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How to Create a Manual App 
Overview: 

If you would like to start the app for a borrower or complete their full 1003 data for them, this can be 
done through the BSM portal.  By doing so here you can have the borrower either finish entering their 
information or simply provide them access at the end to upload documents themselves.  By choosing 
the New Application under the create loan drop down you can get them started on the process. 

Instructions: 

1. Locate the menu option “Create Loan” on the top bar, click to see the drop-down options and 
select New Application.  

 

2. You will be redirected to a screen with multiple campaign options, look for the “Greenway 
Default” choices and decide what option is best for your borrower.   

a. Full Application (Greenway default) – manual credit run 
b. Pre-Approval (Greenway default) – Automatically runs borrower soft pull credit 
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3. You will then be redirected to the application.  Note in the left-hand corner there is an option to 
send borrower emails or not.  This will default to NO you can change this to yes before entering 
their data and creating their account.  From here you can enter their full 1003 data yourself 
skipping the steps that need to be done strictly by the borrower.

• For good practice, if you want the borrower to be able to upload documents to the 
conditions screen select the Yes radio option.

4. If you go through the entire app for the borrower you will be redirected to the Loan Dashboard,
as seen below, after hitting the Submit button.  This is the screen where the borrowers can
upload documents.  This is also when the option will come up to email the borrower.  Click the

envelop button indicated by the red box.  To get into your view just click the first icon, .


