Applicant Setup & Enrollment Checklist

1. Create New Applicant
☐ Applicants Tab → New → Applicant

Personal Information
☐ All fields are required (except banking)
☐ First Name * Last Name * Email * Phone * Mobile * SSN * Gender Identity * DOB * Language * Account Type (Individual, Married, Joint non-married)
☐ No dashes allowed – system is touchy

Co-Applicant (if applicable)
☐ “Including co-applicant” checked
☐ All fields required
☐ Separate email required
☐ No dashes

Address Information
☐ Address entered
☐ NO GA, ID, ND

Budget Fields are Required
☐ Complete as much as possible

2. Pull Credit
☐ Run Credit Report
☐ Applicant or Joint selected
☐ Add Missing Debt (if needed)

3. Create Enrollment Plan
☐ Select “Create Enrollment”
☐ Fill out Configuration 
☐ Select Debts
☐ Select Generate Payment Schedule and Next

4. Banking & Memo
☐ Memo completed
☐ Banking entered
☐ Saved

5. Add Notes under “Affiliate Support”
☐ Select note, add creditor name and details	(Repossession, Right to offset,
Cross collateralization

6. Get Ready to Enroll
☐ ERP selected
☐ Only ONE plan may be active at a time

7. Send Documents
☐ Send Docs clicked
☐ Agreement selected

8. After Client Signs
☐ Status Automatically Updates: Pending Enrollment – Docs Received. File is reviewed for enrollment

9. File Rejections
☐ Review rejection comments under Details page
☐ Make Corrections
☐ Resubmitted to Underwriting
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