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1. Login to your website’s Site Admin Area (www.yourdomain.com/setup). Click on the Leads button to the left. Next, click on 
the words Complete 1003 from the lead management page. 

 
 
2. Download the online application in Fannie Mae 3.2 format. 
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3. Save the file to your Desktop (You can save to any directory you want, but it is important to remember the location of where 
you saved the file). Close the download window when file transfer is complete. 

 
 
4. Start Encompass. Once running Encompass, click Loans in the menu bar and then click on Import  
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5. Select Fannie Mae 3.x and then click continue.  

 
 
6. Browse to the location of where you saved the Fannie Mae file from the LenderHomePage website admin. Highlight the file in 

the file you want to import and then click the Import button. Encompass will not automatically import the form. 
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7. Once the file is done importing, click OK to continue.  

 
 
8. You will now see the account you just imported in your pipeline.  You can now click on the file and work on it.  

 


