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Login to the Dealer Portal
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1. Once your 
account has 
been created,  
you will receive 
an email with a 
URL link to this 
login page

2. First time users 
will be prompted 
to set-up their 
password



APPLICATION PROCESS



Landing Page

1. Click “Start New” 
button to begin
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1. Input project details 
(Downpayment 
automatically populates)

2. Input applicant contact 
details

Project Details & Applicant Contact Details

3. Click “Complete 
Application on Portal” 

3a. (Optional) If customer 
requires application sent to 
another person (e.g., 
spouse not currently at 
home), click “Send 
Application Link”
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1. Select either 
Individual or Joint 
application

Application Type

2. Click “Continue”
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1. Click “Start Scan”

Scan ID Document
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2. If there is a Co-
Applicant, this 
process will happen 
twice



1. Scan front of ID
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Scan ID Document - Front



1. Once image has 
been captured, 
click “Accept” to 
procced
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Scan ID Document – Front –Part 2



1. Review scanned 
details

2. Click “Continue”
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ID Document Upload – If Successful



1. Review error and 
delete scan

2. Click “Start Scan”  
and use valid ID

ID Document Upload – If Error
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1. ONLY applicant’s SSN 
is required, the 
remaining fields will 
automatically populate 
from prior screens

2. Current Address 
Details will be 
populated from 
scanned ID Document 
- Please input 
manually if different

Primary Applicant SSN & Address
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3. Click “Save and 
Continue”



1. If project address 
is different than 
current address, 
click drop down 
and input the 
project address

2. Click “Save and 
Continue”

Project Address Confirmation
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1. If the project 
address is not the 
same as the current 
address, please 
click the drop down 
and input the 
project address

2. Click “Save and 
Continue”

Project Address Confirmation
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1. Enter Gross Monthly 
Income, Gross Annual 
Income will calculate 
automatically

4. Click “Save and 
Continue”

Income and Housing Information
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2. Enter Monthly 
Housing Payment

3. For Joint Apps, a 
second box will show 
here and request the 
same details



1. Review 
information 
provided

3. Click “Confirm 
and Proceed”
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2. Click “Edit” if 
changes are 
required

Review/Confirm Information
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Customer Consent for Credit Pre-
qualification

1. Applicant reviews 
disclosure and if 
they agree and 
understand, they 
click “Submit for 
pre-qualification”



1. Consumer will be 
presented with the 
message that no 
offer is available

Pre-qual Rejected
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2. Adverse Action 
Notice will sent to 
customer
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Pre-qual Approved & Loan Selection

1. Financing 
amount approval 
(NO ACTION 
REQUIRED)

2. Select the 
appropriate loan 
offer

3. Once loan offer is 
selected, click 
“Proceed with this 
plan”
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Send Loan Documents to Customer
1. Select the 
preferred delivery 
method for the loan 
documents

2. Email/Phone 
number will 
automatically 
populate

3. Click “Send Loan 
Docs”
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Customer Reviews/Completes Loan Documents on 
Their Device
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More Detailed Flow With Complete DocuSign Process
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More Detailed Flow With Complete Docu Sign Process



FUNDING PROCESS



1. Dealer log in to 
the Portal

Login to Raise Funding Request
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1. Click on the 
Application ICON to 
get to the account 
for which funding 
request needs to be 
raised 

Landing Page
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1. Locate the 
customer account 
in the “Ready to 
Fund” Section and 
click it

Funding Landing Page
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2. Search 
functionality is also 
available to locate 
the customer 
account by name



1. Click “Request 
Funding”

Request Funding
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1. Review the 
funding amount 
and click “Confirm”

Confirm the Final Amount
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1. Click “Close”

Funding Request Confirmation
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1. Account Status 
will be updated to 
“Request Pending”

Funding Request Confirmation
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Next Steps

2. Dealer to sign the 
RIC contract sent 
over email
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Daily Settlement Report will be shared with Dealer on 
the loans that are funded prior day via Email

Multiple Email recipients can be configured



DEALER RIC SIGNING



1. Dealer  will 
receive the RIC 
signature request 
on their Email

Receive Email
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2. Click “Sign 
Contract” to start 
the DocuSign 
process
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Dealer Completes Loan Documents Signature to 
Process the Funding



1. Fund will be 
disbursed next 
business day.

Receive Email
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2. Account status 
will be updated to 
“Funded”



Change Order



1. Locate the 
account in the 
application tab and 
click

Locate the account
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1. Click “Change 
Order” to update 
the financing 
amount

Initiate Change Order Request
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Note: Changing the 
order will restart 
the waiting period 
for funding



1. Enter the 
updated financing 
amount and click 
“Confirm”

Initiate Change Order Request
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1. Confirmation 
screen

Request Confirmed
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Next Steps:

Customer will 
receive email to 
sign the updated 
loan documents
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Customer Reviews/Completes Change Order Request 
on Their Device
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Customer Reviews/Completes Change Order Request 
on Their Device - CONTINUED



1. Account will get 
updated to “Ready 
to Fund” status 
with new amount

Change Order Completed
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