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BlitzDocs- New File Submission Process
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Step 2- Uploading File Documentation Page 3-4
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Please be aware that BlitzDocs is a document tracking tool only. Please refer to the approval
issued by the underwriter for the status of the loan and/or underwriting conditions
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Step 1- New File Folder Creation

e Log into: BlitzDocs through the Broker Portal. Once signed in, click on “BlitzDocs” under the “Tools”
tab. Please note — Blitzsdocs does not work well if you use Google Chrome as your browser.
Internet Explorer is the most compatible browser to use with Blitzdocs.

e Enter REMN as the Company Name, then User Name and Password. Click “Remember Me” and the
system will remember the Company Name and User Name but you will need your password every
time you log in.

e Click on “| forgot my password” to re-set password.

[ Log In ] [ Clear ]

;‘ [l remember me ,

Your session has timed out due to inactivity. Please log back in to
resurme working where you left off

__,__(I forgot my password ’

POWERED BY BlitzDocs®

e Click- Folder
. Click- Create a Folder

)i{ RE

WAL MR

folders == user ==

create a folder

seanch for folders

e Enter Folder Attributes (fields with an asterisk are required).
e Application Number- Borrower’s last name followed by the subject property street address

e Example: Application Mumber * |Test107

e Please be aware the file number will change once the file has been received by REMN
e Enter- First Name, Last Name, Product Type, Lien Position, and Account Executive
e Please note- If no AE is labeled when the file is created they will not be notified of the new
submission

e Click- Create Create =
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Step 2- Uploading File Documentation- Upload the entire file in one PDF
The system will accept a file up to 40 MBS in size so if the file is larger, simply split into 2 PDF’s

e Click- Documents>>
Click- Upload

documents >>

download
export
share
upload

merge documents

o Document type will automatically be labeled- **Initial Submission Package**

Home == Folder == Coversheets == Documents = Flle Submission == Help Log Out

Upload document to folder

[T File contains coversheets
Document Type: **Initial Submission Package®* = @ alphabetic ) stacking order

Title:

Comments:

Underwriting
Status:

File: Browse...

e Click- Browse
File:

e Locate file on the computer
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Choose File to Upload

Laok in: @ Desktop j Q 7 = -
=1 u:iMy Documents @Training
bﬁ _J My Computer () Unused Deskkop Shorkcuts
MyRecent | &JMy Network Places
DS EEncompassSﬁD & | Brokers Database
T Eﬁ Rosetka Stone TOTALe [E Excel Training.zip
() Approvals E_]Flagship email list,xls
Desktop [C)Documents @GoToMeeting
. @Driver @Internet Explorer
.’.'/' (IO Folder [t join. me
C)Mary | Microsoft Office Outlook 2007
iy D ) Misc Docs {57 Shorteuk (8] o 4506
- () Mew Folder @_]Updated RESPA Encompass 368 Guide. o
ij}E @Pam
My Computer Dopersonal
@Powerpoints
.‘.’] < * >
v ]
Ay Metwark. File name: |Appraisal.pdf j Open |
Flaces
Files of type: |A|| Files [%¥) ﬂ Cancel

. | sSubmit= |
e Click- Submit

e A new screen will appear stating the document was successfully uploaded.
The document was successfully committed for indexing.

There may be a delay until the document processing is completed and it becomes available.

Back to[FAIr Vet g

Back to Upload Documents

e If documents do not automatically appear click refresh page or press F5

¢ New file submission will appear in the folder view

\( REMN

home >> folder > coversheets >> documents >> Flle Submission >>

Attributes Edit — + Notes Add Note -+
Application Number Test07132011 Created Date Added By Login Description
First Name Hector
Last Name Test
Status File Started
Channel Wholesale
Branch Edison
Product Type Canventional
Lien Position ist Lien
AE AE
LO \ Broker Test Broker
Last Status Update
Date Created 7/13/2011 8:02:11 AM
Created By User Id Test Broker
Documents Viewer | Update Statuses | [[] Show document details
Document Type Processor Status Underwriting Status Title Date Added Added By Comments

— Pending Documents

@ > #*[nitial Submission Packsge®* Not Reviewad Received 07-13-2011 remn\testbroker

e Once any documentation has been uploaded utilizing the title **Initial Package
Submission** an email automatically gets sent to REMN Wholesale letting
them know about the new file submission
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The file will then be submitted to the underwriting department by REMN’s
staff. Once this has happened, the broker and Account Executive will
automatically receive an email stating the file has been submitted to
underwriting

* All new files must be submitted via Broker Portal in conjunction with BlitzDocs.

Step 3 — Uploading File Documentation - Uploading Conditions

Find the file using the search feature, the existing file should reflect a REMN loan number. If
file cannot be found- do not create a new file- please contact your AE

Example Loan number should reflect- NE0123456

Conditions may only be uploaded as one document type:
o *JW Conditions

Conditions can be uploaded in one large PDF or they can be uploaded separately. Labeling the
conditions by the number they are associated with on the Approval is greatly appreciated! Until the
“Submit UW Conditions” button is selected, any uploaded conditions will not available for the UW to
view.

Conditions will not be officially submitted to
underwriting until the following steps are followed:

e When in the Folder View of the file, Choose “Documents” in the blue navigation bar and then
“Upload”.

Documents ==

Upload
Download

Merge
Share
Print
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e On the Upload screen, choose ***UW Conditions” in the “Document Type” drop down

Home == Folder == Coversheets == Documents == Flle Submission »> Help Log Qut

File(s) to be uploaded

Document Type for new file(s): Add File(s): Browse... |

B Uw Conditions .

e PErSTETT ONLY)
Appraizal Waiver QM
Homeownership Counsling QM

e Then choose “Browse” to select the file(s) for upload

Home == Folder == Coversheets >> Documents == Flle Submission >> Help Log Out
File(s) to be uploaded
Type for new file(s): C
| |Crrop file(s) here |

Document
Add File(s:

e Once conditions have been selected, choose “Upload”

Home >= Folder == Coversheets >> Documents >> Flle Submission == Help Log Out

File(s) to be uploaded

Document Type for new file(s): | % JW Conditions Vl [ ] coversheets included
Add File(s): Browse... | | |Drop filelz] here |

[ coversheets included
Document Type *%* JW Conditions s

(® alphabetic () stacking order
Title
Comments
Underwriting
Status
File edenmaniDocumentshZ_

T e . .
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e When conditions have been uploaded, the screen will show the status as “completed”

Home == Folder >= Coversheets »> Documents >> Flle Submission »> Help Log Out

File(s) to be uploaded

Document Type for new file(s): | **% UW Conditions V| [ ] coversheets included

Add File(s): Browse... | | |Drop filefz] here |

Upload Queue Clear Items

|| status | Document Type | Title | Comments | UnderwritingStatus{ . File |
& 3 * UW Conditions C:\Users\edenman\Documents\CD Checklist June 2016.pdf

***Please note - the following final step must be completed for the
underwriter to be notified that conditions have been submitted and are

ready for review***

Once conditions have been uploaded, use the navigation bar at the top of
the page to submit the conditions to the underwriter as follows:

e Choose- File Submission
e Choose - Broker
e Choose- Submit UW Conditions

Flle Submission == Help

* Submit UW Conditions

Broker ==

=

reated Date Added By Login
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