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CORRESPONDENT’S EXPERIENCE 

CLD Portal is the most secure method of providing documents to Cornerstone’s CLD team. The documents uploaded by the 
Correspondent are sent directly into the Loan Origination System (LOS).  
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Creating 
Password for 
New Account 

A URL address is provided to the Correspondent. The first time to the site requires the creation of a 
unique password. Select Forgot Password and enter email account associated with the account. 

 Upon entering an email address, the user will receive Unrecognized Device notification. It is 
a requirement to reenter the email address again.  

 Create a new Password and Confirm.  A notification is sent that the password has been successfully 
changed.  CHL cannot reset the password, but the correspondent may use “forgot password” to reset 
in the future as needed. 
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 After the successful password creation, subsequent entry is done by choosing, LOGIN. 

Loan Selection To locate a loan, from the Loan Select page enter: 
 
 
 
 
 
 CHL Loan 

Number 
 
 Property Zip 

Code 
 
 Primary 

Borrower Last 
Name 

 
After entering, click 
Launch Loan. 



© Cornerstone Home Lending, Inc.  | LoanFly | 2020 CLD Portal 
P a g e  | 6 

 
Loan File & Loan 
Documents 

The site opens to Loan File and Loan Documents pages.  The critical elements of the loan appear at 
the top for quick viewing.   

 

 The Loan Conditions tab opens as a default. Conditions 
Needed, Pending Review, Processor Accepted, and 
Approved/Cleared appear with the ability to expand and 
collapse (up/down arrowhead).  
 
 
 
 
 

 
 
 
 
 
The second tab, Loan Packages is used to upload documents 
to the portal.  
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DOCUMENT UPLOAD 
Loan Packages Loan Packages is where the Correspondent uploads the Purchase File, UW 

Submission, File Fee or Condo Submission.  The site accepts PDF, JEPG 
and/or PNG files. Click on the tab to open the page. 

 

 Begin uploading the package by clicking the Upload Package 
File button. The button opens a window to Select Loan 
Package Type.  
 
 

  
 
Use the drop-down to choose the type of 
package. 

Purchase File: Used for delagated 
underwriting. 

UW Submission: Used for submitting 
files to Cornerstone underwriters. 

 Select Loan Document or Loan Appraisal for upload. For the initial package upload (Purchase File or 
UW Submission), the appraisal must be uploaded separately through the appraisal browser. Once the 
appraisal is uploaded with the first submission, the Correspondent can add documents to the package 
without the appraisal. 
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Drag & Drop OR 
Browse 

Uupload files using either 
Browse or Drop Files Here. 

Both features allow multiple 
items to be uploaded at once. 
Use the normal selection steps 
to either browse or drag/drop 
mulitple documents.   

 The documents show a checkmark on the right when fully loaded. The “X” mark on the left deletes 
the document from the browser. Each document appears as a single document –not one package. 
After all documents have a checkmark, the Upload button uploads to the portal. 

Document 
Collection 

Documents appear in Document Collection based on the Upload Package File type chosen – Delivery 
Purchase Collection or Delivery UW Submission Collection. The Correspondent sees the Type, 
Upload Date, Upload User, Record Type, View (click eye icon to view) and Delete (click X to delete 
from portal). 
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Release Package Click the Release button next to the Delivery Purchase (or UW 
Submission) Collection when the package is ready to go to the CLD 
team. The Release Package box opens to select how the documents 
are sent. Either choice is fine. 
 
Save Individually: Each document is 
sent to CLD separately. 
 
Merge Documents: Documents are 
merged and sent to CLD. 
 
 

  
 
In the initial upload, a package cannot be 
released without an appraisal. Attempting 
to do so reveals an error message, “Cannot 
release package without required 
documents of type(s) Loan Appraisal.” 
 
Click Cancel to return to the upload page. 
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History In the Loan Packages tab below the Document Collection 
section, is the History of all the uploads by the Correspondent. 
Documents are grouped by upload date. 

 Regardless of whether the documents were released “individually” or “merged”, each document 
appears individually. Use the eye icon to open for viewing. If the documents are released as “merge”, 
then the entire package is viewed with the eye icon next to View Merged Document. 



 

© Cornerstone Home Lending, Inc.  | LoanFly | 2020 CLD Portal 
P a g e  | 11 

LOAN CONDITIONS 
Loan Conditions 
Tab 

After the file is underwritten, the Loan Conditions tab keeps 
all the conditions organized for quick review of the status of 
the conditions. Documents are also uploaded directly into 
the loan condition on the page. 

Conditions 
Needed 

Conditions to be met by the Correspondent are listed under the Conditions Needed section. CLD may 
have included a Due Date as well. The final colum allows the condition be uploaded directly. Do NOT 
use the Loan Packages tab to upload conditions. 

 

 Click the upload icon (paper clip). Browse or drag/drop the files to meet the condition and click, 
Create. 
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Pending Review After the item is uploaded, the system indicates it is Pending Review. The document has been sent to 
CLDs LOS, but the Processor has not yet reviewed.  

Processor 
Accepted 

After the Processor reviews the document, the item moves to Processor Accepted. The condition may 
NOT have been sent to the Underwriter yet. The Processor gathers all conditions before submitting to 
the Underwriter. Until the Underwriter clears the condition, the item remains under Processor 
Accepted.  

Approved / 
Cleared 
Conditions 

After the Underwriter has reviewed and cleared the condition, the document moves to 
Approved/Cleared Conditions. If the condition is not approved, then a new condition is created and 
sent to the Conditions Needed section. 

Purchase Advice Once the loan has been purchased by CLD, the processor will upload to the Purchase Advice which 
will appear in Processor Accepted.  
 


