
 

 

Registering and Submitting Loans  
 
Registering a Loan 
 

1.​ Button offers two Programs; Gold and Blue. To determine eligibility, gather all 
necessary borrower information. Button offers two programs, Gold and Blue; refer to 
the eligibility matrix for details under https://buttonfinance.com/partner-resources/ 
 

2.​ Login to TPO Connect with your credentials using the link below. 

hƩps://buƩonfinance.encompasstpoconnect.com/#/content/home_395998  

 

 

 

3.​ Once you login to TPO Connect, you will see your pipeline and can add new loan.  

 

 

 

 

 

 

 

https://buttonfinance.com/partner-resources/


 

4.​ To register a new loan, select “Add New Loan” and select your LO and LP details and 
click “Next”. 

 

 

 
5.​ Upload the 3.4 file for the loan. 3.4 can be either in ULAD/iLAD (MISMO3.4) 

formats. Once you upload click “Go to Register Loan form” 
 

 
 
 
 
 

 



 

6.​ Once you upload the 3.4 file the next step is to register the file. Click the Register 
option. Fill out the information requested on the screens that pop up.  

 
 

7.​ Should there be missing information in the form, a pop-up will appear, 
prompting you to fill in the requested details. Once all necessary information 
has been entered, click "Register" again to successfully register the file. 

 

 

 

 

 

 



 

 
Note: For Community Property states like TX enter NBS details under 
Additional  Information Screen 
 

 
 
★​ If third-party processing is necessary for a loan, and a fee is associated with this 

service, select "Yes" for "Processing Fee Required.". Please also update the amount for 
Processing fee.  

 

 
 

Loan Officer will get email confirmation that the loan is registered.  
 
 
 
 
 
 
 
 
 

 



 

Ordering / Reissuing Credit: 
 
1. Once the Loan is registered the next step is to Order Credit / Reissue Credit. You should a 
Credit report to re-issue it.  
 

 
 

 
 
Update/Select the required information and Re-issue the Credit.  

 
 

 



 

●​ Borrower Pair: If your loan application involves multiple borrowers (e.g., an applicant 
and co-applicant), select the appropriate borrower pair from the available options. 

●​ Request Type: This selection depends on the credit report type and the application 
type. 

○​ Joint: Choose "Joint" if the borrower pair consists of two individuals (e.g., "John 
Doe and Jane Doe"), indicating that a joint credit report is required. 

○​ Individual: Select "Individual" if the application is for a single borrower. 
●​ Credit Provider: Select the Credit Provider form the drop down. 
●​ User Name and Password: Update the Credential. 
●​ Report Type: Select based on Credit report. It can be Merge or PreQual. Check the 

applicable Credit Bureau. 
●​ Reference Number: Update Reference number of Credit report. 

 
 
Pricing RUN: 
 

1.​ Run the Pricing via TPO portal or Pricing Portal site 
(https://modelportal.buttonfinance.com/login).  

 
 
Pricing option on TPO portal: It will be available on bottom right side of Welcome 
screen (https://buttonfinance.encompasstpoconnect.com/#/home). Please see the 
highlighted section. 
 

 

http://modelportal.buttonfinance.com/login
https://buttonfinance.encompasstpoconnect.com/#/home


 

 
 
Scroll the section and enter your registered Pricing Portal email address. A verification 
code will be sent to your email. Enter this code and click "Verify. 
 

 
 
 
Fill the required information and Click “Submit”. 

 



 

 

 
 

 
2.​ After the pricing run is complete, the results will be displayed and also sent to 

your email. Please record the RUN ID, which can be found at the top of the 
pricing results. 
 

Submitting to Underwriting  
 
Documents which are required to Submit the loan are: 

A.​ Income Documents as per Income type 
B.​ Mortgage Statement, if current mortgage is applied as 2nd lien. 
C.​ Govt ID 
D.​ Credit Authorization   

 
1.​ Click Submit or Submit for Non-Delegated Review under the Loan 

Actions. 

 



 

 

2.​ Enter any missing information and upload the required documents. Please 
refer  to our Submission Checklist for a list of documents required for 
submission. 

 

 



 

 

Note - Please reach out to Borrower if they want to proceed with you or an 
existing loan. If the borrower has an existing active loan for the same property 
in Button's pipeline, an alert will be displayed (as highlighted in the screenshot 
above). In this situation, please contact the borrower to confirm whether they 
wish to proceed with you or the existing loan. Please acknowledge the Alert 
prior to submitting the file to Button. 

3.​ Ensure the correct Pricing RunID is entered and the appropriate Loan type 
(HELOC and HELOAN) and Loan Option is selected. The chosen Loan Option 
must be available on Pricing. Interest rates and Broker fee will depend on the 
chosen Loan option and Loan type.  

 

For Example; RUN ID as per below Pricing will be 758602569748. Please enter the 
RUN ID on the TPO portal under “Broker Model RunID”. 

 



 

 

Choose between a HELOC or HELOAN. For HELOAN pricing, consult the HELOAN 
Section. Loan options such as Default, Buyup, or Buydown are available, though they 
may differ by state. From the Pricing section, choose your preferred Loan option and 
update it in the TPO Portal. 

 

 

 



 

★​ If third-party processing is necessary for a loan, and a fee is associated with this 
service, select "Yes" for "Processing Fee Required.". Please also update the amount for 
Processing fee.  

 

Click “Save” and Submit the loan application. 
 

 

 


