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Navigation and Overview 

Seller Web Access 

1. Navigate to : SellerWorkspace (bkicloudtest.com) 

 

2. Enter Login Credentials 

• Sent by two separate emails 

3. Click Login  

 

 

2 

3 

https://uat1-cms-portal.co2.otdigitals.bkicloudtest.com/login?returnUrl=%2F
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Profile Settings  

Profile Settings can be updated from the drop-down list for individual users 

1. Click Arrow for Drop Down Menu 

2. Go to Profile Settings 

 

3. Make any applicable changes and click Save User 

 

User Profile Access: 

Seller Administrator – Create new users, Register loans, Upload, Lock loans 

Manager – Register new loans, Upload, Lock loans 

Processor – Register new loans, Upload  

Lender Post closer- Register new loans, Upload 

Loan Officer – View Only 
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Change Password 

Change Password allows the user to change password 

1. Click Arrow for Drop Down Menu 

2. Go to Profile Settings 

• If configured, the logged in user’s Profile Settings can be updated from the drop-down list. 

• SSO users will not have option to change password 

 

• Click Change Password  

• Password Box will Open in same screen 

• Enter the Current Password 

• Enter New Password and Confirm New Password 

• Password Requirements Displayed on the screen 

• Checkmarks turns Green to Confirm 

• Change Password becomes Active 

• Make any applicable changes and click Save User 
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Forgot Password 

Forgot password will allow user to re-set password 

1. Go to Login Screen 

2. Click Forgot Password 

3. Box will pop up, Input your username and click Send Verification Code 

4. A system generated email will be sent to the user with a temporary passcode 

5. Manually enter the code (Do not cut and paste) and Click Reset Password 

• The user will be prompted to change the password at login 
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Expired Password 

Seller Administration 

Administrators can Unlock, Deactivate, Update general users from this screen 

• The password will remains valid for 30 days 

• Email Reminder received to change password on the 20th and 28th day  

1. Open Menu by drop down arrow in upper right corner 

2. Select User Management 

 
3. Select All Users from drop down menu 

4. Search Username first or last name  

5. Click Manage to open User Details 

 

6. Make any applicable changes 

• Deactivate to limit access 

• Unlock to reset 

• Save for update  
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Loan Pipeline Overview 

The Loan Pipeline screen is the landing page for all sellers 

Search for a loan by:  

• Loan Number 

• Commitment Number  

• Seller Loan Number 

• Property Address 

• Borrower Name 

• Borrower Last four of SSN. 

Manage 

1. Hover over loan, Click Manage to open the Loan Details screen 

 

2. Loan Details Screen will Open 

 

1 
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Conditions 

1. Click Conditions  

 

2. Conditions side panel will open 

3. Browse or Drag and Drop Documents to upload to clear conditions 
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Documents  

1. Click Documents to open the Documents side panel for the loan 

 

2. Click Upload Documents to submit for Purchase and/or Underwriting Review 
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Loan Pipeline Function Details 

Milestones  

All Loans is displayed by default 

1. Click All Loans to open a drop-down list of loan milestones that the pipeline will display  

2. Check My Loans to only view loans created by user 

 

Filter 

This search method will allow to save filters  

1. Click Filter icon next to Search field on the Loan Pipeline screen 

2. Advanced Filter Panel opens  

3. Select the Products you want to Filter in Drop Down Box 

4. Click Apply Filters 

5. Filters will appear above the Search Field while in Loan Pipeline view 

6. To Save Filter enter name in Save Name Box 

7. Click Save 

8. Users can also Edit or Delete Saved Filters  

9. To Reset Filter Remove by Clicking the X to Clear Filters 
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Pipeline Settings  

1. Click Settings Icon next to Search Loan Bar 

• This will give you different filtering options 

2. Enter option in search bar to filter loans  

3. Click Drop down arrow in chosen column settings to adjust what each column displays  

• Default Sort can be chosen to save 

4. Turn Toggle ON or Off to Show/Hide columns 

5. Click Reset Settings to default 

6. Click Apply Settings 
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Export Pipeline 

1. Click Export to save the data to a CSV file after filtered applied 

 

2. The Excel Report will download, Click Open File 

 

3. The Excel Report will open in same window 

  

1 

2 

3 



  

                   7/7/2023           Page 15 

CorrIQ- Reference Guide  

©Carrington Mortgage Services, LLC Mortgage 

Lending 

All rights reserved. Proprietary and 

Conditions Report  

1. Users generate conditions reports from their pipeline by selecting Conditions Report on the loan pipeline. 

2. Selecting All Conditions Report creates a report with all outstanding (open) and pending conditions for all the 

loans in their pipeline and with all milestones Except Registered, Purchased, and Cancelled 

 

The report, exported to a .csv file, includes the following columns of information: 

• Borrower Name 

• Loan # 

• Lender Loan# 

• Locked By 

• Loan Program 

• Milestone 

• EZD 

• Mandatory 

• Category 

• File Received Date 

• Status 

• Condition Description 

Values are sorted first by Borrower Name and then by Loan # so all conditions on the same loan are grouped 

together 

The report also displays the Report Date, Lender, and Report Type  

1 

2 
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Loan Management 

Loan Details Screen 

The Loan Details Screen is the landing screen for managing a loan with multiple functions available 

• Loan Information  

• Borrower   

• Product    

• Commitment ID    

• Interest Rate   

• Final Price   

• Lock Days   

• Lock Exp  

    

• Fannie Mae Case File ID   

• Freddie Mac Case File ID  

• Universal Loan Identifier 

(ULI) Number   

• Create Loan 

• Return to Loan Pipeline 

• Loan Summary 

• View Loan  

• Import Loan 

• Assign 

• Reimport 

• Cancel Loan 

• Lock Management  

• Conditions  

• Doc Manager  

• Comments  

• Loan History 
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Create a Loan 

1. From the Loan Pipeline screen, click Create Loan  

 
The Quick Price Loan Dialog Box Opens 

2. Choose an URLA Version from the Drop-Down list  

3. Click the Teal Box on Quick Price Loan Screen 

4. PC Desktop window will open to Find File 

5. Browse for the file, then Drag and Drop or Double Click the Loan File to Upload  

• Acceptable loan files are FNM 3.2, 3.4 or ULDD files 

• The same URLA version must be retained throughout the life of the loan 

• Manual data entry is also an option  

6. The Manual Quick Price Button will Activate 

Note: The URLA Version option is dependent on the URLA Effective Date, which can be set in Preferences. See the 

Seller DigitalAdmin Guide for more information on the Preferences screen. When the Effective Date is after the 

current date, no URLA Version option is displayed. When the Effective Date is before or on the current date, the URLA 

Version option is displayed.  
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Borrower and Property Information  

1. The loan data is extracted and is displayed on the Quick Price Loan screen.  

2. If missing necessary data, Error message will appear with a list of those empty fields appears  

3. Cursor will automatically move to the first empty field that requires information  

• press [Tab] on their keyboard to advance to the next empty field that requires input until all required 

fields are completed 

4. To add additional borrowers, click Add Borrower 

5. Fill out Borrower 2 information and add additional borrowers as needed 

6. To delete additional borrowers, click Trash Can Icon 

7. Delete Box will open, click Delete to confirm 

8. Click TBD if the property address is not known, such as in new construction.  

• The zip code field will display a list of cities and counties if multiple exist for that zip code 
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Loan Terms and Loan Amounts Sections 

1. In Purpose Section, users can select multiple categories and also remove selected categories 

• Any box with asterisk is required to price a loan 

• Nothing that is greyed out applies. If purchase then Purpose won’t have asterisk 

2. Make any applicable changes or selections in the Loan Amounts section 

3. If any changes are made the Credit Score will need to be re-entered 

4. Enter Original Estimated Closing Date (Required)  

5. If Carrington Investor Advantage Loan, enter Debt Service Coverage Ratio (DSCR)  
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Originator Section 

1. The Originator Section Must be Populated to Price the Loan 

2. The Lender NMLS Name and Lender NMLS ID Will be Populated from Empower if the Seller Information is 

Configured 

• Lender specific loan number entered 

3. Defaults to Delegated. Select Non-Delegated if needed.  

4. Click Assign Loan to Assign Seller to Loan 

 

5. Search User by Name or Email address  

6. Check Box Next to User 

7. Click Assign 

Assigned Users Populate on the Assigned Users Tab and the Number of Assigned Users Will Update
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Lock Terms Section 

1. Select Lock Type right now only “best efforts” “mandatory will be added. 

• If run mandatory then MUST Sell 

2. Select Underwriting type 

• USDA – Delegated only 

• DTI not required and will be updated, due to IRRL 

• Pricing is determined by delegated status/ system will know if they are delegated or non-delegated 

• Defaults to Delegated. Choose Non-Delegated if applicable.  

3. DO NOT select product here – the next screen will give available products based on information 

• Leave Base Rate and Lock days Open so the system gives choices available 

4. Once all data is selected, click Get Price 

• All required fields marked with an asterisk must be filled out before Get Price is active System will do 

validations  

• If anything needs to be corrected it will highlight the area 

• Eligible and Ineligible Products are both Displayed 

• To view ineligibility messages, click on the ineligible product for the Messages tab to display 
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5. Pricing can be filtered by Base Rate and/or Lock Days using the drop-down lists 

6. Once pricing is selected, click Register and Float or Register and Lock 

 

7. Duplicate Warning will pop up if this borrower is already in system, Click Register and Lock to proceed or 

Cancel if Loan already in the system 

 

8. Once the loan is registered, the Loan Details screen will display 

9. Additional information can be entered such as Fannie Mae Case File ID, Freddie Mac Case File ID, and the 

Universal Loan Identifier (ULI)HMDA 

• Delegated loans, the seller must enter a valid ULI number in order to submit documentation  

• Non-delegated loans, the system will pull in the Lender’s ULI number from the configuration setup 
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Lock Management 

1. A Locked loan will have the options to  

o Extend Lock 

o Cancel Lock 

o Update Lock 

o Generate Lock Confirmation 

2. An Expired lock will have the option to 

o  Re-Lock 

3. A Registered (Floated) loan will have the option to  

o Lock or  

o Float Down, if applicable.  
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Extend Lock 

1. Enter the number of days to extend the lock 

2. Click Check Price 

• View the pricing result if extension will be accepted. 

• The new expected pricing will display 

3. Click Extend Lock to Accept   

4. Click Cancel to Not Accept  
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Update Lock 

Update Lock will open the Quick Price Loan screen where a user can manually update data points on the loan and re-

validate price and program criteria  

 
1. Make applicable changes and click Get Price  

• The system will revalidate program criteria as well as validate the loan level price adjustments for the 

user to accept  

 

2. Re-input FICO score 

• Any changes require update  

• Warning box will notify 
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3. Make selections and click Update Lock accept the adjustments 

4. Click Cancel to not accept the adjustments 

 

 

 

 

 

 

 

 

 

 

 

Generate Lock Confirmation 

1. Click Generate Lock Confirmation to produce the Lock Confirmation document 

2. Click Generate Document to open the document 

• The document will be stored on the Doc Manager and Lock Management tabs 
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3. The Lock Confirmation Document will Generate and can be downloaded or printed 
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Re-Lock Loan 

1. If the lock has expired, click Re-Lock from the Lock Management tab

  

2. Make any applicable changes and enter Lock Days in the Lock Terms section.  

• Available lock days are configured by the lender 

3. Click Get Price  

•  Rate Sheet Code that is displayed is worse case pricing  

 

 
4. Click Re-Lock to accept pricing and re-lock the loan  
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Cancel Loan 

1. To cancel the loan prior to delivery, click Cancel Lock 

 

1. Click Cancel Loan to confirm  

• This action cannot be undone 
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Conditions 

1. Conditions can come back from the LOS after loan delivery  

2. From the Loan Details screen, click the Conditions tab 

3. Conditions can be filtered using the Category and Condition Type drop-down lists 

4. Drag and drop or browse for documents to satisfy conditions 

5. Click Submit for Review once all documents have been uploaded 

6. Conditions can be printed by clicking Print Conditions  

7. To view satisfied and waived conditions, set the Satisfied and Waived Toggle to On  

• Conditions can be managed and documents submitted for review directly from the Loan Pipeline 
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Document Manager 

Upload Documents 

1. Click Doc Manager Tab 

2. Click Upload Documents 

3. Select Underwriting, Purchase or Miscellaneous Documents 

• Option available Based on Status of Loan 

• Locked UW DOC, Submitted to UW, In UW, CTC, Submitted for Purchase 

• Non-Delegated – Prior to initial UW upload – Underwriting Documents  

• Non-Delegated – After initial UW upload – Miscellaneous Documents 

4. Drag and drop or browse for documents to upload 

5. Click Done to Upload 

• Cancel option available 
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Document Upload Cancellation 

If the document upload is canceled, a warning will display that canceling will result in failure to deliver the loan 

 

 

Error Messages 

When an error occurs during document upload via the Doc Manager tab, one of the error messages in the following 

table appears when users hover over the information icon for the document that failed to upload 
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View Documents 

1. To view a document, click View Eye Icon on the Doc Manager tab 

 

Miscellaneous Documents 

After the loan is delivered, miscellaneous documents can be submitted from the Doc Manager tab 
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Deliver Loan 

Once all loan information is entered and all documents are uploaded, the document status will show completed 

1. Click Deliver to submit the loan to the LOS  

   

• If the Underwriting Type is delegated, the loan is submitted for Purchase Review 

• If the Underwriting Type is non-delegated, the loan is submitted for Underwriting Review 

A confirmation message is displayed 

2. Click Return to Loan Pipeline or exit out of the message to return to the Loan Details screen 

• Documents can be added and the loan submitted for review directly from the Loan Pipeline 
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Loan History 

1. Click Loan History tab  

2. Status History will show Milestones or what has transpired during the loan 

• Registered 

• Locked ( or other lock status) 

• Submitted for Underwriting 

• In Underwriting 

• Cleared to Close 

• Submitted For Purchase 

• Cleared For Purchase 

 

 

View Loan 

1. After the loan is registered, click View Loan to view a non-editable version of the loan file 

• Only borrowers can be added/updated 

• To update the loan, re-import the loan file 
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