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This Job Aid walks you through the steps to assign or reassign LOs/LPs to existing
loans in your pipeline.

A From the pipeline screen:

CONTACTUS  Training User -

1. Select the pipeline view for the stage
your specific loan is in or...
2. Enter a specific loan number.

WELCOME  PPELNE  ADDNEWLOAN  BATCHDOCUMENTUPLOAD  REPORTS  TRADES  TOOLS&RESOURCES v PURCHA!

LOAN OPTIONS s Cye

CHANNEL

Remember! Only the foIIowing Personas O All Active Loans File Started/Registered Locked Not Delivered Allocated Not Delivered
can assign or reassign existing loans:

38928 Loans 9996 Loans 137 Loans 0 Loans

° Seller Admin
L Se”er Rep Eligibility File Received Unacceptable Eligibility Eligibility Audit Review Pending Eligibility
Delive. Conditions
L] Lock Desk 19705 Loans 22 Loans 1286 Loans 3087 Loans
° Seller Processor
Eligibility Approved Eligibility Rejected Complete Loan Pkg Unacceptable File
Received Delivery
404 Loans 431 Loans 552 Loans 28 Loans

CONTACTUS  Seller Admin Test Account

B Once in a pipeline view scroll to the far
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right.

WELCOME  PIPELNE  ADDNEWLOAN  BATCHDOCUMENTUPLOAD ~ REPORTS  TRADES  TOOLS &RESOURCES ADD NEW LOAN - DEV ONLY

Loan Group | Locked Not Delivered v FindLoan [ Pennymac Loan # v Q

Locate the Contacts column.
2. Select the Contact Icon for the loan
you wish to assign/reassign.

Commitment Type

Commitment Number  Commitment

BestEfions 06192020 o Ner-Delegsies

BestEffors 082622020 o Deiegeies

Best s 08142020 ° O 2

BestEfions 03232020 o — 2

Besigions 083202020 0 o — a

Benitions 1612020 0 NonDelegetee 2

Senittons 12302020 3 Delegetes 2
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C The Key Loans Contact window displays.

Select the Edit pencil in the Loan
Officer section.

Select the correct contact from the
dropdown list and click save.

The LO drop down will contain the names
of all users with the Seller Rep and/or
Seller Admin personas.

D Repeat the process in the Loan Processor
section of the Key Loan Contacts window.

1.

2.

Select the Edit pencil in the Loan
Processor section.

Select the correct contact from the
dropdown list and click save.

The LP dropdown will contain the names
of all users with the Seller Processor,

Seller Rep, and/or Seller Admin personas.
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Originator Contacts

Loan Officer

Admin Testing
APPLE CORRESPONDENTS
testing@applecorr.com

Cell

Office

Fax

Lender Contacts
Account Executive
Account Executive
noemailg@email.com
Cell null

Office 123-456-7890
Fax null

Underwriter

Contact not yet assigned

Selier Adrmin Test Account
Loan Processor 7

ok _
APPLE CORRESPONDENTS

devprocessor@applecorr.com e =
Cell *j @
Office Processor Contacts
Fax i

Loan Processor =
Contact not yet assigned =
Loan Closer

Contact not yet assigned =
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Originator Contacts

Loan Officer

APPLE CORRESPONDEN.

Priyanka Sharma

APPLE CORRESPONDE!
prisharmatO@pnmac.com
Cell

Lender Contacts

Account Executive

Account Executive
noemailgemail.com
Cell nul

Office 123-456.7890
Fax null

Underwriter

QA Automat

Rekesh DEV

Rayko Banov

Reyko DEV

Robert Springer
Ryen Lohimen

Setish Sriantamvens
Seller Admin

Seller Admin

Seler Admin

Seller Adm
Seller Adm
Seller Rep.

Seller Rep.

in Test Account

in_Swapna

Loan Processor

Brad Stayte
APPLE CORRESPONDENTS
brad.stayte@pnmac.com
Cell

Office

Fax

Loan Processor

Contact not yet assigned

Loan Closer

Seller Admin Test Account

ncea Fiter

Processor Contacts
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Originator Contacts
Loan Officer

Admin Testing

APPLE CORRESPONDENTS
testing@applecorr.com

cell

Office

Fax

Lender Contacts
Account Executive
Account Executive
noemail@email.com
Cell null

Office 123-456-7890
Fax null

Underwriter

Contact not yet assigned

Loan Processor

Dev Processor

APPLE CORRESPONDENTS
devprocessorgapplecorr.com
Cell rcearier | (8 &
Office
Fax Processor Contacts
Loan Processor 2
Contact not yet assigned -
Loan Closer 2
Contact not yet assigned o

= (J2 9 o
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Loan

Originator Contacts

Loan Officer

arma

A CORRESPONDENTS
pri.sharmalOgpnmac.com
Cel

Office

Fax

Lender Contacts
Account Executive
Account Executive
noemaiigemail.com
Cell null

Office 123-456-7890
Fax null

Underwriter

Contact not yet assigned

CORRESPONDENTS
Brad Stayte

APPLE CORRESPONDENTS
brad.stayte@pnmac.com
Cell

Office

Fax

Loan Processor

Contact not yet assigned

Loan Closer

Contact not yet assigned

Seller Admin Test Account

=

Contacts

ealcesh bhatnege fancea Fiter

Ajey Brat A Processor
BE Test Sefter Processor

Brod Stayte. =

BULL TESTING

Jo

chn

Jo

Dev Processor

e
Erik Villorie -
Hanh TPO-dev -
Josoul G

JoRDAN 2
Priy

Pryen =

Seter Processor

Seler Processor
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