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Follow the below Steps to Order a Credit Bureau Report for 1st Lien Transactions. 

 

You still have the option to import an already completed 3.4 file. 

 
 

Or manually add your primary borrower. You will be able to add additional Borrowers in an additional 

screen. 

 
 

You do NOT need all 6 pieces of data to pull credit within the system. 

 
 

Once you get to the loan creation you will have a new button “Order Credit Report” 
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When you click on Order Credit Report it will take you to the 1003 Screen and Will give you a DV 

Error 

 
 

Because loans with a Qualifying FICO of 580 or below are automatically denied, the HMDA screen 

must be completed in full. 

 

If you have uploaded a completed 3.4 you still must go and check the “I confirm I have read the 

above to the Borrower and Co-Borrower. 

 

 
 

If you need to manually enter a second borrower before you pull credit, you will need to click “Add 

Application” and Add an additional Borrower. 
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If they need to be on the same application, you are going to click Manage Borrowers and move that 

new application to Position 2. 

 

NOTE: If they are going to be on two separate applications, you do NOT need to complete the 
above step. 

 

Click “Command Center” to go back and “Order Credit Report” 
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You are first going to pull a soft-pull credit report to ensure that the qualifying FICO is above 580. 

1.) Click the Type “Individual or Joint” 

2.) Check the “Borrower Acknowledges Credit Report” box FOR EACH BORROWER 

3.) Click “Request Soft Credit Pull” 

 
 

A confirmation message will appear, and a soft pull report will appear at the bottom of the screen. 

 
 

You will then Select what type of report “Individual” or “Joint” and click “Request Tri-merge” 

 
 

The hard pull report will show generated at the bottom. 

 
 

DO NOT SHARE EITHER CREDIT REPORT WITH THE BORROWER OR ANY THIRD PARTIES. 
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Navigate up to the tool bar OR back to the Command Center and assign your product. 

 
 

When you work through Loan Advisor, “Borrower Feature” section will now automatically have the 

Qualifying FICO populated. 

 
 

Complete the rest of the screen and click find products. 

 
 

Once you find your applicable product and assign it to the loan, you are now able to disclose OR Run 

AUS. 

 

On the AUS screen, the Credit Report Transaction section will be read-only because the credit report 

information is already populated. 

 
 

If you choose NOT to run the Credit Report within the system the section will continue to remain open 

so that you can manually enter the credit reference number. 
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Run AUS as normal and the reports will generate with the AUS findings. 

 
 

If you disclose the application before running AUS, a $275 credit report fee will appear in the Fees 

section. 

 

If you have multiple applications or multiple credit reports, please increase the fee at the rate 
of $275 per report. 

 

 
 

If you did NOT pull the credit report within Blueprint, please adjust this amount to your fee amount. 

 

Continue to complete the rest of the Loan Submission Steps to ensure successful Submission into 

Underwriting. 
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