
Review and Issue a Commitment 

Printing Draft Versions of a Commitment  

In the navigation bar click on Commitment, which brings up the screen containing an overview of the 

commitment next to the navigation bar.  This screen includes details of the transaction, with a link back to 

Schedule B.  Possible selections tabs appear at the top of the screen: 

  
 

Issue:  When clicking on Issue, the system will perform the final edit checks to verify that necessary fields 

have been completed and underwriting rules have been followed.  The status will then change to Issued, Audit 

(if the processor is in Audit status) or Underwriting (if the endorsements / coverage amount / coverage date 

require underwriter review). 

  

Cancel:  When clicking on Cancel, the status will change to Cancelled.   

  

Note! When cancelling a file the system requires a note stating the reason for cancellation. 

 

Preview:  Clicking on Preview brings up a pdf version of the commitment in draft format that includes 

Schedule A, Schedule B, and Composite Mortgage Affidavit.   
  



Preview the  Transaction Quote:  Selecting Transaction Quote under the Select what to preview 

dropdown and then clicking Preview will download a PDF of the transaction quote.  

 

Preview the Transaction:  Selecting Commitment or  Lender First CPL under the Select what to preview 

dropdown and then clicking Preview will download a PDF of the document.  If there is more than one CPL 

each CPL will be previewed separately. 

  

Send to Underwriting:  Selecting Send to Underwriting indicates that you would like to have the 

commitment reviewed by an underwriter.  You must add a Note of explanation.   The ITG underwriter will 

review the file,   if necessary contact the participant/processor with questions, and then place the commitment 

in pending or issued status accordingly. 

  

Note!  Allow time for underwriter review. Review Notes for underwriter comments and suggestions.  

  

Send to Audit:  Selecting Send to Audit indicates that you would like to have the commitment reviewed.  You 

must add a note of explanation for the Audit staff.  The audit team member will review the file and contact the 

participant / processor with questions, or issue the commitment. 

  

Note!  If your file was sent to audit status ITG staff will notify you when a review is 

complete.   
 

When ready to issue the commitment, cllick on Issue. Click on OK when asked Are you sure you want to 

issue this guaranty?   
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 In the navigation bar click on Archives/Snapshots. This section is divided into active and archived 

downloads. Each time a commitment is issued the system will move the previous commitment, CPL (if 

applicable) and transaction quote to the archives section. The most recent version of each file will appear in 

the Active section.  

To print an issued commitment, CPL or transaction quote select the box of each document to be printed and 

click Download Selected. 

 

Each document selected will download to a zip file. The zip file can be saved and printed or emailed.  

 

Note! If a commitment was issued before July 1, 2015 the transaction quote will not be available in the 

archives/snapshot screen. It can be printed from the commitment overview screen.  

 Print a Commitment Once Issued  
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Review and Issue a Certificate  

 

In the navigation bar, click on Lender First Certificate, which brings up the screen containing is an overview 

of the Certificate.   

This screen includes details of the Certificate, with a link back to Schedule B.  Possible selection tabs appear 

at the top of the screen: 

 

Issue:  When clicking on Issue, the software will perform the final edit checks to verify that necessary fields 

have been completed and underwriting rules have been followed.  The status will then change to Issued, or 

Audit (if the processor is in Audit status), or Underwriting (if the endorsements / coverage amount / coverage 

date require underwriter review). 

 

Cancel:  When clicking on Cancel, the status will change to Cancelled.   

 

Preview:  Clicking on Preview brings up a pdf version of the certificate in draft format that includes 

Schedule A and Schedule B.  

 

Send to Underwriting:  Selecting Underwriting indicates that you would like to have the certificate 

reviewed by an underwriter.  You must add a Note of explanation.   The ITG underwriter will review the file,   

if necessary contact the participant/processor with questions, and then place the certificate in pending or 

issued status accordingly. 

 

Send to Audit:  Clicking here will change the status to Audit, which indicates to the Audit team that you 

would like to have the certificate reviewed.  You will be required to add a Note of explanation for the Audit 

Team.  The audit team member will review the file and contact the participant / processor with questions, or 

issue the certificate. 
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Add Certificate:  Click on this dropdown menu to add another Certificate to this transaction. 

After the draft version of the Certificate has been reviewed and approved, the Certificate can be issued. 



 

Click on Issue.  Click on OK when asked “Are you sure you want to issue this guaranty?”  The software 

performs the last edit checks.  If errors or omissions are discovered, a red message will appear describing the 

fields which need to be edited or completed.   

Enter the necessary information into the fields, Save Changes, and click on Issue. Once all fields have been 

entered correctly, the Certificate  Status changes to Issued. 

 

Print a Certificate  
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 In the navigation bar click on Archives/Snapshots. This section is divided into active and archived 

downloads.  



Note! The footer of all pages of the Certificate contains a Verification Code unique to that Certificate.  

See instructions for Resource Desk. 
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To print an issued commitment, CPL or transaction quote select the box of each document to be printed and 

click Download Selected. 

 

Each time a certificate is issued the system will move the previous certificate and transaction statement to the 

archives section. The most recent version of each file will appear in the Active section.  

 

Note! The transaction statement is only available after the certificate is issued.  

 

Each document selected will download to a zip file. The zip file can be saved and printed or emailed.  


