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1. Go to PR Mortgage Investment Client Portal, input your username and password and 

select logon to access our portal.  

 

2. Select the Underwriting Job ID (3261). 

 

3. Choose the Loan Registration, Lock & Pricing tab located in the left-hand navigation 
menu.  

 

HOW TO PRICE A LOAN 

https://www.evolvemtgs.com/Client/PRMortgage.asp
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4. Click on Price My Loan listed on the left-hand navigation menu.  

 

5. Complete all required fields, indicated with a red asterisk (*), and select Explore Price 
Options. 

 

6. You will then be directed to Price My Loan Results which will display any Eligible or 
Ineligible Products. Click on the product code to view the rate stack. (Refer to step 9 if 
your intended product is shown as Ineligible).  
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7. To preview price results simply click on the rate to the left of the price you are interested 
in. 

 

8. A new window will appear displaying the margin, any loan level price adjustments, and 
the corresponding rate/price.  

 

9. If the product you intended on pricing is shown under Ineligible Products please click on 
the product code to expand and select see guideline error, from here you can go back, 
and revise the search criteria and Explore Price Options.  
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1. Go to PR Mortgage Investment Client Portal, input your username and password and 

select logon to access our portal.  

 

2. Select the Underwriting Job ID (3261). 

 

3. Choose the Loan Registration, Lock & Pricing tab located in the left-hand navigation 
menu.  

 

HOW TO REGISTER A LOAN 

https://www.evolvemtgs.com/Client/PRMortgage.asp
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4. Click on Register Loan listed on the left-hand navigation menu.  

 

5. Select Choose File, which will prompt a new window to appear so that you can browse 
your computer to locate the 3.4 file.  
 

 
6. Once you have selected the 3.4 file you would like to upload, click Open to proceed.  

 

 
 

7. Select the upload button. 
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8. Our system will then display a preview of the data to help ensure the correct 3.4 file is 
being uploaded. Once confirmed, select Explore Pricing Options. 

 

9. You will then be directed to complete the remaining required fields, indicated with a red 
asterisk (*), so that you may Explore Price Options.  

 

10. You will then be directed to Price My Loan Results which will display any Eligible or 
Ineligible Products. Click on the product code to view the rate stack. (Refer to step 17 if 
your intended product is shown as Ineligible).  
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11. To preview price results simply click on the rate to the left of the price you are interested 
in.  

 

12. A new window will appear displaying the margin, any loan level price adjustments, and 
the corresponding rate/price.  

 

13. When ready to complete registration select the Create Loan link to the right of the 
preferred rate/price. 
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14. You will then be directed to the Edit Loan screen, please complete the remaining 
required fields, indicated with a red asterisk (*), then select Update and Price.  

 

15. The system will then display the Loan Price Results, select Float to complete the 
registration process.  

 

 

 



 

PR Mortgage Investment 
2000 Midlantic Drive, Suite 220 

Mt. Laurel, NJ 08054 
 

Portal User Guide – 4.28.25 v1 
10 

16. You will then have the option to print a copy of the Float Confirmation for your records. 

 

17. If the product you intended on pricing is shown under Ineligible Products please click on 
the product code to expand and select see guideline error, from here you can go back, 
and revise the search criteria and Explore Price Options.  
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It is imperative that you follow our naming convention before uploading your initial 
submission. This will ensure the documents are properly matched to their parent loan. We 
recommend uploading your initial submissions as a bulk pdf, labeled as the Seller Loan Number 
used when the loan was registered in the PRMI Portal. 
 

Supported File Formats: 
• Files must be in one of the following formats: 

BMP, DOC, DOCX, GIF, HTM, HTML, JPEG, JPG, MSG, PDF, PJPG, PNG, TIF, TIFF, TXT XLS, 
XLSX, XML, XPS 

• Files should not be password protected or encrypted. 
 
Naming your files: 

• The beginning of the file name should begin with the Seller Loan Number  
• Do not include any special characters in your file name (e.g., ` ~ ! @ # $ % ^ & * ( ) + =/ 

\ , <> ? “ ‘). 
• A dash (-) is permitted as part of the seller number. 
• A period should only be used once as part of the file extension (Ex: .pdf .jpg) 
• Use an underscore in lieu of a space. (Underscores should never be part of the 

loan number). 
 

Bulk File Upload Naming Convention (Recommended): 
If you are uploading your initial submission in one bulk file, the file should be labeled as the 
Seller Loan Number used when the loan was registered in the PRMI Portal.  
 
Example of valid file name for Bulk Submissions: 
If the file was registered with the Seller Loan Number 123456789, the initial submission upload 
should be labeled as 123456789. 
 
Example of invalid file name for Bulk Submissions: 

• SMITH Initial Submission (no seller loan number and spaces in file name) 
• SMITH_Initial_Submission (no seller loan number) 
• 123456789_Smith_Initial_Submission_#2 (special character used) 

 
Multiple file uploads for Initial Submissions: 
If you are uploading your initial submission in multiple document uploads, the files should be 
labeled to start with the Seller Loan Number used when the loan was registered in PRMI Portal, 
then followed by an underscore (_), the primary borrowers’ last name and/or description of the 
document type. 

FILE NAMING CONVENTION FOR INITIAL UW AND CLDD SUBMISSION 
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Example of valid file name for Multiple File uploads: 

• 123456789_Smith_Income.pdf 
• 123456789_Smith_Assets.pdf 
• 123456789_Bank_Statement.pdf  
• 123456789_Bank_Statement_2.pdf 

 
Example of invalid file name for Multiple File uploads: 

• Smith Initial Submission.pdf (no seller loan number and spaces in file name) 
• 123456789 Smith.pdf (no underscore after loan number) 
• Smith.123456789.pdf (no seller loan number and includes an extra period in file name) 
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1. Go to PR Mortgage Investment Client Portal, input your username and password and 

select logon to access our portal.  

 

2. Select the Underwriting Job ID (3261). 

 

3. Choose the Reports Menu tab located in the left-hand navigation menu.  

 

HOW TO UPLOAD INITIAL SUBMISSION 

https://www.evolvemtgs.com/Client/PRMortgage.asp
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4. Click the blue Upload Data/Image Files to 3261 button. Prior to uploading your initial 
submission, please ensure your upload(s) are labeled in accordance with our naming 
convention. Please click here for more information or refer to the guides in our portal. 
 

 
 

5. A new window will then appear allowing you to drag and drop or browse your computer 
for the initial submission package(s).  

 

6. Select Start upload. 
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7. The system will display the following message which indicates your upload has been 
received. Please note, if the naming convention is not followed our system will not be 
able to assign the uploads to the appropriate parent loan which may cause underwriting 
delays. Please contact easupport@prmortgageinvestment.com with any questions. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

mailto:easupport@prmortgageinvestment.com
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1. Go to PR Mortgage Investment Client Portal, input your username and password and 

select logon to access our portal.  

 

2. Select the Underwriting Job ID (3261). 

 

3. Choose the Reports Menu located in the left-hand navigation menu.  

 

 

HOW TO UPLOAD CONDITIONS 

https://www.evolvemtgs.com/Client/PRMortgage.asp
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4. Input the Loan Number or Primary Borrower Last Name into the search bar and be sure 
to select the corresponding search option before selecting the blue search button.  
 

 

5. You will then be directed to the Underwriting Loan Information screen. Scroll down to 
view all Loan Conditions. When ready, select the ‘Upload Files To Clear’ hyperlink 
associated with the condition you are wanting to upload documentation for.  
 

 

6. A new window will then appear allowing you to drag and drop or browse your computer 
for the condition documentation. When uploading directly to a condition, there is no 
required naming convention.  
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7. Select Start upload. 

 

8. The system will then display the following message which indicates your upload has 
been received.  

 

9. Once the upload has been processed, it will be accessible in the Loan Images section 
(bottom of page). Any documentation that has been uploaded, but not submitted to 
underwriting will display **QUEUED – Not reviewed until released** after the file name.  

 

10. Once all documentation has been uploaded and you are ready to send the file back to 
underwriting, select the TDOC Release button located at the top of the page. If the TDOC 
release button is not visible, please refresh the page.  
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11. After clicking the TDOC Release button, a message will be displayed to confirm that all 
conditions have been uploaded. If this is the case, select the OK button to proceed with 
sending the file back to underwriting for review.  

 

12. Subsequently the ** QUEUED – Not reviewed until released ** indicator will disappear 
and the files released for review will be time stamped with the Release Date as further 
indication of the file having been submitted to underwriting for review.  
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1. Go to PR Mortgage Investment Client Portal, input your username and password and 

select logon to access our portal.  

 

2. Select the Post Close Job ID (6261). 

 

3. Click on the Image Uploads tab located in the left-hand navigation panel.  

 

HOW TO UPLOAD CLOSED LOAN PACKAGE 

https://www.evolvemtgs.com/Client/PRMortgage.asp
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4. Click the blue Upload Data/Image Files to 6261. Prior to uploading your closed loan 
package, please ensure the file(s) are labeled in accordance with our naming convention. 
Please click here for more information or refer to the guides in our portal.  

  

5. A new window will then appear allowing you to drag and drop or browse your computer 
for the closed loan package(s).  

 

6. Select Start upload. 
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7. The system will then display the following message which indicates your upload has 
been received. Please note, if the naming convention is not followed our system will not 
be able to assign the uploads to the appropriate loan which may cause delays. Please 
contact easupport@prmortgageinvestment.com with any questions. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

mailto:easupport@prmortgageinvestment.com
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1. Go to PR Mortgage Investment Client Portal, input your username and password and 

select logon to access our portal.  

 

2. Select the Post Close Job ID (6261). 

 

3. Click on the Reports Menu located in the left-hand navigation panel.  

 

HOW TO UPLOAD CLOSED LOAN DEFICIENCIES 

https://www.evolvemtgs.com/Client/PRMortgage.asp
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4. Input the Loan Number or Primary Borrower Last Name into the search bar and be sure 
to select the corresponding search option before selecting the blue search button.  

 

5. You will then be directed to the Closed Loan Information screen. Scroll down to view all 
Loan Exceptions. When ready, select the ‘Upload Files To Clear’ hyperlink associated 
with the deficiency you are wanting to upload documentation for.  

 

6. A new window will then appear allowing you to drag and drop or browse your computer 
for the deficiency documentation. When uploading directly to a deficiency, there is no 
required naming convention.  
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7. Select Start upload. 

 

8. The system will then display the following message which indicates your upload has 
been received.  

 

9. Once all deficiencies have been cleared the status will update to Approved for Funding. 
Upon receipt of collateral, PRMI will work to purchase the loan and issue the purchase 
advice.  
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The escalation log should be utilized to communicate with the Underwriter and/or 
Compliance Auditor for each respective file. This should be your first method of contact, as 
most issues can be resolved through this approach.  

1. Go to PR Mortgage Investment Client Portal, input your username and password and 
select logon to access our portal.  

 

2. After logging in to our client portal, navigate to the appropriate Job ID. 
 

3261 – Underwriting: Registration through Clear to Close 
6261 – Post Close: Post Closing through Purchase 

 

 

 

 

 

ESCALATION LOG 

https://www.evolvemtgs.com/Client/PRMortgage.asp
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3. Choose the Reports Menu tab located in the left-hand navigation menu.  

 

4. Input the Loan Number or Primary Borrower Last Name into the search bar and be sure 
to select the corresponding search option before selecting the blue search button.  

 

5. You will then be routed to the Loan File. When ready, select the blue ‘Escalation Log’ 
button at the top of the page.  

 

6. Next, select the appropriate escalation type from the drop down. A description of the 
selected escalation type will display to the right to ensure the escalation is routed to the 
correct team.  
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7. Then select the deficiency from the drop down that your escalation pertains to. 

 

8. Enter your escalation comment and select the blue ‘Add New Escalation’ button.  

 

9. Your escalation will be logged below. 

 

10. The user who submitted the escalation will receive email notifications from do-not-
reply@evolvemortgageservices.com once the escalation has been reviewed and 
responded to. This will be your queue to log in and review the response. 

 

 

 

Sample escalation 

Sample escalation 

mailto:do-not-reply@evolvemortgageservices.com
mailto:do-not-reply@evolvemortgageservices.com
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