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I.  First Time User Requirements 
Before registering your first loan, these requirements are needed: 

 Internet Explorer 6.0 or greater 

 An LO user account.  You can setup the account by selecting the Admin tab and selecting Loan Officer.  For the 

first LO, you can add yourself.  Please note that a different email address than what you have under your main 

broker ID account. 

 

 

  



II. Loan Registration 
You can register your loan by uploading a loan file from a supported format.   

1.  Log into WebTrac and access the pipeline tab.  Select Upload Loan. 

 

2.  Select the file format from the drop down list.  Please view the image below.   

3. Browse and select the appropriate loan file.  If you are uploading a Calyx Point and have multiple borrowers, an 

additional field will populate below File To Upload.  This field allows you to upload co-borrower files. 

4. Select the loan program from the drop down list.   

5. Select a contact name.  This will be either the loan officer or broker. 

6. Enter your e-mail address. 

7. You may enter comments. 

8. Click Submit File.  The loan will be uploaded with the “Registered” status.  You will be given a loan number at 

this time.  

9.  You have successfully uploaded your loan! 



III. Document Upload 
1. In WebTrac, select the pipeline tab.  Click on the + sign to expand the appropriate loan status group.  Click the 

loan number or borrower name to open the Loan Details page.  

2. On the top right, click Upload a Document.   

 
3. A new browser window will appear to upload documents.  The upload screen has three sections: 

a. File Information 

b. Assign to Loan 

c. Document Information 

 



4. Under the file information section, browse for the file you would like to upload.  Do not select Upload in Color 

unless the document is specifically an Appraisal or color is absolutely necessary.  Though there are more 

formats, we only support PDF. 

5. The second section, assign to loan, will automatically have your borrower information. 

6. On the last section, document information, you can select your document type.  The document types that are 

CAPITALIZED are the ones that you should upload to.  If you are unsure or have a multi document type file, 

please select UNFILED. 

 

IV. Notifying the Submission Desk 
1. Once all the required submission documents have been uploaded, please email submissions@jmaclending.com 

and CC your AE the following information: 

a. Loan Number 

b. Stating that you are ready to submit your loan. 

2. You will be receiving an email later in the day on whether your submission has been accepted or rejected.   Your 

loan status will change from Registered to Submitted once it has been accepted. 

3. Once the loan has been submitted, underwriting conditions should be uploaded to BROKER UNDERWRITING 

CONDITIONS and funding conditions be uploaded to FUNDING CONDITIONS.  If the upload does not pertain to 

these categories, please upload to UNFILED. 
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