


PORTAL FEATURES

• Portal Tour

• Pipeline Icon Functionality 

• New Loan Registration 

• E-sign process

• Appraisal Process

• MiPrice Quote 

• Lock/Relock/Extend Rate 

• Document Upload

• Loan Change Requests

• Loan Escalations

• Request Closing

NEW LOAN REGISTRATION PROCESS

• Loan Information 

• Register/Lock 

• Loan Estimate

• Written Providers List

• Submit

• Self-Disclosure Process (see tutorial)

I N T R O D U C T I O N  TO  M I M U T U AL M O R T GAG E  W H O L E S AL E S  P R O C E S S  F L O W



MIMUTUAL PORTAL 



MIMUTUAL PORTAL LOGIN

Login to the MiMutual Portal at https://home.michiganmutual.com/ using 
your username and password 

Once logged in, the links within the Broker Login box will allow access to 
Broker Tools.  Users may contact clientrelations@mimutual.com with 
any login problems.



PORTAL TOUR

Get an at-a-glance view of your 
business on the Dashboard.

• Closed Loan Volume
• Expiring Locks
• Files Waiting to be Reviewed
• Files waiting to be Underwritten



PORTAL TOUR
P I P E L I N E  S T A T U S  P A G E

Loans registered in the portal have loan numbers that begin with the current calendar year. 
Simply click on the desired loan number, actions tab or icon and the system will automatically take you to the next screen. 



PORTAL TOUR

All new loan submissions will be started by clicking on the “New Loan Registration” 



PORTAL TOUR

Convenient access to links and resources to conduct business with MiMutual Mortgage Wholesale:

• Access MiMu Rates

• Link to MiMu Documents/Announcements

• Link to MiPrice Quote 

• Links to MI Quotes



PORTAL FEATURES
S TAT U S  O F  L O AN

Users can follow a loan through the MiMutual Process in Real-Time in the Pipeline View,
each stage of the process is listed under the Current Status column.



PORTAL FEATURES
I C O N S  W I T H I N  T H E  P I P E L I N E

Upon Intent to Proceed/
E-sign Received Status



MiPrice Quote



To utilize the MiPrice Quote pricing engine you will need to log in the website with your username 
and password and click on the MiPrice Quote tab to the left in the blue box. 



Complete all sections – Grayed out areas will be populated once the Zip code is provided. All 
Asterisk areas must be completed .



Complete all sections.  All Asterisk areas must be completed .



Complete all sections.  All Asterisk areas must be completed .
Alerts in red will be listed should something have been missed.



When all fields have been completed , click on the get rates button at bottom of page .



Review current rates for both Eligible and Ineligible programs . Click on expand all to see rates 
and details for why something is Ineligible .  Click on desired rate and you will see the pricing 
adjustments.



Expand All will provide you details as to why a program might be Ineligible . Locking on an Ineligible 
program is allowed . These details can also be used to alert you of any inaccuracies that need to be 
corrected in the above fields. Click on New Loan registration button to proceed with registration of new 
loan  



Step 1
In submitting a loan to MiMutual Mortgage 
Wholesale is to complete the “Loan Information” 
screen and upload your FNMA 3.2

NEW LOAN REGISTRATION 
PROCESS
LOAN INFORMATION



Click on  New Loan Registration
This will bring you to the “Loan Information” screen where you obtain a loan number by        
uploading the Fannie Mae 3.2 file

NEW LOAN REGISTRATION PROCESS
L O A N  I N F O R M A T I O N



1. Collect general Loan Information via the dropdown
2. Upload the Fannie Mae 3.2 file
3. Choose your compensation type
4. Create Loan

NEW LOAN REGISTRATION PROCESS
L O A N  I N F O R M A T I O N



Select the appropriate Loan Type from the dropdown menu

NEW LOAN REGISTRATION PROCESS
L O A N  I N F O R M A T I O N

For a Jumbo Product choose 
the Conventional option  



For a Jumbo Product choose 
the Convntional option  

If you are going to request a Piggyback HELOC please select.



For a Jumbo Product choose 
the Convntional option  

If you are going to request a Piggyback HELOC please enter the amount of 
subordinate financing you are seeking.



For a Jumbo Product choose 
the Convntional option  



Please note if your “Loan Type” is FHA and the “Loan Purpose” a refinance select a “Refinance Type”
to request the appropriate FHA case number needed 

NEW LOAN REGISTRATION PROCESS
L O A N  I N F O R M A T I O N  – F H A  C A S E  N U M B E R



Your case # will be processed when the Intent to Proceed is received

NEW LOAN REGISTRATION PROCESS
F H A  C A S E  N U M B E R



Choose the applicable “FHA Case 
Information”

• Request MiMu to Order FHA Case #
• Transfer FHA Case No
• Property is a TBD
• Principal/Agent Processing Own 

Case Number (Full Eagles Only)

NEW LOAN REGISTRATION PROCESS
F H A  C A S E  N U M B E R S



Choose the applicable “Property Type”
• Attached
• Condo
• Detached
• Detached Condo
• PUD

NEW LOAN REGISTRATION PROCESS
F H A  C A S E  N U M B E R S



Enter the “Prior FHA Case #” 
If applicable, include the suffix 
without the hyphen 

NEW LOAN REGISTRATION PROCESS
F H A  C A S E  N U M B E R S



Select the appropriate Loan Officer from the dropdown menu. 
The LO selection  will receive all email communications throughout the process.

NEW LOAN REGISTRATION PROCESS
L O A N  I N F O R M A T I O N



Select the appropriate Processor and Alternate Contact Name from the dropdown menu. 
The Processor and Alternate Contact Name  selected  will receive  all email communications throughout the process.
If the Processor or Alt Contact is not known at the time of registration, leave blank and email Disclosureteam@mimutual.com to 

add the processor for access to the loan.  

NEW LOAN REGISTRATION PROCESS
L O A N  I N F O R M A T I O N



Click on  the Choose File and Browse buttons to upload the FNMA 3.2 file
Once 1003 is uploaded select the Create Loan Button

NEW LOAN REGISTRATION PROCESS
L O A N  I N F O R M A T I O N



Verify the loan has been created successfully 

NEW LOAN REGISTRATION PROCESS
L O A N  I N F O R M A T I O N



Verify all information that has imported via the 
1003 to ensure accuracy, Multiple borrowers 
on a FNMA 3.2 upload will be indicated with a 
blue bar separating each borrower for 
completion and review of information for 
accuracy.

**Any changes to the loan information after the 
loan is registered must be made via the 
Request for Change of Circumstance  (COC)

NEW LOAN REGISTRATION PROCESS
R E G I S T E R / L O C K  – M U L T I P L E  B O R R O W E R  I N F O R M A T I O N



Verify all information is accurate, make any necessary changes. 

URGENT
All Information contained on 
the Register/Lock screen will 
determine loan eligibility and 
quote rates. 
Verify information meets 
guideline requirements for 
your desired product 
selection. 

NEW LOAN REGISTRATION PROCESS
R E G I S T E R / L O C K  – B O R R O W E R  I N F O R M A T I O N



Complete the Veteran information when applicable

NEW LOAN REGISTRATION PROCESS
R E G I S T E R / L O C K  – B O R R O W E R  I N F O R M A T I O N

*This information will help determine your loan eligibility, verify this matches guideline requirements for the desired product.



Complete the credit score information for Experian/trans Union/Equifax for the Borrower and 
Co-Borrower (if applicable).
Fields to be completed will highlight in red and list at the top of the “Register/Lock” screen.
This will help walk users through the required fields, once the information is completed the field will drop from the list and the red 
highlight will disappear.

NEW LOAN REGISTRATION PROCESS
R E G I S T E R / L O C K  – B O R R O W E R  I N F O R M A T I O N



NEW LOAN REGISTRATION PROCESS
R E G I S T E R / L O C K  – P R O P E R T Y  I N F O R M A T I O N

Verify all information is accurate, make any necessary changes. (All Asterisk fields are required)

*This information will help determine your loan eligibility, verify this matches guideline requirements for the desired 
product.



NEW LOAN REGISTRATION PROCESS
R E G I S T E R / L O C K  - L O A N  D E T A I L

1.Ensure all asterisk areas are complete and accurate, according to desired product requirements.

2. Indicate if you are buying out any fees 

3.The Term and Amortization field will determine the eligible product pricing quotes.

The purchase price should be 0.00 
when the transaction is a refinance 



NEW LOAN REGISTRATION PROCESS
R E G I S T E R / L O C K  - L O A N  D E T A I L

Choose the Expected AUS Response  
with the following loan Programs :

Conventional-FHA-VA-Select (Jumbo) 
• DU Approve/Eligible
• DU Approve Ineligible
• DU Refer/Eligible

Conventional
• LP Accept/Eligible
• LP Accept Ineligible

Jumbo
• DU Approve/Eligible
• DU Approve Ineligible
USDA

• GUS  Accept/Eligible  
• GUS Refer/Eligible



NEW LOAN REGISTRATION PROCESS
R E G I S T E R / L O C K  - L O A N  D E T A I L

Select the PMI type 



NEW LOAN REGISTRATION PROCESS
R E G I S T E R / L O C K  - R A T E  L O C K  D E T A I L

Select the amount of lock days needed. 

Click on “Refresh Rates“ to get a rate selection according to product parameters indicated in 
the Borrower Information/Property information/Loan Detail and Rate Lock Detail sections. 



NEW LOAN REGISTRATION PROCESS
R E G I S T E R / L O C K  - R A T E  L O C K  D E T A I L

After selecting “Refresh Rates” to obtain “Eligible Products” if a field from the Register/Lock screen is not 
completed it will list in red. Enter the missing information and select “Refresh Rates”

Upon Completion of missing or changed loan information 
always Refresh Rates to reload products and rates.



NEW LOAN REGISTRATION PROCESS
R E G I S T E R / L O C K  - R A T E  L O C K  D E T A I L

All Eligible and Ineligible Programs are displayed according to fields completed on the Register/Lock
screen in the Borrower Information/Property Information/ Loan Detail/Rate lock Detail sections



NEW LOAN REGISTRATION PROCESS
R E G I S T E R / L O C K  - R A T E  L O C K  D E T A I L

Clicking Hide Details will list 
the Ineligible Program 
parameters causing the 
product to show as 
Ineligible.

Changing the fields 
applicable to the parameters 
listed in “red” and click 
Refresh Rates this will 
change product to the list of 
Eligible Programs

However you may lock or 
Register an

Ineligible Program.



NEW LOAN REGISTRATION PROCESS
R E G I S T E R / L O C K  - R A T E  L O C K  D E T A I L

Select the rate you would like to 
be disclosed on the initial LE or 
the rate you would like to lock.

Select Register and you will 
move to the Loan Estimate 
screen to continue the New Loan 
Registration process  or Lock.

Both actions can also be taken at 
this time.



NEW LOAN REGISTRATION PROCESS
R E G I S T E R / L O C K  - R A T E  L O C K  D E T A I L  I N E L I G I A B L E  P R O G R A M S

Clicking The Ineligible 
Program will display rates. 

Select the desired rate and 
click Lock

Ineligible Programs can be 
locked and registered.

* Additional rate adjustments 
may apply on Ineligible 
program locks, if information is 
not reflected in the 
Register/Lock screen 



NEW LOAN REGISTRATION PROCESS
R E G I S T E R / L O C K  - R A T E  L O C K  D E T A I L

Confirm Yes or No to proceed in Locking an Eligible loan.



NEW LOAN REGISTRATION PROCESS
R E G I S T E R / L O C K  - R A T E  L O C K  D E T A I L

Confirm Yes or No to proceed in Locking an Ineligible loan. 
The reason for locking the loan ineligible must be completed.



NEW LOAN REGISTRATION PROCESS
R E G I S T E R / L O C K  - R A T E  L O C K  D E T A I L

Confirm Yes or No to proceed in Registering the loan.



NEW LOAN REGISTRATION PROCESS
R E G I S T E R / L O C K  – L O A N  R E G I S T R A T I O N  C E R T I F I C A T E  E M A I L

Once your loan is registered you will receive a
Loan Registration Certificate. 

This contains all the information received by
MMI via the FNMA 3.2 upload



NEW LOAN REGISTRATION PROCESS
G o v e r n m e n t  M o n i t o r i n g  



NEW LOAN REGISTRATION PROCESS
L O A N  E S T I M A T E

Once you have completed the Register/Lock screen (if you did not select “lock only”) you will move to 
the Loan Estimate.
The first four fields are grayed out, the information is completed when the loan is  “Registered”
If you need to apply changes to these fields use the “Actions” drop down on the pipeline and submit a 
“Change of Circumstance (COC)” 



Input the required fees complete this action until all LE fee sections are complete.  Asterisk fields
are required

NEW LOAN REGISTRATION PROCESS
L O A N  E S T I M A T E



Continue entering  fees until all LE fee sections are complete.
Asterisk fields are required.

NEW LOAN REGISTRATION PROCESS
L O A N  E S T I M A T E

This image cannot currently be displayed.



NEW LOAN REGISTRATION PROCESS
L O A N  E S T I M A T E

Input the required fees complete this action until all LE fee sections are complete. Asterisk fields are required

*A set amount of $100 will be templated for credit report and the accurate charge will be adjusted if 
necessary upon receipt of the invoice, when issuing the CD. 

**The Fee for a flood certificate is $7.70 LQB, will round up the fee to $8 on the LE 



NEW LOAN REGISTRATION PROCESS
L O A N  E S T I M A T E

• You can now input the months in which taxes are due for City, County and Other Property Tax. 

• After completing the government monitoring questions, you are navigated to the LE Fees tab and will find the updated
interface under section G: Initial Escrow Payment at Closing.



NEW LOAN REGISTRATION PROCESS
L O A N  E S T I M A T E

Once the fees and service providers are completed, the disbursements months are included on the final
submit screen, added to the LE Fees Worksheet and populated onto the Non P&I Housing Expenses
screen.

You can input as many as four disbursement months and can only select that particular month once for each
item. If an amount is present within the annual tax field, at least 1 month will be required.



NEW LOAN REGISTRATION PROCESS
L O A N  E S T I M A T E

Complete any seller credits applicable to the transaction.

The Lender Credits will populate from the choose rate on the Register/Lock screen

When LE fees are complete
Click “Continue” to proceed to
Written Providers List 



NEW LOAN REGISTRATION PROCESS
W R I T T E N  P R O V I D E R S  L I S T

All Written Providers should be completed in the Written Providers screen 



NEW LOAN REGISTRATION PROCESS
W R I T T E N  P R O V I D E R S  L I S T

Complete the service providers information, according to the fee name listed.

Asterisk fields are required



To copy the service provider information for another fee click the drop down and select the fee 
name you would like to copy.  

NEW LOAN REGISTRATION PROCESS
W R I T T E N  P R O V I D E R S  L I S T



Confirm Yes or No to copy the Service provider information for the next fee.

NEW LOAN REGISTRATION PROCESS
W R I T T E N  P R O V I D E R S  L I S T



Confirm Yes or No to copy the Service provider information for the next fee.

NEW LOAN REGISTRATION PROCESS
W R I T T E N  P R O V I D E R S  L I S T



Confirm Yes or No to copy the Service provider information for the next fee.

NEW LOAN REGISTRATION PROCESS
W R I T T E N  P R O V I D E R S  L I S T



NEW LOAN REGISTRATION PROCESS
S U B M I T

Within the Loan Summary screen 
review the Loan Details information

for accuracy, should any information 
need updating utilize the 

Loan Change Request process.



NEW LOAN REGISTRATION PROCESS
S U B M I T

Within the Loan Summary screen review the Loan Estimate 
Information for accuracy, should any information need 
updating.

Click on the Previous button at the bottom of the screen to 
return to the Loan Estimate and Written Provider List 
screen and change any fields necessary. 



E-SIGN & 
E-CONSENT 
INSTRUCTIONS

• Email Notifications to follow E-sign Process 

• Borrower & Co-Borrower E-Sign Process

• Loan Officer  E-Sign Process

• Closing Disclosure E-Consent





E-SIGN INSTRUCTIONS
E - S I G N I N G  D I R E C T I O N S  F O R  T H E  B O R R O W E R  &  C O - B O R R O W E R



E-SIGN INSTRUCTIONS

ESIGNING PROCESS & CD-CONSENTING

https://home.michiganmutual.com/forms/Michigan%20Mutual/Br-%20Esign%20process%20instructions%20%20.pdf



E-SIGN INSTRUCTIONS
E - S I G N I N G  D I R E C T I O N S  F O R  T H E  B O R R O W E R  &  C O - B O R R O W E R



E-SIGN INSTRUCTIONS
E - S I G N I N G  D I R E C T I O N S  F O R  T H E  1 0 0 3  F O R  T H E  L O A N  O F F I C E R



PORTAL FEATURES
Disclosure Status 
Progress Bar



The disclosure status progress bars can be accessed by clicking the loan number within the broker
pipeline with a separate bar appearing for each borrower and the assigned loan officer. As each event
occurs, a chevron/arrow will display as completed along with a date and/or time stamp to indicate when
the event took place.
While the chevrons only address the initial LE and the initial CD, we will also display the dates of the
most recent disclosed LE or CD to account for re-disclosures on the loan. NOTE: Correspondent lenders
who provide their own closing docs will not have any disclosure status bars within the pipeline since we
do not provide any LEs or CDs on their behalf. 



Disclosure Resend Button
Request a resending of the initial LE or initial CD directly from the portal. This link will be active from the time of sending the initial LE/CD to 
the time is it signed/acknowledged.
To accomplish this:
1. Log into the portal, navigate to the desired loan and click the actions tab.
2. Click on Document Upload or the icon circled in red below.
3. Click on Disclosure Center.
4. Click on the desired orange resend button.
5. Verify the email address of the borrower and, if correct, click the Yes button.
a. This will send an email to the requested party to the email address on file.
6. If the email is incorrect, they can click the “Incorrect Email” button and enter the updated email.







PORTAL FEATURES
Appraisal Process



Appraisal Process

Functionality to order appraisals through the MMI portal has been added to the “Action” button
within the pipeline with receipt of the “Intent to Proceed” from the borrower. Clicking the Actions
button will display the option to “$Order Appraisal/Final Inspection. “ The client will be driven to
the Equity Solutions Website, or the AMC in which they are approved to utilize. Along with
the convenience of the link within the portal, Equity Solutions will operate under the system
Appraisal Scope, this is their internal system to order and track appraisals. The client will
experience a more efficient user friendly experience within the Equity Solutions website:
http://www.esusa.net/

Click Link Below to Watch Appraisal Scope Demo:
https://www.screencast.com/t/U3eXShVn







PORTAL FEATURES
AUS Validation  &
DOCUMENT UPLOAD



PORTAL FEATURES
A U S  V a l i d a t i o n  

Once the file is Registered - there are two ways in which to launch the AUS validation:

Click “AUS Validation” under the Actions button
Click the button within the Document Upload screen



The Document Upload Icon        under Actions will enable users to upload documents. 

PORTAL FEATURES
D O C U M E N T  U P L O A D

Document Upload Categories:
• New Submission 
• Doc Check Failed
• Prior to Docs Conditions
• Invoices



On the Document Upload Screen click the Select Files button, browse and upload the document(s)
• One PDF file
• 50 MB

PORTAL FEATURES
D O C U M E N T  U P L O A D



1. Click on Document Upload 
2. Click on Loan Documents
3. Click on document to open 

and view
*The document is date and time 
stamped according to upload

PORTAL FEATURES
D O C U M E N T  U P L O A D  - R E V I E W  L O A N  D O C U M E N T S



PORTAL TOUR
C O N D I T I O N S  P A G E

Click on Document Upload
Click on Conditions (circled below)
Tabs are labelled accordingly 



PORTAL TOUR
P I P E L I N E  S T A T U S  P A G E

The corresponding condition ID as seen on the approval certification is viewable within the portal.  You can also 
sort by any of the three header  descriptions: ID, Status or Condition.



PORTAL ENHANCEMENTS
A P P R O V A L  C E R T I F I C A T E

Underwriting Certificate will have the 
following status:
• Approval 
• Suspended
• Declined

Condition categories  will be as follows:
• PTD=Client to Provide=Prior to Docs
• PTD-P = Client to Provide = Junior 

Underwriter to Review
• PTD-U=Client to Provide=Underwriter 

to Review
• PTF= Prior to Funding

*The certificate will not reflect a CTC title, it will 
show all conditions cleared with the exception of 
outstanding PTF conditions* 



PORTAL FEATURES
Lock/Relock/Extend Rate 



PORTAL TOUR
R E S O U R C E S - L O C K  A  R A T E

• Click on “Rates” or the “Lock 
Rate” icon to access the Borrower 
Paid or Lender Paid Rate Sheets.

• Borrower paid will not have your 
Comp built into the rate sheet.

• Lender paid will have your Comp 
built into the rate sheet.

• To lock a rate click on the green 
“Lock Rate” icon.  Follow the data 
entry, anything with an asterisk 
must be completed.  Then click 
on the green “Lock” button. 

• Once you complete the above 
steps you will receive a rate lock 
confirmation via email from 
secondary.



PORTAL TOUR
R E S O U R C E S - R E L O C K / E X T E N D  

• Click on the lock icon or

• Click on “Rate Lock” or if you would like 
to review our 

• “Rate lock Policy” you can find this via 
any one of our “RATES” tabs in the 
portal.



PORTAL FEATURES
Change of Circumstance, 
Loan Escalation Process, 
Closing Request 



Submit a “Request  For Change of Circumstance “ for changes on 
unlocked  and locked loans and Loan Product Changes

1. Navigate to the Change of Circumstance (COC) form from the 
“Actions” button on the pipeline

2. Complete ONLY the field (s) that are changing 
3. Click the Submit Request Button

PORTAL FEATURES
C h a n g e  o f  C i r c u m s t a n c e  ( C O C )



Users will use the Loan Escalation Form to escalate the following:
• Loan Decisions
• Conditions
• Missed Documentation
• Exception
• Collateral
• Decision

The MiMutual Underwriting Management Team will review and 
responded to within 24 hours.

PORTAL FEATURES
L O A N  E S C A L A T I O N



PORTAL FEATURES
L O A N  E S C A L A T I O N

There are six Loan Escalation types, using the proper escalation helps ensure the appropriate person is reviewing the 
escalation.

Decision Escalation – Use this choice if you disagree with the Denial or Suspended decision.

Condition Escalation – Use this choice when a condition may not be deemed necessary per 
guidelines or you are attempting to clear the condition utilizing alternative documentation.
Also if a condition needs review prior to all PTD-U or Suspense conditions being uploaded, to 
determine if the file is approvable, should this be a make or break condition requiring review

Missed Docs Escalation - Use this choice if you have submitted documentation which has not been 
addressed by the underwriter after their review.
(Please note our standard “Next Day” turn time to clear conditions.)

Exception – Use this choice if you are requesting an exception to be made.

Collateral Escalation – Use this choice if you are requesting a review of an item related to the 
appraisal.

Disclosure Escalation – Use this choice if you are requesting a review of a disclosure condition.



PORTAL TOUR
R E Q U E S T  F O R  C L O S I N G

• Upon CTC of your loan click on 
Closing Request under the 
“Actions” tab.

• MMI has a 48 hour closing policy.
• CTC today, the closing package will 

go out to the title/escrow company the 
next business day, for 
signing/closing/funding the following 
business day.




