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Welcome to the Broker Portal  
• CLICK HERE to access the ClearEdge Broker Portal. This link is also available at our company website 

www.clearedgelending.com. 

 

 

 

https://portal.clearedgelending.com/login/login.php
http://www.clearedgelending.com/


 Manual Loan Creation Guide – 02.17.2026 
 

Steps for starting a new Manual Loan Creation for BPO Loans 
The below process for Manual Loan Creation is intended for Business Purpose Only (BPO) Loans where 
an XML file is not available.  

• My Pipeline  
o Click My Pipeline icon  

• Start a New Loan 
o Click Start a New Loan  

 

o Click 1003 Form 

 

o Input Primary Applicant First Name and Last Name 
o Click Start 
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• Current Borrower Validation  
o Manually input required Current Borrower Validation data fields, these are indicated by the 

 hyperlinks at the top of the page  
o Click each hyperlink to go to the required data fields or navigate to each tab and complete the 

required fields highlighted in red 
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• Manage Borrowers Tab 
o Indicates location of the borrower within the Primary Application and Additional Application 

sections, which controls whether a full 1003 or Additional Borrower (abbreviated 1003) is 
generated in the lender Closing Docs (Final 1003) 
 Click Edit  icon to navigate to that borrower or applicants 1003 

 If Borrower does not appear in the correct position or application simply click on this   
icon and drag and drop into the correct position (ie; Borrower, Co-Borrower or Additional 
Application section), click Save when done 

 

• Loan & Property Tab  
o Complete all items indicated in red on the Loan & Property Tab  
o Also be sure to complete the Property Built Type  
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• Borrower Information Tab 
o Complete all items indicated in red on this tab 
o Also complete Marital Status, if unmarried answer the Unmarried Addendum question 
o If Current Address is the same as Mailing Address, click Yes  
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• Assets & Liabilities 
o Add all Asset & Liability details if applicable in this tab 

 

• Real Estate 
o Add all Real Estate and Mortgage details if applicable in this tab 

 

• Declarations Tab 
o Complete all answers on this tab, even the ones that are not highlighted in red 
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• Demographic Information Tab 
o Complete all fields indicated in red  
o Also complete applicable Race fields 

 

• Originator Information 
o Complete Application Interview Date (needs to be within 24 – 48 hours of loan creation) 
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• Lender Loan Information Tab 
o Complete all required fields indicated in red on this tab 
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• Create Loan Steps 

o Click Save & Validate to confirm all required items are complete, this is also indicated by this 
icon on all tabs, this is required for all borrowers 

o Click Continue 
■ Note: If additional borrower(s) need to be added, click Add and repeat steps above for each 

additional borrower 

 

o Click Create Loan and Ok 

 

• Select Program  
o Review all data and complete any missing fields (Doc Type, Credit Score, DTI) 
o Click Get Pricing 
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o Note: Anywhere you see this  icon it indicates helpful information is available upon clicking 

 

o Select desired rate by clicking the icon, which will open the Pricing Snapshot 
o Click Continue to proceed 

 

o Click Select Rate 
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o Notes:  

■ Hovering over the icon will provide reasons why the loan is ineligible 

 

■ If file needs an exception expand the Exception Request section, select Exception 
Product, complete Exception Reason, click Request Exception this will allow you the file 
to proceed to the next step of the loan creation process 

 

• Submission Documents 
o Select Submission Package 
o Click the box in front of the applicable item, click Browse, locate the required document, click 

Upload, repeat for all required documents 
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o Click Continue  

 

o Click Ok  

 

• Loan Submission  
o Complete all required fields and notes to the UW if applicable 
o If applicable complete Loan Contacts section 
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• Important Notes 
o If ClearEdge Lending needs to order credit for the borrower(s), it is important to indicate the need 

in the section that says What would you like UW to know about your loan?  

 

o If CEL will be pulling credit on behalf of the borrower, the Setup Team will electronically send out 
the Borrower’s Certification & Authorization Certification for the borrowers to eSign 
 If Borrower’s Cert. is wet signed, CEL Setup Team will email borrower for confirmation. 
 Contact CEL Loan Account Manager (LAM) to order any applicable credit supplements.  
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o If 1003 provided by Broker does not contain all the required Demographic Information questions 
CEL Setup Team will send the Additional Loan Addendum form shown below to Broker for 
completion.  
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