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How to Add a Loan to “My Loans” List

Upon login, the My Dashboard page will appear. The loans to which you have access will be
listed under MY LOANS.

CLIENT PORTAL

Home RequestLoan Access Loans Loan Details v  ACH Payment Request  More Services  Contact Us

NorthMarq Client Portal

Loan Number Primary Borrower Upload Files to NorthMarg
123456 ABC, LLC

Upload Files
View All

To request access to additional loans, click the REQUEST LOAN ACCESS tab in the main
navigation bar.

CLIENT PORTAL

Home  RequestLoan Access Loans LoanDetails v+  ACH Payment Request  More Services  Contact Us

NorthMarq Client Portal

MY LOANS
Loan Number Primary Borrower Upload Files to NorthMarg
123456 ABC, LLC
Upload Files
View All




Enter the NorthMarq loan number and the Primary Borrower’s TIN/SSN. **Only enter numeric
numbers in the TIN/SSN field. Do NOT enter dashes.

Click NEXT.

CLIENT PORTAL

Home  Request Loan Access Loans Loan Details v+ ACH Payment Request  More Services  Contact Us

Request Loan Access

Request Loan Access

* Loan Number

987654

* Borrower SSN/TIN
987654321

Use numeric values
only. Do NOT enter
dashes.

g<~

A confirmation screen will appear. Your company’s loan administrator for that loan will be
notified of your request for loan access via email and within the Client Portal.

Click Finish.
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CLIENT PORTAL

Home RequestLoan Access Loans Loan Details v ACH Payment Request  More Services  Contact Us

Request Loan Access

Request Loan Access

Your access request is being reviewed by your company's administrator or a NorthMarq representative. Please watch for a follow-up email. @




How to View Loan Details

To view the details of a loan, click on the loan number displayed on the My Dashboard page
under “My Loans.”

CLIENT PORTAL

Home RequestLoan Access Loans LoanDetails v  ACH Payment Request  More Services  Contact Us

NorthMarq Client Portal

Upload Files to NorthMarg

Loan Number Primary Borrower
123456 <: ABC, LLC

Upload Files
View All

The loan details will appear under the “Detail” tab.

CLIENT PORTAL

Home  Request Loan Access Loans Loan Details ~ ACH Payment Request More Services  Contact Us

Loan
+ Follow

123456

Primary Borrower

ABC, LLC
Related  Documents  Grant Access
Detail
Loan Number Current Principal Balance
123456 $4,992,232.74

Primary Borrower Mame Default Interest Balance

ABC, LLC $0.00




How to View Documents

To view documents for your loans, click the Documents tab on the navigation bar.
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You can search by Loan Number, Start Date, End Date, as well as Document Type. The Loan
Number and Document Type fields are multi-select, and the Start Date and End Date
parameters further refine your results based on when the document was created.
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Once the search criteria is set, click the Search button. All documents that meet the search
criteria will be displayed on the page. In order to view the documents, you'll need to download
them. You can do this by individually selecting the box to the far left of the relevant row(s), or
can select all by clicking the box the left of the "Loan Number" column header, then clicking the
"Download Documents" button at the bottom of the screen.
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Once the files are packaged and ready to download, they will appear in the My Downloads
page. To download, check the box next to the folder you want and click the download arrow
that appears on the right-hand side.
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The zip folder will contain all of the documents selected for download, and the documents will
have a naming convention of Loan Number, Document Type, Date and Time Stamp. The zip
folder will remain available for your download in the Client Portal for three calendars days.




How to Use the Upload Files Feature

The Upload Files feature will allow you to upload one or more files for loans to which you have
access in the Client Portal. You can choose to upload one file for a loan or upload multiple files
for multiple loans.

Each document you upload to the Client Portal will need to have a loan number and a
Document Type assigned during the upload process.

Upon login, the My Dashboard page will appear. On the right side of the Dashboard page, look
for the “Upload Files to NorthMargq” option.

s

s

Click on the “Upload Files” button on the home page. You should see a document
upload page,; if a login page appears, your session in the Client Portal may have timed
out. Please log out of the Client Portal and then log back in to re-establish your
connection.

Use the drag-and-drop or “Select a file” option in the left panel to choose the file you
wish to upload.

When the document name appears in the left panel under “Your Document,” it is ready
to be uploaded. (If you chose the wrong file, use the red “X” next to the document name
to remove it from the upload panel.)

In the panel on the right, enter the Loan Number that corresponds with the document.
Select the option from the “Document Type” field that corresponds with the contents of
the document (e.g., Financial Reporting, Tax Receipt, Form W-9, etc.).

Click the “Save” button in the left panel to complete the upload process.

Click on the “Upload Files” button on the home page. You should see a document
upload page; if a login page appears, your session in the Client Portal may have timed
out. Please log out of the Client Portal and then log back in to re-establish your
connection.
Use the drag-and-drop or “Select a file” option in the left panel to choose only the first file
you wish to upload. (This activates the upload process whether you are uploading one or
multiple files.)
When the document name appears in the left panel under “Your Document,” it is ready
to be uploaded. (If you chose the wrong file, use the red “X” next to the document name
to remove it from the upload panel.)
In the panel on the right, enter the Loan Number that corresponds with the document.
Select the option from the “Document Type” field that corresponds with the contents of
the document (e.g., Financial Reporting, Tax Receipt, Form W-9, etc.).
Upload additional documents with the same Document Type (e.g., Financial
Reporting, Tax Receipt, etc.):

a. Use the drag-and-drop or “Select File” option to select add other documents for

the SAME loan number and the SAME Document Type. (If you add the wrong
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file, use the red “X” next to the document name to remove it.)
NOTE: The upload option under “Step 3) Attach additional documents for this
loan if needed” will apply the same “Document Type” to all files.
Upload documents to the same loan with a new Document Type:
a. Scroll down to the “Additional Loan Section” and move on to “Step 4) Add
documents for additional loans if needed.”
b. Check the box next to “Add documents for a second loan.” (You will re-enter the
same loan number when prompted.)
c. Enter the same loan number used for the previous documents.
Select the new Document Type from the drop-down menu.
e. Drag-and-drop or select a new file to upload using the options available under
“Loan 2 Attachment(s) 2a.”
f. Use the “Document Type 2b” field to identify the next Document Type. (The files
will be uploaded to the same loan number entered in the “Loan Number 2” field.)
g. Use the drag-and-drop or Select Files option to attach the corresponding
documents.

Q

If you need additional Document Types for the same loan, repeat the process
using the “Add documents for a third loan” checkbox.

Click the “Save” button in the left panel to complete the upload process.

Click on the “Upload Files” button on the home page. You should see a document
upload page; if a login page appears, your session in the Client Portal may have timed
out. Please log out of the Client Portal and then log back in to re-establish your
connection.

Use the drag-and-drop or “Select a file” option in the left panel to choose only the first file
you wish to upload. (This activates the upload process whether you are uploading one or
multiple files.)

When the document name appears in the left panel under “Your Document,” it is ready
to be uploaded. (If you chose the wrong file, use the red “X” next to the document name
to remove it from the upload panel.)

In the panel on the right, enter the Loan Number that corresponds with the document.
Select the option from the “Document Type” field that corresponds with the contents of
the document (e.g., Financial Reporting, Tax Receipt, Form W-9, etc.).

Upload additional documents with the same Document Type (e.g., Financial
Reporting, Tax Receipt, etc.):

o Use the drag-and-drop or “Select File” option to select add other documents for
the SAME loan number and the SAME Document Type. (If you add the wrong
file, use the red “X” next to the document name to remove it.)

NOTE: The upload option under “Step 3) Attach additional documents for this
loan if needed” will apply the same “Document Type” to all files.



Upload documents to the SAME loan
with a NEW Document Type:

O

Scroll down to the “Additional Loan
Section” and move on to “Step 4)
Add documents for additional loans
if needed.”

Check the box next to “Add
documents for a second loan.” (You
will re-enter the same loan number
when prompted.)

Enter the same loan number used
for the previous documents.

Select the new Document Type from
the drop-down menu.
Drag-and-drop or select a new file to
upload using the options available
under “Loan 2 Attachment(s) 2a.”
Use the “Document Type 2b” field to
identify the next Document Type.
(The files will be uploaded to the
same loan number entered in the
“Loan Number 2” field.)

Use the drag-and-drop or Select
Files option to attach the
corresponding documents.

If you need additional Document
Types for the same loan, repeat the
process using the “Add documents
for a third loan” checkbox.

-OR -

O

Upload documents to a NEW loan:

Scroll down to the “Additional
Loan Section” and move on to
“Step 4) Add documents for
additional loans if needed.”
Check the box next to “Add
documents for a second loan.”
Enter the new loan number.
Select the appropriate Document
Type from the drop-down menu.
Use the drag-and-drop or Select
File options to upload a
document under “Loan 2
Attachment(s) 2a.”

If needed, use the “Document
Type 2b” field to identify the next
Document Type. (The files will be
uploaded to the same loan
number entered in the “Loan
Number 2” field.)

Use the drag-and-drop or Select
Files option to attach the
corresponding documents.

If you need additional Document
Types for the same loan, repeat
the process using the “Add
documents for a third loan”
checkbox.

8. Use the checkboxes for the third loan, fourth loan, etc. to repeat the process as needed.
9. Click the “Save” button in the left panel to complete the upload process for all
documents.
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How to View Loan History

Select LOAN HISTORY from the “Loan Details” drop-down list in the main navigation.

Use the “Change Loan” drop-down menu in the upper left corner to select the appropriate loan.
Enter a date range to narrow your search.

Click the “Search” button.

SR _
CLIENT PORTAL

Home  Request Loan Access Loans  Loan Details ~ = ACH Payment Request More Services  Contact Us

(Change Loan

123456 | ABC, LLC v

Loan History

Search g
Jul 19, 2020 =] a8 m Clear

Tran Date T Due Date Description v Amount | Principal v | Interest ~v | Escrow v Other v | Principal B... v
Jul 20, 2020 Loan Funding $5,000,000.00 -$5,000,000.00 $0.00 $0.00 $0.00 $5,000,000.00
Aug 3, 2020 Sep 1, 2020 Regular Payment $31,690.88 §7,767.26 $13,993.06 $0.00 $0.00 $4,992,232.74
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How to View Escrow History

Select ESCROW HISTORY from the “Loan Details” drop-down list in the main navigation.

Use the “Change Loan” drop-down menu in the upper left corner to select the appropriate loan.
Enter a date range to narrow your search.

Click the “Search” button.

CLIENT PORTAL

Home  Request Loan Access Loans  Loan Details ~  ACH Payment Request  More Services  Contact Us

[Change Loan

123456 | ABC,LLC .

Escrow History

o No records

Date From Search '
Jul 20, 2020 & & Clear

Tran Date 1 Tran Type v | Escrow Type v | Payee Name ~ | Tran Amount v ‘ Group Balance v
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How to View Escrow Details
Select ESCROW HISTORY from the “Loan Details” drop-down list in the main navigation.

Use the “Change Loan” drop-down menu in the upper left corner to select the appropriate loan.

_
CLIENT PORTAL

Home  Request Loan Access Loans Loan Details ~  ACH Payment Request  More Services  Contact Us

Change Loan
123456 | ABC, LLC v
Escrow Details
Escrow Name ~ | Current Balance v | Current Payment v ‘ Payment Change Date Future Payment ~
Tax Escrow $0.00 $0.00 $0.00
Insurance Escrow $0.00 $0.00 $0.00
MIP Escrow $0.00 $0.00 $0.00
Reserve Escrow $0.00 $0.00 $0.00
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How to Grant/Deny Loan Access Requests as a Loan Administrator

Open loan access requests for which you are a Loan Administrator will appear in the lower right
corner of the HOME page under “Share Access.”

To view all of your open loan access requests, click the “View All” link.

Home RequestlLoanAccess Loans LoanDetails v  ACH Payment Request  More Services  Contact Us

NorthMarq Client Portal

MY LOANS
Loan Number Primary Borrower Upload Files to NorthMarq
123456 ABC,LLC

Upload Files
987654 XYZ Corp
View All

SHARE ACCESS

123456 - Loan Access Request 1
High - New - 00001175

123456 - Loan Access Request
High - New - 00001176

123456 - Loan Access Request
High - New - 00001179

O

From the Share Access screen, click the Case Number link.

b =
CLIENT PORTAL

Home  RequestLoan Access Loans Loan Details v+  ACH Payment Request  More Services  Contact Us

Share Access v | #
3 items + Sorted by Case Number - Filtered by my case teams - Closed, Case Record Type « Updated a few seconds ago Q. Search this list. & ¢
Case Number T | Contact Name \ | Subject “ | Loan Number | Status v | Date/Time Opened v
1 AA Bartlett 123 56 - Loan Access Request 1 123456 New 8/12/2020 12:06 AM v
2 00001176 AA Bartlett 123456 - Loan Access Request 123456 New 8/12/2020 12:30 AM v
3 00001179 EM Test Bartlett 123456 - Loan Access Request 123456 New 8/12/2020 5:37 PM v

The Case Screen will appear. Click the Contact Name and/or the Loan Number to get
additional information about the person requesting access or about the loan itself.

There are three permission levels for each loan access request:

1) Approve with Borrower/Admin = This option gives the requestor full access to the loan as
well as giving him/her Loan Administration rights. With loan administration rights, the
requestor can grant loan access to others, as well as modify and remove access.
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2) Approve with Read/Write = This option gives the requestor access to the loan and the
ability to view and upload documents for the loan.

3) Deny Access to Loan = The requestor will not be able to view any information about the
loan, and it will not appear in his/her list of “My Loans.”

Home  Request Loan Access Loans Loan Details v+ ACH Payment Request More Services  Contact Us

Case

123456 - Loan Access Request + Follow ]| Edit
Priority Status Case Number
High New 00001180
Approve with Borrower/Admin Approve with Read/Write
Details felated Post New Comment
Case Owner Status
Servicing New
Share an update... m

Case Number Case Reason

00001180

Access Request

Contact Name

Loan Number

Sort by:
123456 i
Most Recent /) v Q. Sear... b 4 c
Contact Mobile Loan Access Request Status
e EM Test Bartlett (Customer) created this case.| v
Contact Phone August 12,2020 at 5:38 PM

VIEW OR MODIFY LOAN ACCESS

To see all the people who have access to a given loan or to change someone’s access to a
loan, select the loan number from the HOME page.

Click the Grant Access tab. A list will be displayed of each user’s access. The check mark to the
right indicates each person’s level of access.

To change that access or remove loan access, click the appropriate button to the right of the
person’s name.
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