
Sending Credit Authorization in Encompass 

Purpose:  If application is taken over the phone or if borrower fails to check box granting 
credit authorization when completing online application then this process sends the 
appropriate credit authorization document to the borrower(s) for electronic signature. 

1. On Borrower Summary page in the Transaction Details box, set the Lender to Johns 
Creek Mortgage, LLC 

 
2. Go to eFolder and click on Request button. 

 
3. Click on the + (Add Document) icon. 

 
4. Scroll down to Credit Authorization and click on it to highlight then click Add. 
5. Once the document is prepared, click Send. 
6. Select the appropriate Sender Type: 

a. For LO’s, use Current User 
7. For LOA’s, use Loan OƯicer 
8. In Authorization Code field, input the last 4 digits of the borrower(s)’ SSN. 
9. Add the sentence “The authorization code is the last 4 digits of your social 

security number” to the body of the message: 

 
10. Click Send. 


