ENCOMPASS®
Anywhere

Encompass Anywhere User Supplement

The purpose of this document is to supplement the Encompass online help and guides with information that is specific
to the use of Encompass Anywhere. The following topics are addressed:

« Initial setup - page1

« Logging in to Encompass Anywhere - page 3

» Importing contacts, loan files, and settings - page 5
« Exporting contacts - page 9

« Exporting to Fannie Mae format - page 9

Initial Setup

Before you log in to Encompass Anywhere for the first time, you must install the Encompass Anywhere Client for 32-bit
Windows. This is a one-time procedure.

1 Open your Web browser and enter the following address to open the Encompass Anywhere Applications page:
http://Iwww.GoToEncompass.com

ENCOMPASS®

Anywhere
.
Applications Ffp @) \Welcome
- Encompass Anywhere Applications
] Tep B Up P Y PP
Welcome to your personalized view of Encompass Anywhere applications, The
;.€ Applications box contains icons for the applications that you can use. Click an
1 icon to launch an application. Click Refresh to view the latest applications. Click
Encampass Internet Logaff Settings to change your settings. Click a folder icon to display its contents, If
Explarer you have problems using an application, please contact your help desk or system

administrator for more information,

< Message Center )

The Message Center displays any informational or error messages that may occur,

You do not have the Encompass Anywhere Client (Activex) for 32-bit
e % Windows installed on your system. You must install the Client to launch the
applications,

Select the icon below to install the Client.

(ﬁ Encompass Anywhere Client for 32-hit Windows )

Log Off Other Clients are available from the Citrix Client download site

2 In the Message Center, click the Encompass Anywhere Client for 32-bit Windows link to begin.

File Download - Security Warning @

Do you want to run or save this file?

Mame: ica32t.exe
Type:  Application, Z.46 ME

Fram: workplace01.eliemae.net

[ Run ] [ Save ] [ Cancel

potentially harm your computer. IF pou do not tust the souce. do not

@ ‘whhile files from the Intermnet can be useful, this file type can
run or save this software. What's the risk?

3 On the File Download - Security Warning window, click Run.
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4 On the Internet Explorer - Security Warning window, click Run.

Internet Explorer - Security Warning

Do you want to run this software?

Mame: Citrix Web Client
Publisher: Citrix Systems, Inc

(X

E]More options Run ] [ Don't Run

g ‘while Files from the Internet can be useful, this file type can potentially harm
wour computer, Only run software from publishers you trust, What's the risk?

Citrix Web Client

\_‘

‘:) This will inskall Citrix Web Client, Do vou wish to continue?

5 Click Yes to install the Citrix Web Client.

Citrix License Agreement

CITRIX[R] LICENSE AGREEMENT

Thiz iz a legal agreement ["AGREEMEMT"] between you, the Licensed User or
representative of the Licenzed User and Citrix Systems, Inc., or Citrix Systems
Interational GmbH. Y'our location of receipt of this PRODUCT determines the
licenging entity hereunder [the applicable entity iz hereinafter referred to as
"CITRIX"]. Citrix Systems, Inc., a Delaware corporation, markets and supports
thiz product or feature release [both hereinafter "PRODUCT") in the Americas.
Citrix Systems International GmbH, a Swiss company wholly owned by Citrix

Africa, Asia and the Pacific. BY SELECTING " ACCEPT" BELOW, YOU ARE
AGREEING TO BE BOUND BY THE TERMS OF THIS AGREEMENT. IF vOU
DO NOT AGREE TO THE TERMS OF THIS AGREEMENT, SELECT "I DD
NOT ACCEPT" BELOW AND DO NOT INSTALL OR USE THE PRODUCT.
WO RIGHT OF RETURN AND REFUND |5 AVAILABLE TO Y0U IF OU
"WERE PROVIDED W/ITH NOTICE OF AND ACCESS TO THE TERMS OF
THIS AGREEMENT PRIOR TO LICEMSE PURCHASE. IFY0U DO NOT
AGREE AND WERE NOT NOTIFIED OF AND PROVIDED ITH ACCESS TO
THE TERMS OF THIS AGREEMENT PRIOR TO LICENSE FURCHASE, 0L
MaY CONTACT THE AUTHORIZED CITRIX RESELLER FROM WHICH OU
OBTAINED THE PRODUCT FOR A FULL REFUND. IF ¥0OU RECEIMED

es Mo |

Systems, Inc., markets and supports this PRODUCT in Europe, the Middle East,

ENCOMPASS®

Anywhere

6 Read the Citrix License Agreement and then, if you accept the agreement, click Yes to continue.

Citrix Web Client

Setup completed successfully, You may need ko restart wour web browser ko activate changes

7 Click OK in response the completion message.

8 Close your Web browser.
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Logging in to Encompass Anywhere

Before you can log in to Encompass Anywhere, you must have a Username and Password. Contact your system

administrator to obtain this information.

Anywhere

1 Open your Web browser and then enter the following address to open the Encompass Anywhere Login page:

http://Iwww.GoToEncompass.com

ENCOMPASS®
Anywhere

Login (7))

Welcome

Usermnmame:

Password:

Please log in

To log in to Encompass dnywhere, enter the credentials
required, and then click Log In.

1f you do not know your login information, please contact
your help desk ar system administrator.

Message Center

The Message Center displays any informational or errar
messages that may occur,

2 On the Login page, enter your assigned Username and Password, and then click the Log In button.

ENCOMPASS®
Anywhere

Applications

Efal?)

Welcome

T2 1o B Up

e @

Encompass Internet Logoff
Explorer

Encompass Anywhere Applications

Welcome to your personalized view of Encompass Anywhere
applications. The Applications box contains icons for the applications
that you can use. Click an icon to launch an application. Click Refresh

to view the latest applications. Click Settings to change your settings.

Click a folder icon to display its contents. If you have problems using
an application, please contact your help desk or system administrator
for mare informatian.

Message Center

[ Reconnect ][ Disconnect H Log Off]

The Message Center displays any informational or error messages that
a3y OCCUF.

h_l{) There are no existing applications available for reconnection.

3 On the Applications page, click the Encompass icon.

NOTE: If you receive the error message “ICA file not found”, complete the following steps, and then click the

Encompass icon again. If the problem is not resolved, contact Ellie Mae Customer Support.

« On the Internet Explorer menu bar, click Tools and then select Internet Options.

« Click the Advanced tab. In the Security section, clear the Do not save encrypted pages to disk check box.

« Click the General tab. Click the Delete Files button, and then click OK on the Delete Files message box.

« When the deletion of temporary Internet files is complete, click OK to close the Internet Options window.
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Login Mame: user  Ofline & Networked

Password: I Server: Itest vl

Cancel

" ENCOMPASS®

powere 8y ELLIE MAE'

4 On the User Login window, enter the Encompass User Name, Password, and Server provided by your Encompass
system administrator, and then click OK.

NOTE: Your User Name and Password may or may not be the same as your Encompass Anywhere Username
and Password.

Using Encompass

Once you are logged in to Encompass, the online help provides overviews and detailed instructions for using
Encompass. To access the online help, click the Help button in the upper-right corner of any Encompass screen.

There are some procedures that are different when you use Encompass Anywhere. These procedures are described in
the remainder of this document with references to the complete procedure in the online help.

Session Disconnect and Log Off

Your Encompass Anywhere session is set to automatically disconnect if it is idle for 30 minutes. If you reconnect within
30 minutes of the when the session was disconnected, you can resume working without any loss of data. If you do not
reconnect within 30 minutes, the session is logged off and all unsaved data is lost.

To prevent unintended loss of data, make sure to regularly save your work.
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Importing Contacts, Loan Files, and Settings

When you import contacts, loan files, and settings into Encompass from your computer, you will use a slightly different
procedure to select the location of the files than that which is detailed in the Encompass online help.

» At the point in the import procedure that you are asked to browse to the location of the file(s), you will need to navigate
to the drive called C$ on ‘Client’ (V:), and then locate the specific file(s) within that drive.

« When you are navigating to the C$ on ‘Client’ (V:) drive, the Client File Security window may open. Select Full Access
and Never ask me again, and then click OK.

H client File Security r5_<|

CiTRIX B

A zerver application is trying to access your local
client files.

Wwhat access should be allowed?
* Mo hccess
" Read Access

" Full Access

Do you want to be asked again?
% Always ask me

" Mever ask me again for this site

" Mever ask me again

o]

Importing Contacts

When you import contacts, use the same procedure as described in the online help topic, “Import a Contact - From a
CSV File.” Navigate to the C$ on ‘Client’ (V:) drive to locate the CSV file to import as shown below.

Select File to Import EHE
Look jr: I @. My Computer j @( v
3 Compact Disc (E:)

I=2 D on 'Client’ {U:)

== on 'Client’ (v:)

File name: I DOpen I
Filez of bype: IEomma-Separated Walue Files j Cancel |

NOTE: You can only import contacts that have been saved to a Comma-Separated Values (CSV) file. To import
contacts from Microsoft® Outlook®, you must first export the contacts from Outlook to a CSV file.
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Importing Loan Files
When you import loan files, use the same procedure as described in the online help topic, “Import Loan Files.” Navigate
to the C$ on ‘Client’ (V:) drive to locate the file(s) to import as shown below.

NOTE: To import loan files from Genesis 2000®, contact Ellie Mae Customer Support.

Calyx® Point® Files

Data Folder: Client Type:

I jl Browse... I ’76 Bamrower € Prospect
Lasth ame | Firsth arne I FileManme I Fephame | ContactDate |
Browse For Folder [ ]

Select Point data folder.
m Desktop
=] @, My Computer
: @ iZompact Disc (E:)
oK I Cancel Mew Folder
v Selact Al |
Impart To:
’7 Loan Folder IAdvslse Loans =l
Impart Cloze |

After you select C$ on ‘Client’ (V:), the default paths for the location of the loan files is:
« V:\PNTDATA\BORROWER

Contour TLH® Files
Import From Contour - TLH 5.3
Bomawer Folder
I j Birowse: I
LastMame | Firsth arne: | FileM ame | RepMame
Browse For Folder H
Select Contour data folder,
v Computer
@ Compact Disc {E:)
. =2 p¢ on 'Client' (L)
=2 4 on 'Client' (v:)
: Q Internet Explorer
1 I S
—| [a]:4 I Cancel [ew Folder _I
v Select sl |
Import To:
’7 Loan Folder: IM-\" Pipeline j
Import Close |

After you select C$ on ‘Client’ (V:), the default paths for the location of the loan files is:

» V:\Contour\Loans\Samples
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Importing Calyx Point Programs and Settings

When you import Calyx Point Programs and Settings, use the same procedure as described in the online help topic,
“Import Calyx Point Data.” Navigate to the C$ on ‘Client’ (V:) drive to locate the file(s) to import as shown below.

Calyx® Point® Programs and Templates

[~ Source: 1~ Destination:
AUTOEXECBAT
COMFIG.5YS Folder: I\\Pelsonal Laan Pragrams', vI L?I
e [
1 Contour [Mame & [ NewFoider
(2 dell
(C1 Documents and Settings
(1 drettmp
(211 EncompassDiata
(C EncompassDataSE
(L1 Genesis
(Z1 Pragram Files
0 TEMP
(1 Track32
(C] WINDOWS
Select All |
Import | LClose

After you select C$ on ‘Client’ (V:), the default paths for the location of the programs and closing costs are as follows:
« Loan Programs: V:\\PNTEMPL\LOANPROG
» Closing Costs: V:\PNTEMPL\CCS

Calyx® Point® Settings

Import Settings from Calyx Point E3

Select and verify the location of the setting(s] you want bo import

Templates Location: I Browse... I

Browse For Folder EHE I

Select Point Templates Folder

= My Computer

@i Compact Disc (E:)
-2 04 on 'Client' (U
: 52 4 on 'Clisnt' v
4B Internet Explorer

D ata Location: r

OF I Cancel | Iew Folder |

4

After you select C$ on ‘Client’ (V:), the default paths for the location of the settings are as follows:
- V\\PNTEMPL and V:\PNTDATA

Encompass Anywhere User Supplement 7



ENCOMPASS®
Anywhere

Importing Custom Forms

When you import custom forms from Calyx or another location, use the same procedure as described in the online help
topic, “Import a Custom Form.” Navigate to the C$ on ‘Client’ (V:) drive to locate the form(s) to import as shown below.

Import Other Custom Forms

I~ Source: i~ Destination

Folder:  |v\Personal Custom Forms' | up ¥

[0 Contour (Mame ~ [ New Folder
(3 del

(£ Documents and Settings
23 drvitmp

(£ EncompassData

[ EncompassDataSE
[ Genesis

(2 Program Files

[ TEMP

(L1 Track32

[0 WINDOWS

Select All

~ Keep data fields that exist in the custom forms you are importing. Please note
that data fields friom other applications are not compatible with Encompass Import Close

After you select C$ on ‘Client’ (V:), the location of the non-Calyx custom forms is dependant on where you have stored
them. The default path for the location of Calyx custom forms is:

« V\PNTEMPL\CUSTOMDOC
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Exporting Contacts

When you export contacts, use the same procedure as described in the online help topic, “Export a Contact.” Navigate
to the C$ on ‘Client’ (V:) drive to save the new CSV file as shown below.

File Location and Name HE I
Look jr: I@. My Computer j @‘ v

File: name: I 0K I

Filez of bype: IEomma-Separated Walue Files j Can

cel
|

Exporting to Fannie Mae Format

When you export a loan file to Fannie Mae format, use the same procedure as described in the online help topic, “Export
a Loan Flle to Fannie Mae DU Format.” When the Save as window opens, navigate to the C$ on ‘Client’ (V:) drive to
save the file as shown below.

vens @]

Save ir: I% C$ on 'Client' [+:] j & EB-

Contour

dell

Documents and Settings
drvrtmp
EncompassData
EncompassDataSE
Genesis

Program Files
TEMP

Track3z
WINDOWS

File name: I Save I
Save as type: IFannie M ae Version 3.0 j Cancel |
7
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