tl 558 DOE
Barrower Testcase David 000-00-0005
CoBomower: Testcase Janet 000-00-0008
Stieet Addiess City St Zip
Cument Addr: 123 Main 5t Garden Grove CA 92843
Prew Addr:
Please Enter the Credit card Infoimation below:
Account Name Biling Address Billing City: Biling State:  Biling Zipcode:
. - . Secondary Account
Account Humber: E xpiration [ ): Murnber:
S —
<Bacimp|  Finish | | Cancel

meridian
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Import Credit Report
Importing a specific credit report will require you to have the desired credit file’s number. You can input
this number in the Credit Report Request window to retrieve the credit file from the Credit Reporting

Agency’s website.

1. Navigate to the Credit Report Request window, and enter the following information:

e CRA Username

e CRA Password

e Report Type: Consumer Credit

e Order Method: Import from website

2. Enter the file number you wish to import from the CRA site, then select Finish. The credit report will
be downloaded and appear on the Services View tab.

Credit Report Request

Credit Agency:  MeridianLink, Inc.
mpUsemame: Login B Report Type: | Consumer Credit - L:ﬂeli'b'i[itlsmﬁ from
*F’asmd sssssssens WP Order Method: | Impait fram website -

Branch ID: Report On: Joint VJ

(V] Save Password
Optiars Credit Buresus

WPFie Number, 123456 FICO Score Experian

Requested By:  mcltester Fraud Search Equifax

Farire Mas Fe 1 Irion
Loan Number: 1706000190 Get Fanrie Mae Reference 1D Trarg Unior
Lazt Mame First Mame Ml Tl Ssn DOB
Bomower Testcase Dawid 000-00-0005
CoBomower: Testcaze Janet 000-00-0008
Street Address City 5t Zip
Cument Addr: 123 Main St Garden Grove  CA 92843
Prey Addr:
Please Enter the Credit card Information below:
Account Mame Biling &ddress Billireg City: Biling State:  Biling Zipcode:
. . - Secondary Account
Account Mumber: Expiration (M A7) Number.
=) | -]
<Baclp[_Finsh | [ Camcel
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From within Encompass, you are able to upgrade an existing credit report to add a bureau or add

additional options like Fraud Search.

1. Navigate to the Credit Report Request window, and enter the following information:

e CRA Username

e CRA Password

e Report Type: Consumer Credit
e Order Method: Upgrade

2. Select all information you would like to have upgraded onto the report (e.g. check off the desired
bureaus to order and add onto the report in the Credit Bureaus section).

3. Select Finish to apply the upgrade to the report both on the CRA’s site and on the version in

Encompass.
Credit Report Request @
Credit Agency:  MeridianLink, Inc.
! i : ’ Upgrade exsting
P Lzemanne: Login ) Report Type: lEnnsumsr Credit - l aPRCE o
‘pasm sssssssses ‘ Order Method: [Upgrade v] teridianLink report.
Branch ID- Report Dn: [Jolnt v]
[V] S ave Password
mp Options mp Credit Bureaus
File Mumber: | 258591 [V FICO Seare [ Experian
Fiequested By:  mcltester | Fraud Search [ E quiifas
Loar Number. 1706000130 | Get Fannie Mae Reference ID [ Trans Union
Last Mame Firzt Mame il Tl 558 DOB
Banower Testcase D avid 000-00-0008
CoBormower: Testoase Janet 000-00-0008
Street Addiess City St Zp
Cument &ddr- 123 Main St Garden Grove CA 92843
Prev Add
Flease Enter the Credit card Information below:
Account Name Billing Address Billing City: Billing State:  Biling Zipcade:
. P . Secondan Accaount
Azcount Mumber: E wpiration [HE.S] HMumber
[ -y -
<escMP[_Finsh | [ Cancel

meridian
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Order Mortgage Only Credit Report

Ordering a Mortgage Only Report will order the full credit report with the CRA, but it will only return a
report with the mortgage tradelines, scores, and factors into Encompass.

1. Navigate to the Credit Report Request window, and enter the following information:

e CRA Username

e CRA Password

e Report Type: Mortgage Only

e Order Method: Default Report

2. Verify your selections in the Options and Credit Bureaus sections, then select Finish. The credit report
will be downloaded and appear on the Services View tab.

Credit Report Request
Credit Agency:  MeridianLink, Inc.
Logi . - | Order new mortgage
BpUsemame: o B Report Type: | Wortgage Only ] orly report, unless
’Passwotd- sessssssee *Drder tethod: [Default Repart - ] existing report is 30
) [.,I = ] days old or less.
. et
Branch I Report Or: oin
V| Save Password
‘ Options ‘ Credit Bureaus
File Number: 258831 [/|FICO Score [] Experian
Requested By: mcltester || Fraud Search [¥] Equifax
[ Get Fannie Mae Reference |D | Tranz Union
Loan Number: 1706000190 O ]
Last Name First Mame Ml Tl 554 DOB
Borrower: Testcaze David 000-00-0005
CaBorower: Testcase Janet 000-D0-0008
Street Address City S5t Zip
Cument &ddr. 123 Main St GardenGrove ~ CA 92843
Pres Addr
Please Enter the Credit card Information below:
Account Mame Biling Address Eilling City: Biling State:  Biling Zipcode:
. g . Secondany Account
Account Number: Expiration [MMAY); Number
)/ | =
< Bac » [ Finish l [ Cancel
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Order Refresh Report

Ordering a Refresh Report will order a soft-inquiry report for the borrower.

by meridianlink®

1. Navigate to the Credit Report Request window, and enter the following information:

CRA Username

CRA Password

Report Type: Refresh

Order Method: New Report

2. Input the original file number. Verify your selections in the Options and Credit Bureaus sections, then
select Finish. The refresh report will be downloaded and appear on the Services View tab.

Credit Report Request

Credit Agency:  MeridianLink, Inc.

=)

W Lisemame: Login

* Report Type: [Hehesh

Order new refrezh

vl report.
-

‘pagm sessssssse * Order Method: | New Report
Branch ID: Report Or: |J0i'l "I
(V] S ave Password
mp Options mp Credit Bureaus
W File Number: 123456 FICO Score V| Experian
Fequested By:  mcltester [7] Fraud Search /] Equifa
. 5 .
Loan Number. 1706000190 [7] Get Fannie Mas Referance ID V] Trans Urion
Last Name First Mame Ml 554 DOB
B ormowser Testcase David 000-00-0005
CoBomower: Testcase Janet O00-00-0008
Street Address City St Zip
Cument Addr. 123 Main St Garden Grove  CA 92843
Prewv Addr:
Please Enter the Credit card Information below:
Account Mame Billing Address Billirwg City: Biling State:  Biling Sipcode:
: - ) Secondany Account
Azcount Mumber: Espiration [ ) Number
=)/ | 7]
<Baclp_ Finsh | [ Concel

meridian
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Undisclosed Debt Notifications
Navigating to the Credit Report Request Window

Similar to ordering consumer credit reports, it's necessary to first navigate to the Credit Report Request
window in order to activate or deactivate UDN.

1. Click on the Services tab on the bottom left, then click on Order Credit Report. (Note: You may also
click on Services at the top, then select Credit Report)

Farms | Tocls | Services v

Crder Credit Report =

Access Lenders

Search Product and Pricing

m

Reqguest Underwriting

Order Appraisal

Crder Flood Certification

Crder Title & Closing

COrder Doc Preparation

Regizter MERS i

[] Show in Alpha Order

2. Select your Credit Reporting Agency, then click Submit.
Credit Report

Mty Providers | Al Providers

Select a provider and click Sukbmit.

Comm ) oo

3. The Credit Report Request page should now appear. Verify in the top left that your Credit Reporting
Agency has been selected.

MeridianLink, Inc. | Page 12
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Activate UDN

1. Navigate to the Credit Report Request window, and enter the following information:

e CRA Username

e CRA Password

e Report Type: UDN

e Order Method: Activate

2. Enter the Start Date and Notification Email. Make your selections under the Credit Bureaus section,
then select Finish.

Credit Report Request @
Credit Agency:  MeridianLink, Inc.

. i ’ Activate
WpLsemame: Login =) Repor Type: [UDN vl Undisclosed Debt
‘pasm sessssnes *Dlda Method: [Activate v] Motification.

Branch ID- Rieport Dn: [Joint v]
[¥] 5 ave Password
W Credit Bureaus
Fils Mumbes: | 2586891 mp Stat Date:  10/1/2017 [¥] Experian
Requested By:  mclester *Nntjfm mclsuppart@menidianink cor (V] Equitax
Emait -
Loan Mumber: 170000190 TiznzUnion
Last Name First Mame lull Tl SS5H# Doe
Borower: Testcase David 000-00-0005
CoBomower: Testcase Janet 000-00-0006
Street Address City St Zip
Cument &ddr: 123 Main St Garden Grove Ca 92843
Prew Addr:
Please Enter the Credit card Information below:
coount Name ress iling City: iling 5tate: iling e
& N, Billing Add Billing Ci Billing 5 Billing Zipcod
. - 1 Secondary Account
Account Mumber: E xpiration [MM. ) Mumber

cE:e:»l Firish ]I Cancel l

3. You will get a confirmation if the order was submitted properly. You won’t be able to retrieve
anything until the UDN order has been processed. You will get email notifications when you can retrieve
a notifications report.

MeridianLink, Inc. | Page 13
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1. Navigate to the Credit Report Request window, and enter the following information:

e CRA Username

e CRA Password

e Report Type: UDN

e Order Method: Deactivate

2. Select which consumer (or both consumers) to deactivate in the Report On field.

3. Verify the file number, then select Finish.

Credit Report Request
Credit Agency:  MeridianLink, Inc.
mpUsemame: Login
*Pagm ITTITITIITTY)
Branch ID:
Save Password
WpFile Number: 258891
Requested By mcltaster
Loan Mumber: 17060007190
Last Name
Barower: Testcase
CoBomower:  Testcase

Street Address

Current Addr: 123 Main St

Prew Addr:

Please Enter the Credit card Information below:

Account Mame

Account Humber:

Biling Address

i Deactivate
# ieport Type: [UDN [
mp Order Method: [ Deactivate v] Motification
®Fepot On: | Jaint -
Credit Bureaus
Start D ate: Ewperian
Notification Equifa
Emak Trang Urnion
First Mame Gl Tl S54 DOB
David 000-00-0005
Janet 000-00-0006
City St dp
Garden Grove Ca 92843
Billing City: Billing State:  Biling Zipcode:
S . Secondary Account
Ewpiration [k ) Humber:
'
cezckmp Finish | [ Cancel

meridian
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Retrieve UDN

1. Navigate to the Credit Report Request window, and enter the following information:

e CRA Username

e CRA Password

e Report Type: UDN

e Order Method: Retrieve

2. Select which consumer’s notification report to retrieve in the Report On field.

3. Verify the file number, then select Finish.

MeridianLink, Inc. | Page 15
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Update UDN Notification Email

1. Navigate to the Credit Report Request window, and enter the following information:

e CRA Username

e CRA Password

e Report Type: UDN

e Order Method: Update

2. Enter the new email address that should receive notifications in the Notification Email field.

3. Verify the file number, then select Finish.

MeridianLink, Inc. | Page 16
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