
How to Create 
a New Loan 
for Non-LOS or 
Non-NMLS Brokers

HERO Broker Portal Training:
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o Navigating the Broker Portal like a Champ

o Start a New Loan

o Fill Out the Information

o Primary Borrower/App Information

o Loan Application

o Section 3: Real Estate

o Ordering Credit Report

o Product & Pricing for DSCR/Business Purpose Loans

o CDFI Eligibility for Pricing Improvement

o Program and Pricing Selection

o Rate Buy Down Option

o High-Cost Loan Notification

o Loan Registration Confirmation

o Uploading Loan Documents

o Our Winning Philosophy

Click logo on any page to jump back to 
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Navigating the Broker Portal Like a ChampHow to Create a New Loan

Return to dashboard

Access to guidelines, forms, 

training, marketing & more

(4) Primary Loan Functions 

Your Account Executive’s 

Contact Information and 

ways to connect

Have a great experience? 

Leave a Google Review.

Need help? Contact the 

Scenarios Team

Hamburger menu for 

jumping between sections

Alerts & NotificationsProfile Settings & Admin Functions

Turn times, click to expand

Rotating messaging, hover 

over left / right sides to scroll 

between messages. (non-

loan specific)

Calendar of holidays, office 

closure and important dates

Get help. Quick access to 

submit a question, accessible 

on any HERO page
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o Navigating is EASY! 

o After login, you will see the 

HERO broker portal dashboard

o Click on NEW LOAN

How to Create a New Loan Start a New Loan
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o Fill out the information. The Occupancy is 
selected as “Investment” and this is 
changeable.  The state list is only 
applicable to the states where Broker 
Licensing is not required and where 
Champions is either not required to be 
Licensed or is Licensed in.

o There is an option of uploading and XML 
file in the bottom left corner, if available.

How to Create a New Loan Fill Out the Information
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o This next screen is where you enter 
the primary borrower/app 
information.

o Clicking Next, drops you into the 
Loan Application.

How to Create a New LoanHow to Create a New Loan Primary Borrower/App Information
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Loan ApplicationHow to Create a New Loan

Add another app (borrower 

paid) by clicking the orange 

“+ Add Application” link.

Add a co-borrower by clicking “+” tab.

o The user can add a 
co-borrower by clicking on 
the “+” tab. They can add 
another app (borrower pair) 
by clicking the orange “+ 
Add Application” link.
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Section 3: Real EstateHow to Create a New Loan

o Broker will need to add the 
information in the REO section 
on the 1003
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Ordering Credit ReportHow to Create a New Loan

Borrower and Co-Borrower                  

details will auto-populate 

Present Address will 

auto-populate

CREDCO (DIRECT) will be the 

agency used to pull credit.

Click here to enter Co-borrower info

Must click on “Order Credit”

Select “Order New Credit”  

from dropdown list
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Product & Pricing for DSCR / 
Business Purpose LoansHow to Create a New Loan

Be sure to save before moving sections

Helpful tips:

For the Business 
Purpose Loan 
Types, you must 
select a 
corresponding 
product name 
from the drop 
down to choose 
the DOC TYPE as 
DSCR or DSCR No 
Ratio.
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Enter demographic questions based on responses found on 1003 application or by licensed 

loan officer interview.

Contact your Champions Funding Account Executive for more details.  

CDFI Eligibility for Pricing ImprovementHow to Create a New Loan
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Select an eligible loan program and rate:

Program and Pricing SelectionHow to Create a New Loan

Click button to select programClick on arrow to view other 
available rate options & select 
rate of choice
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Pop-Up Alert: You may buy down 
rate in this screen, otherwise, click 
continue below.

Rate Buy Down OptionHow to Create a New Loan

Click continue here
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High-Cost Loan NotificationHow to Create a New Loan

Pop-up alert appears on ALL 
loan submissions, click 
“Continue” to proceed. 

NOTE: If this is truly a concern 
your Underwriter will address 

the high-cost loan with you.
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Loan Registration ConfirmationHow to Create a New Loan

Click here upload loan 
documents

Your loan registration is complete! Move your file 
forward when you’re ready. Start uploading loan 
docs or “Return to Pipeline” to work on another 
loan file.
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o Must use PDF file formats. 
Max file size for one 
document is 30MB.

o NOTE: At a minimum, you 
must upload credit 
documentation to move 
the loan forward.

o Docs that are required will 
have a pink asterisk to the 
right of the file name.

Uploading Loan DocumentsHow to Create a New Loan

Click the icon to submit loan docs within each section

HELPFUL TIP: Do NOT upload 
income documents on Ally Loans
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o File documents that don’t fit into any of the other folders as “Uncategorized”.

Uploading Loan Documents – ContinuedHow to Create a New Loan

Use the “Uncategorized” option for docs 
that do not fit any other folders. 



v© 2024 Champions Funding, LLC | For mortgage professional use only Need help? Email Scenarios@ChampsTPO.com

Our Winning Philosophy at Champs TPO

At Champs we believe Decision Makers should 

communicate with Decision Makers. Your Champ’s 

Underwriter will be your primary point of contact 

through the life cycle of the loan file.

We are your partners in success. Please contact your 

Account Executive or your Champs Operations team for 

assistance.

Thank you for your partnership and business!


