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New Loan Process 

Start Loan 
1. Navigate to: https://www.corriq.com 

 
 

2. Enter your Login Credentials (supplied via email) 

3. Click Sign In  

 
 

• The Exclusionary List  links to the Ineligible Appraiser List 

• The Latest News contains links to Announcements and Stories 

 
 

4. Click Start Loan 
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5. Click File Upload to start the process of importing a FNM file 

Note:  Click 1003 Form to use Corr IQ’s online form. 

 
 

6. Click Browse to locate the file from your Desktop 

• You can also drag and drop files into CorrIQ 

 
 

• Loan is now imported into CorrIQ 

• Next step is to Validate required fields in the 1003 application 
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Validate 1003 – MISMO 3.4 File 

Overview 
When a MISMO 3.4 file type is uploaded, the Validate 1003 Function consists of the following Tabs: 

• Loan & Property 

• Borrower Information 

• Assets & Liabilities 

• Real Estate 

• Declarations 

• Demographic Information 

• Loan Originator Information 

• Lender Loan Information 

 
 

Edit the Loan Information in each of the Tabs prior to Validation: 

• Use the Borrower drop-down to review the information for each Borrower 

• Fields with red asterisk (*) are Required 

• Green check mark means there are No Errors 

• Red exclamation point means there are Errors  

• All Errors must be corrected prior to Validation (reflected in red) 
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Steps 
1. Use the Borrower drop-down to review the information for each Borrower 

2. Navigate between the Tabs by clicking each tab or using the Next and/or Previous buttons 

3. Review the information within each of the Tabs 

• Fields with red asterisk (*) are Required 

4. Make changes as necessary  

5. Click Save if changes are made 

6. Ensure the Tab has a green check mark 

 

 

 
Buttons available at the top of each Tab 

 

7. Verify that all eight Tabs contain green checkmarks  

8. Click Validate 
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Tabs 

Loan & Property Tab 
The Loan & Property tab contains Loan, Property, as well as Gift information. 
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Borrower Information Tab 
The Borrower Information Tab contains Applicant, Residence, Employment, and Income information. 

 
 

Tips: 

• Use the Borrower drop-down to review the information for each Borrower 

• Click the plus icon next to a section in order to add additional entries 

• Click the minus icon next to a section to remove entries 

 
 

Sections: 
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Assets & Liabilities Tab 
The Assets section documents any deposit accounts, earnest money deposits, or any other assets.  The 
Liabilities section contains information on any mortgage, installment, revolving credit lines, or other 
liabilities. 

 
 

 
 

Tips: 

• FHA Streamline – Assets & Liabilities fields are left blank 

• Full Doc – Assets & Liabilities fields are required 

• Click the plus icon next to a section in order to add additional entries 

• Click the minus icon next to a section to remove entries 
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Real Estate Tab 
The Real Estate tab documents Property information as well as any mortgages associated with the 
property. 

 
 

Tips: 

• Use the Borrower drop-down to review the information for each Borrower 

• Click the plus icon next to a section in order to add additional entries 

• Click the minus icon next to a section to remove entries 
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Declarations Tab 
The Declarations tab must be completed in its entirety for each borrower. 

• Use the Borrower drop-down to review the information for each Borrower 

 

 

  



  

6/28/2021  Page 17 
 

CorrIQ Delegated Reference Guide -  New Loan Process 
Validate 1003 – MISMO 3.4 File 

©Carrington Mortgage Services, LLC Mortgage Lending 
All rights reserved. Proprietary and confidential. 

Demographic Information Tab 
The Demographic Information must be completed for each borrower. 

• Use the Borrower drop-down to review the information for each Borrower 
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Loan Originator Information Tab 
The Loan Originator Information tab contains License as well as Contact information for the Originator. 
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Lender Loan Information Tab 
Ensure all information has been documented correctly on the Lender Loan Information tab. 
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Tips: 

• Click the plus icon next to a section in order to add additional entries 

• Click the minus icon next to a section to remove entries 

 
`
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Register Loan 
1. From the Home Screen, click Register Loan 

 
 

2. Enter the information as follows: 

• Enter Decision Making FICO Score (mid score) 
o FHA Streamline and VA IRRRL – Enter “0” 

• Select the Underwriting Type: DU, LPA, Manual or Other 
• Select the Channel:  Corr Delegated 

• Select the Post Closer 
o Post Closer can be changed later, if necessary 

• Enter any Notes to UW 
o Maps to the Encompass 360 Con Log 

3. Click Register 

 
 

4. Click Ok to the pop-up message  

• A message will appear indicating Registering Loan 

• A message will appear indicating “Registration is Complete” 

      

  

1 

3 

2 

4 



  

6/28/2021  Page 23 
 

CorrIQ Delegated Reference Guide -  New Loan Process 
Select Program 

©Carrington Mortgage Services, LLC Mortgage Lending 
All rights reserved. Proprietary and confidential. 

Select Program 
1. Click Select Program 

 
 

2. Enter Loan Scenario information 

3. Select Lock Term 

4. Click Get Pricing 

NOTE: Only Admins and Managers will have the ability to Price loans. LO’s can only Select a Program 
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5. Click Select next to desired Loan Program 

 
 

6. Click Continue 

• Select Program step has been Completed 
• Next step in process is Package Upload 

 

 

 

• Only Managers and Admins will be able to access the Price & Lock button 
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Package Upload 
1. Click Package Upload 

Note:  Products & Pricing is only visible to Admins and Managers (see Administration section) 

 
 

2. Click box for Credit and Closing Package or Other Description 

3. Click Browse or Drag and Drop File 

 
 

• Uploaded Document is reflected as clickable pdf 

• Package Upload step is complete 
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Review & Submit 
Note:  Pricing must be run on loans before they can be submitted.  If the Review and Submit step is 
greyed out, the loan must still be priced by a Manager or CorrIQ Admin (See Administrative Section). 

 
Review & Submit step is greyed out 

 
If Products & Pricing have been run, the Review & Submit step will be enabled for completion as follows: 

1. Click Review & Submit 

 
 

2. Select YES to the Submit this Loan File pop-up 

• Submitting Loan message will appear 
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Loan Management 

Archive Loan 
1. From within The Pipeline, locate the Loan 

2.  Click the checkbox to select the Loan(s) 

3. Click Archive Checked 

 

 

4. Click Ok 

 
 

The Loan can now be accessed via the Archived Tab 
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Update Post Closer 
1. From within The Pipeline, locate the Loan 

2. Within the Processor/Post Closer column, click the Edit button  

 

 

 

3. Select the Post Closer from the Processor drop-down 

4.  Click Set Processor 
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Conditions Management 
1. Search for Loan by Name or Loan Number 

2.  Click the Conditions button 

 
 

Review Conditions 
Condition Information is shared between Correspondent IQ and Encompass 360 in real time. 

Condition Status: 

• Reviewed – Carrington Account Manager / Relationship Manager has accepted your condition 

• Re-Requested – Carrington Account Manager / Relationship Manager / Underwriter has 
rejected your condition 

• Cleared – Carrington Account Manager / Underwriter has accepted and cleared the condition 

• Waived – Carrington Underwriter has waived the condition 
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Rerequested Conditions will contain any Notes pertaining to the rerequest. 

 
 

Cleared and Waived Conditions appear at the bottom and no longer allow Uploaded Files. 

 
 

Upload Conditions 
1. Click Upload Files 

 
 

2. Click the Checkmark next to the condition 

3. Click Browse to locate files 

• Can also drag & drop files 

4. Enter any Comments, if applicable 

5. Click Start Upload 

• Documents uploaded into Corr IQ are available for review within Encompass 360 in real time 
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Stored Loan Documents 
All documents uploaded to a loan file (including Condition Documents) can be viewed within the Loan 
Documents tab. 
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Administration 

Products & Pricing 

Quick Pricer 
1. Click the Pricing icon 

 
 

2. Enter Loan Scenario information 

• FHA Streamline and VA IRRRL – Enter “0” for the FICO 

3. Select Lock Term 

4. Click Get Pricing 

 
 

5. Review Products and Pricing 

6. Click Information icon for LLPA’s / ineligibility reasons 

  

1 

3 

2 

4 

5 

6 



  

6/28/2021  Page 33 
 

CorrIQ Delegated Reference Guide -  Administration 
Products & Pricing 

©Carrington Mortgage Services, LLC Mortgage Lending 
All rights reserved. Proprietary and confidential. 

Price & Lock (Administrators and Managers only) 
1. Click Price & Lock 

• Only visible to Admins & Managers 

• Only available after Submission 

2. Enter Loan Scenario information 

3. Select Lock Term 

4. Click Get Pricing 

 
 

5. Click desired line of pricing 

6. Review Pricing Snapshot 

7. Click Request Lock 
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Lock Extension 
1. Click the Locks icon 

2. Click the Edit icon next to the locked loan  

 
 

3. Click Get Pricing 

• You will be directed to Optimal Blue 

 
  

1 

2 

3 



  

6/28/2021  Page 35 
 

CorrIQ Delegated Reference Guide -  Administration 
Lock Extension 

©Carrington Mortgage Services, LLC Mortgage Lending 
All rights reserved. Proprietary and confidential. 

4. Click the Change Request icon  

5. Click the Lock Extension radio button 

6. Select First Lien from the drop-down list 

7. Enter the number of Lock Extension Days 

8. Click Calculate Cost 

• Price will calculate 

9. Click Submit Request 

 
 

10. Click Ok to pop-up messages 
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User Support 
• Add/Remove Users 

• Send Credentials 

• Update Roles 

• Update phone/email 
 

Modify an Account 
1. Click the Accounts icon 

 
 

2. Click Edit to modify a User’s account 

 
 

Add an Account 
1. Enter all Required Fields (*) 

2. Click Save 

3. Click Email Password 
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Seller Support 

Contact Us 
 

Email: CorrIQSupport@CarringtonMS.com 

Phone: (949) 517-5054 

Chat Option: Available on CorrIQ Portal 
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