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Overview 

The Encompass Partner Connect (EPC) - LoanBeam User Manual provides information for using the 

LoanBeam interface to EPC for submitting LoanBeam Income requests and retrieving LoanBeam 

income analysis results. The manual offers step-by-step guidance on how to: 

• Access LoanBeam  

• Create a new LoanBeam application  

• Review applications on the dashboard that are in progress or completed 

• Download income calculation output files 

• Update an existing completed application and resubmit 

This manual is intended for LoanBeam users accessing the system through the EPC Encompass Loan 

Origination System (LOS). 

Access LoanBeam (EPC) 

Encompass has two platforms: 

1. Encompass Desktop  

2. Encompass LO Connect (Web) 

LoanBeam (EPC) is available on both platforms, and access instructions are provided for each one. 

Encompass Desktop  

To open the LoanBeam (EPC) application from the Desktop, go to Pipeline and double-click the 

application row. 
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Select Services, then Order Additional Services. 

 

Select LoanBeam (EPC) and select Submit. 
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 Note: After opening LoanBeam, the process and screen navigation are the same for both 

Encompass Desktop and Web. Proceed to the Create LoanBeam Application section to start a 

new LoanBeam application or go to the Review LoanBeam Application section to view results 

from previously submitted applications. 

 

After you click Submit, the following screen appears: 
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Encompass LO Connect (Web) 

Before you begin, note that Encompass LO Connect (Web) profiles may be configured differently by user. 

As a result, your screens, menus, or navigation may look slightly different from the examples shown here. 

However, once you locate and launch LoanBeam and select Order Services, the remaining steps in the 

process are the same for all users. 

After signing in to Encompass, open the Applications pop-up and select Pipeline if it isn’t already 

displayed. Otherwise, skip to the next step. 

 

The system displays the loans specific to the user. To select an existing loan, click anywhere within the 

corresponding application row.   

Optional Special Process 

This is not the normal process—loans are typically already in Encompass. If a loan is not present, click 

New Loan to create one. 

 

 Note: To search for a particular loan number, click on the loan number column header. 
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Click Application View from the left hand navigation to view or update the borrower or co-borrower 

information then click Save. Alternatively, skip to the Application View if this screen does not present. 

 

On the Application View page, scroll down on the left hand navigation menu until you see Services, 

select it, and then, click All Services. 
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Click on Order Service located on the right. 

 

 Note: If no services are ordered, a warning icon appears with the message: No orders have been 

placed. 

The Order Service window appears.  

Under Categories, select Additional Services then click LoanBeam (EPC) as the provider.  

Click Next. 

 
 

 Note: After clicking Next, you may create a new LoanBeam application described in the next 

section or skip to the Access LoanBeam section to review applications. 

 Note: Once the application is completed processing, the results display under the File Results 

section.  
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Order Service  

The system displays the current workflow step and provides access to available services and providers. 

Categories Panel (left side) lists service categories such as Additional Services and Verifications. 

LoanBeam (EPC) is located under Additional Services. 

Providers Panel (right side) includes a search bar to quickly locate providers. Displays a list of providers 

under the selected category (e.g., LoanBeam (EPC)). 

The Next button on the bottom right corner of the screen navigates to the LoanBeam Dashboard. The 

LoanBeam application information displays for both processing and completed applications. 

After you click Submit, the following screen appears: 
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Create LoanBeam Application  

Select New Application 

After selecting the loan in Encompass EPC, the LoanBeam Application dashboard displays. If the 

LoanBeam application has not yet been submitted for processing, the screen below appears.  

Click New Application to create the LoanBeam application.  

Alternatively, click Close to exit the LoanBeam EPC application. 

 

 Note: After submitting the new application, the New Application page displays the loan number 

in the upper left section and identifies the specific loan record. 

  



 

© LoanLogics – All Rights Reserved   Page | 9 

 

Select Borrower 

On the New Application page, borrowers associated with the selected loan are displayed in the drop-

down list. Select the applicable borrower for the LoanBeam application. 

 Note: Fields marked with a red asterisk (*) are required before submitting. 

 Note: LoanBeam shall identify the borrower names from the submitted tax returns. 
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Select Calculation Method 

Click the Checkbox(es) next to the desired calculation methods to proceed, selecting as many as 

preferred. 

The system displays a list of available calculation methods such as below. Select one or more methods 

or use Select All for all calculation methods. 

• FHA [S] 

• FNMA SEI 1084 [S] 

• Freddie Mac Form 91 [S] 

• SAM [S] 
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Upload Files 

After selecting a calculation method, click the Browse button under Upload Files. 

A pop-up window titled Select File Source appears. 

Choose the desired source (e.g., Local Drive or Encompass eFolder). 

 
 

Encompass eFolder 

Under Select File Source, select Browse from Encompass eFolder to upload a file from the 

Encompass system. 

 

Click Continue. 
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Select the files for upload by clicking the Browse button.  

 
 Note: Any previously uploaded files display on the bottom of the screen with the following 

details: 

• Document folder 

• Attached files 

• Description 

• For Borrower pair 

• Document status 

• Status date 

• Source 

• Upload status 
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File Selection 

Select the desired file(s) to upload files to LoanBeam from the list of uploaded files that appear.  

 

 
 

 Note: Uploads from Encompass support the PDF format. 

Once files are selected, click Submit at the bottom of the screen to upload the selected files.  

The uploaded files are displayed in the Files section of the New Application page. 
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Local Computer 

To upload documents from the local computer, select Browse from Hard Drive under Select File 

Source, then Continue. 

 

File Selection 

Follow the steps below to select files for upload from the local computer: 

After the file explorer window opens, navigate to the desired folder (e.g., C:\Docs) then select the 

required file(s) (e.g., TaxFile.pdf, SampleDoc1.docx). 

Note: Upload files from your local drive in any of the supported formats: PDF, XML, or Excel 

(.xls/.xlsx). 

Click Open to attach the selected file(s). 

 

After selecting the file(s) to upload, the New Application page (next page) shows the file name and file 

size of the uploaded files.   
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Submit Application 

After completing the application, click Submit to send the application to LoanBeam for processing. 

After submitting the application and completing all required services, click Close to exit the 

application. 

 Note: To access the LoanBeam application, refer to the Access LoanBeam application section of 

the user manual. 
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Review LoanBeam Application 

The LoanBeam Dashboard provides a summary of the LoanBeam application details for all submitted 

applications, both in process and completed, along with the associated output files, input files, and system 

messages.  

Access LoanBeam  

To access the LoanBeam application, click on the Services icon in the left-hand navigation panel. 

Alternatively, you may double click on the loan and the Additional Services box will appear to the right. 

Click on the Order Service, Re-Order or View Details shortcuts to access the application. 
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Access LoanBeam Application Dashboard 

 

 

The Dashboard displays key details about the loan application, including: 

• Loan Number – as identified in Encompass 

• Reference Number – Internal reference generated by LoanBeam  

• Borrower Name – Name of the person applying for the loan. 

• Status – Current stage of the application (e.g., Processing). 

• Last Updated By – User who last made changes. 

• Last Updated On – Date and time of the most recent update 

The Dashboard includes the files uploaded on the right side of the screen. 

 Note: When the LoanBeam application status is marked Completed, the loan application may be 

edited (see Edit Completed Applications section). LoanBeam applications marked Processing are 

not editable.  

 Note: Initially, the Results section of the screen may show ‘no messages available’. To refresh the 

loan application status to obtain the results, click the Refresh circle next to the Status title. 
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LoanBeam Application Results 

After refreshing the page, the Dashboard displays the output files generated for the loan application.  

Click the link to the file name to download the document directly to a location of preference. 

 

Results Details 

The Dashboard displays key details the results of LoanBeam analysis, including: 

• Results – Number of output files available. 

• File Name – Name of each output file where there is a link to download the files to a personal 

device. 

• Last Updated – The date and time stamp of the file (e.g., 08/13/2023 2:06 PM). This is tracked 

separately from the Last Updated Date on the Application Dashboard. 

The downloaded file appears in the upper right section of the screen. 
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Messages 

The system displays messages that require actions for the files uploaded, such as the following: 

 

Messages Details 

The Dashboard displays key details about the uploaded files, including: 

• Severity – Indicates the importance or urgency of the message. 

• Title – Brief heading that summarizes the message. 

• Message – Detailed description providing context or instructions. 
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Edit Complete Application 

The dashboard provides a detailed summary of the loan view for completed loan applications. After 

clicking Next from the Order Services page (See Access LoanBeam), the LoanBeam dashboard appears. 

The dashboard shows the LoanBeam results. Edit Application enables users to view and update details of 

an existing loan application when the status is marked Completed.  

 Note: The edit option is unavailable while the application is in a processing status.  

Click the Edit Icon on the far right of the dashboard screen to open the application in edit mode.  

Click the Arrow with the dashboard icon to expand or collapse the loan application details. Click 

anywhere on the loan application to toggle the view. 
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  A pop-up screen appears to edit the application as shown below. 

Complete all mandatory fields (fields marked with a red asterisk).  

Select Submit to send the updated application to LoanBeam for processing. 

 

 

Logout of the LoanBeam application once completed.  

 

 

End of Document 
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