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C losed -End S econd (CES)  Loan Submission Job Aid  

Submit a CES  Loan: Eight Easy Steps  

1  

Click Create New Loan 

from Quick Links, then 

Import a 3.4 file (or use 

Manual Input) and 

complete the Application 

Tracker to confirm the 6 

Key Points of Data.  

 

 

2  

Assign a CES product 

through Loan Advisor 2.0 

(Loan Type: CES 

[HELOAN]), then review 

the AVM banner to 

determine if an appraisal 

is required. 

 

3  

Run the Soft Credit Pull: 

verify borrower info, check 

Borrower Acknowledges 

Credit Report, and click 

Submit. 
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4  

Complete the Evaluate 

1003 screens. Every 

section must show a 

green checkmark in the 

right-hand navigation 

before you can continue. 

 

5  

Prepare the Loan 

Estimate: Getting Started, 

Fees, Taxes & Insurance 

(escrow = 0), Preview LE, 

Disclosures. Then lock 

the loan and generate 

disclosures. 

 

 

 

6  

Review the Pre-

Qualification Summary 

(loan amount, rate, term, 

payment) and click 

Confirm Pre-

Qualification. 
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7  

If required, Order the 

Appraisal: enter ITP 

details, select the 

appraisal type (most CES 

= 2055 Exterior 

Residential), and submit 

the order.  

 

 

8  

Click Submit to UW: 

complete the ITP and 

Section H fields, then 

upload all required 

conditions (direct upload 

preferred over bulk). 

Contact your Account Executive or the Help Desk for Support.  H2O Help Desk | (888) H2O-7026 


