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How To Submit a Loan Application Using Emma 
1. Navigate to https://emma.springeq.com/login and log in. 

 

https://emma.springeq.com/login
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2. Click on “Register Loan”.  
*NOTE* - You can also register a loan directly from the “Get Pricing” tool. 
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3. Click "Click to upload".  Here, you’ll select the 3.4 file to upload to EMMA.  The information will populate in just a 
few seconds. 
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Pricing 
4. Click "Get Price". 
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5. Click "Required Fields & Advanced Options" to review and change your loan amount and other loan 
characteristics. 

 

6. Once you have chosen the product, click "Register Loan". 
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Seeing Loan Information 
7. By clicking on the double green arrows on the left side of the screen, you can open up the loan information on the 

file. 
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8. You can open up the loan information in the file at any time during the process. 

 

9. You can select different pieces of information that you want displayed and put them at the top of the page 
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10. Clicking on the funnel icon, you can select what information you would like to be displayed. 

 

11.  You can change the filters on the file at any time by clicking the funnel symbol, and then checking what you want 
to see, and unchecking what you don’t want to see. 
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12. Click "Save as default," and with your next loan, it will have your settings saved. 

 

13. Now you can navigate through EMMA with EASE!! 
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14. Click on any one of the screens listed, and it will take you there. 
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Completing the Application 
15. Fill out the processing information section of this screen.  “Property owned free and clear?” and “Using borrower 

chosen title company?” will automatically be filled in. 
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16. Click "Verified" or update your processing company contact information.  This information will autofill with the 
information from the last registration.  If there is no processor, just input the Loan Originator information again.  
If it changes through the process, the Account Manager can update this information. 
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17. Complete the “Use of Proceeds” section.  You must select “Yes” on one of these questions to move forward. 

 

18. Once all required items are completed. Click "Next" 
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Ordering Credit 

15. The screen asks you to verify the borrower's consent to pull credit. Click "Yes" if you are ready to proceed 
with the credit pull. Please remember that all credit being used must be pulled through our website. 
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16. You will see a progress bar for the credit pull. Please read the notes with the status bar, as it will provide 
great information and updates. 

 
 

 

Tip!: If you see a lag in the credit report, click the "refresh" button at the top left-hand side of the screen to retry, 
next to the website in the address bar. You may also see the "Try Again" button light up. 
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17. If you need to update the Property Address, you can do it by clicking on "Property Address".  If no changes are 
required on the address, you can skip this step. 
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18. You can update your subject property address here if needed.  You will need to click on “Validate” so USPS can 
verify the address. 

 



REGISTERING LOANS WITH 
EMMA 

 
 

19 
© Spring EQ, LLC 2025, All Rights Reserved (KM) 7.22.25 

 

Income 
19. If you need to update the income, click "Edit Income".  If no changes are needed on the income, you can skip this 

step. 
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20. You can now edit your employment information and income here. 

 

21. Add additional employer information if needed. 
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22. If you have income that is not from employment that you need to add, click "Other Income". 

 

23. Add in other income sources here. 
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24. There is a drop-down for “Other Income” sources. 
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Verifying the REO Section 
25. To ensure that property taxes, insurance, and other items such as HOA fees are correct, click the "REO" tab. 
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Tip! If the mortgage is escrowed. Ensure that you zero out any previously entered taxes or insurance and verify 
that the escrowed boxes are checked. 

26. Click this checkbox if the mortgage is escrowed. 
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27. If you have additional REOs, scroll down and click the down arrow. 

 

28. Enter the rental income here. 
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29. Click "Save". 
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Handling Liabilities 
30. If you need to add a liability manually - Click "Add liability". 

 

31. Enter in the required fields. 
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32. Associate the attached property with the correct liability. 

 

33. Select the correct lien type for the corresponding mortgage and property attached. 
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34. Click "Save". 

 

 

35. All liabilities will be pulled in from the credit report. If a single property is listed on the 1003, all the 
mortgages will automatically attach to them. You'll need to verify that they are correctly marked "First 
Mortgage" or "Second Mortgage" under "Lien Type" if there are multiple. If there are multiple properties, you 
must click on the "Attached Property" dropdown to ensure mortgages are correctly matched. 
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36. All debts will be marked as "Include in Debt Calculation." You can click the "Handling" dropdown and update how 
it should be handled. 
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37. Initially, all debts will be marked as "Include in Debt Calculations." You can click the "Handling" dropdown and 

update how it should be handled. Your options are: 

1. Omitted From Debt Calculations—This will add a condition for you to upload documentation or a letter 
explaining why this debt is being omitted. 

2. Include in Debt Calculations (Default Status) - will be left alone and included in the DTI. 

3. Resubordinated - This should not be used as we do not allow liens to be subordinated behind us. 

4. Ignore - this should not be used. 

5. To Be Satisfied With Loan Proceeds—This should be selected if we are paying the debt with the loan. 
*Note: An easier way to select this is to click on the green sprocket to the right of the "Handling" field. See the 
next step. 

6. Paid By Another Party—This would be used for co-signer accounts. Please see the guidelines for more 
information. 

7. Exclude based on the # of months—this MAY be used on Non-Auto Lease installment debt. Please see the 
guidelines for more information. 
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38. You can see what it does if you click the green sprocket. It automatically changes to "To 
Be Satisfied with Loan Proceeds." 

 

Note* Once you update any information on this screen with how debt is being handled, it will 
prompt you to click the "Save" button so the system can update. The DTI will not update 
correctly if you miss hitting this button. 
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39. Click “Save”, then "Next". 
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40. Since the HMDA Declarations pulls in from the 3.4 file you’ve uploaded, changes should 

not be required. You should still review the information before clicking on “Next”. 

 

AVM 
The AVM will now automatically be pulled into EMMA.   



REGISTERING LOANS WITH 
EMMA  

 

35 
© Spring EQ, LLC 2025, All Rights Reserved (KM) 7.22.25 

 

41. Review your AVM value and select your appraisal choice. 

 

 
42. Click “Expand for more loan details”.  This will show you the difference between the 

information in the original 3.4 file and the values now being used after updates from 
the credit report and any manual updates you have input. 
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Locking the Loan 
43. After reviewing the options, click "Rate Lock and Register" on the product of your 

choice. 
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44. Click "Accept Rate and Register". 

 

 
45. Your loan will begin to run through Compliance Ease and Instantly Disclosed if eligible.  

Suppose the loan is not eligible for instant disclosures due to non-compliance or other 
issues. In that case, the file will be assigned to an Application Analyst, and you will be 
contacted within 24 hours to work with them on preparing the file for disclosure. 
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46. You will receive a Congratulations! if the loan has been disclosed. 

 

 
47. Click this checkbox if you would like to view the disclosure package. 
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48. Click "View in PDF". 
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Uploading Borrower Conditions 
49. Click "Continue to loan conditions." This is where you can upload your borrower 

documents. 
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50. Once you have gotten to your loan conditions. Click to add or drag and drop your loan 
files. 

 

 
51. Click this icon and you can view the document you uploaded before you attach it. 
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52. You can upload documents one at a time or all of them at once, but you will need to 
upload all prior to approval conditions before you are eligible to hit "Submit for 
Review." 

 

 
53. Click "Upload and Attach all files" 
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54. Click the checkbox at the top of the conditions to submit all conditions for review. 

 

 
55. Click "Submit for Review". 
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Reviewing Your Pipeline After Registering a Loan 
56. Click the 3 lines (hamburger icon) at the top right of the screen.  Then select “Pipeline”. 

 

 
57. Once in the pipeline, you will be able to review all of your loans in any status and 

upload and handle conditions as your loan moves through the process. 
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Seeing if the Borrower has Signed the Documents 
58. By clicking "Check Status," you can now easily review if the borrower has signed their 

documents and the status of your own. 

 

 
59. Click "Check status". 
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60. You can review that all parties have signed your documents. 

 

 

Viewing Documents in a File 
61. Click "All Documents". 
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62. You can review all of your loan documents in one place. 

 

 
63. You can select different loan documents if you would like to download them. 
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64. Here you can select how you want to download the documents. 
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