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Getting Started 
Step Log On Process and Review of Pipeline Screen 

1 

Click the following link to enter credentials to the PORTAL. 

https://reversecalculator.libertyreverse.com 

To reset your password: 

1. Enter your Username
2. Click Forgot password?

You will be given the option to receive an email or a text with a verification code allowing 
you to reset your password. 
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NOTE: 
• A user must have a mobile number in their PORTAL Profile in order to receive a

verification code via text.
• If you do not remember your User ID, please check with your company’s PORTAL

Administrator or Lender Support.
• The PORTAL will log users out after 10 minutes of inactivity.

To retrieve your username: 

1. Click Forgot username?
2. Enter the email associated with the user profile.
3. An email will be sent to the email address on file.

Note: An email will not be sent if the email address entered is not associated with a user 
profile. 
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2 

Once logged in, you will automatically be directed to your pipeline screen. Your pipeline view 
is customizable. Simply click and drag any of the columns around to rearrange your view. The 
system will remember the last view you had the next time you log in. 

In addition to your pipeline of loans, this screen gives you access to four additional features: 

A – Quick Search: 
 The “Quick Search” feature allows users to search deals in their own pipeline or a pipeline 
that a user has access to. Search by borrower name, portal ID, or loan number.  

B – User Profile: Basic profile information may be found here. This allows the user to update 
his/her contact and communication details.  

C – New Quote: Start here when working with a new borrower. 

D – Resources: Provides direct links to our guidelines, forms, checklists and our partner 
website. 
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Generate a Quote 
Step 

1 

Starting a Quote 

Click New Quote. 

Once the next page loads you will see that the application date defaults to today’s date. The 
estimated closing date is 60 days from the application date.  

You will need to start with the transaction type. The dropdown menu includes Reverse 
Refinance, Purchase, and Refinance.  

NOTE: For information pertaining to Reverse Refinance and Purchase, see the appendix at 
the end of the job aid. 



Liberty’s PORTAL User Guide  Page 7 

2 

Adding Borrower Information 

Complete the remaining fields on this page (fields with the red asterisk are required). 

Best Practice: Enter the borrower’s date of birth rather than age. If you enter a borrower’s 
age, the system will default to a birthdate of January 1 of that year which may give the 
borrower an incorrect HECM age. 

You may add co-borrower information or lien information by clicking the   add a 
co-borrower and   add a lien button. 

NOTE: If the borrower does not currently have a mortgage on their home, you may leave the 
monthly payment box blank. 

Click Next to move to the product comparison screen. 
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3 

Selecting Products 

The Portal will automatically select the lowest cost and the lowest rate fixed products for 
you. These will be light blue. You can then add your own selections by clicking on the green + 
to add the product.  

Click the  green plus icon to add loan options. 

Loan officers may add their own loan products in the lineup to a maximum of 6 loan options. 
Loan officer selected products will show in dark blue. 
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4 

Product Comparison Screen 

Once the products have been selected you will be brought to the product comparison 
screen. 

Broker compensation radio button will default to Lender Paid. Due to Regulation Z and the 
loan officer compensation rule, an originator is only able to earn the loan origination fee or 
correspondent fee on a fixed rate product. Please reach out to your Account Manager before 
changing the selection to borrower paid.  

Best Practice:  Before making any changes to the products on the comparison screen, click 
on the GFE tab and update GFE costs by your region. By entering fees first, it will create 
accurate figures in the loan products offered to the borrower. 
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NOTE: Hover icons   next to fee boxes on the GFE provide explanations of maximum fee 
charges per item and what the fee pertains to. Fee thresholds are built to comply with HUD 
guidelines.  

Error messages will appear if fees are outside the fee range for the service. 

After entering good faith estimate costs, click the  button at the top, then click the 
 product comparison tab to edit the loan product selection lineup. 



Liberty’s PORTAL User Guide  Page 11 

5 

Product Order 

You can change the order of the products displayed on the comparison screen. The same 
product lineup will be shown on the quote. To change the order, type in the number of the 
column you would like that particular product to be in and press ‘tab.’ 

NOTE: The product listed in the leftmost column will be the one used to generate the data on 
an application  

Select OK to verify the column movement. 
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6 

Edit Product Details 

To edit the details and disbursement options for a product click on the pencil icon located 
just below the product position box. When you click on the pencil an alert box appears. Click 
ok to move to the edit screen. 

By clicking the edit pencil icon, the user may adjust figures and update comparisons based on 
adjusting the figures below within the edit option. Click “update comparison” after edits are 
made. 

• Home Value
• Purchase Price (for HECM for Purchase Option)
• Less Voluntary Set Aside (non-LESA)
• Life Expectancy Set Aside level
• Less Repair Set Aside
• Cash to Borrower at Closing
• Total Credit Line
• Tenure
• Monthly Term Payment
• Term Months

Once you update your comparison you will be brought back to the product comparison 
screen. Once you have your product details the way you want them, click the ‘Next’ button 
on the top-right hand side of the page to save your information and move to the next step.  
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1 

Saving Your Quote 

To save your information and generate the quote you will need to complete the borrower 
information and the property details. The user is required to fill out the items with a red 
asterisk before proceeding to the next step. The interviewer (loan originator) information will 
auto populate. 

Once the summary is complete, loan originator will have the option to generate and send the 
quote as a PDF, start the application process, or return to the pipeline page. 

Download the 
estimate sheet 

as a PDF. 

Return to the 
loan officer 

pipeline. 

Utilize estimate 
information to 

proceed to  
application. 
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3 

Quote Document 

Borrowers will receive their complimentary Reverse Mortgage Quote which contains: 

• Reverse Mortgage Summary
• Reverse Mortgage Benefit Comparison
• Understanding Your Benefit Comparison
• Explaining LESA
• Preparing For HUD Counseling
• FAQ’s
• Total Annual Cost Rate Disclosure
• Estimated Amortization Schedule
• Worksheet of Estimated Closing Costs
• Federal Truth-In Lending (If Applicable)
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Completing an Application 
Step Application Sections 

1 

Click  start application to enter details in the following fields. Only fields with 
red asterisks are required to move to the next data page of the application. Complete the 
steps in the descending order shown below. (You can also view our training video on 
Generating an Application). 

NOTE: Make sure to click the  save button after each screen is completed. To 
navigate back to other parts of the application to make changes, click the items in the 
column choices on the left side of the screen. Do not use the forward or backward buttons 
on the internet browser. 

https://liberty.articulate-online.com/7820889077
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2 

Borrower Information 

By default, you will start on the borrower information page with borrower, co-borrower, or 
non-borrowing spouse information.  

The Actual Age is based 
on today’s date. The 

HECM age is based on 
the borrower’s half-

birthday and the day the 
loan is expected to close 

If the loan 
application has a co-
borrower or a non-
borrowing spouse 
(age less than 62), 

information will need 
to be collected. 

If the mailing address is 
the same as the property 
address, check the box to 
have the mailing address 

auto-populate 
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3 

Property Section 

The address and property type will auto-populate from the information you entered in the 
Portal to generate your quote. Confirm that everything is correct on this page. 

NOTE: Add the year built and the square footage of the home (an estimate is ok if appraisal 
has not been completed yet). This information will help with the financial assessment review. 

4 

Additional Information 

The additional information section is where you can enter an additional loan contact (such as 
a processor). In addition you will also add your FHA case number, FHA case assignment date 
and counseling certificate number and counseling date once you have that information. 
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5 

Declarations Page 

Complete the declarations page. The screen shot below shows the various additional 
information based upon the response of the borrower or co-borrower. 

Additional FHA cases may need to be added to complete the declarations page. Document 
appropriately. Do not skip required pop up boxes based on the borrower responses. 
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6 

Government Monitoring 

Complete the Government Monitoring Information. From the options, select the application 
method taken: telephone, mail, or internet. Enter the details for Ethnicity, Race and Sex for 
the borrower and the Co-Borrower if applicable. If the borrower(s) choose(s) not to furnish 
the information, select the Information not Provided radio button for each section. When 
finished click save. 
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7 

Financial Information 

The financial information page is designed to capture the information necessary for the 1009 
Addendum and the financial assessment review (next section).  

Enter each type of income for the borrower and/or co-borrower. Complete held assets, 
property charges and existing liabilities. Select the + icon to add information in the pop up 
boxes shown below for each of the above mentioned financial aspects. 
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8 

Financial Assessment 

The Financial Assessment screen will be used to determine if a life expectancy set aside 
(LESA) is required for your borrower.  

The top part of the page is for the general details of the assessment. Select the appropriate 
family size in this section. Family size is defined as the number of individuals living at the 
property, regardless of their relationship to the borrower. The family size determines the 
amount of residual income is required.   

The next section is the Residual Income. Most of the items in this section will auto-populate 
based on information you have added in other pages.  

NOTE: Income and expenses, residual income, utility and projected property costs are taken 
from the previous screens and cannot be changed.  
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8 

Financial Assessment (cont.) 

Below residual income (i.e. the borrower’s ability to repay) is the credit section (the 
borrower’s willingness to repay).   

Use the drop down arrows to answer the 5 sections. They will default to ‘no’ so that a LESA is 
not necessary.  

If you need to change one of the answers you can see below what will happen. The red LESA 
Flag appears and the LESA amount at the bottom populates. If you would like to push this 
information to the product comparison screen, click the button on the bottom of the page.  

Please review our Financial Assessment training to learn more about residual income and the 
credit portion of financial assessment.  
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Step 

1 

FHA Connection 

You will only see the FHA Connection link if your organization is set up as a Third Party 
Originator (TPO) with Liberty and your role-based access allows you to pull FHA Case 
Numbers (please see your company’s Portal Administrator if you have any questions). 

To begin, hover over any of the red X’s to determine what information is missing. The popup 
box will tell you which specific items need to be filled out to change it to a green checkmark, 
which signifies that the information is complete for that section. 

NOTE: It may be necessary to go back to previous application fields to fill in required data so 
that the missing information is populated. 

Under Counseling Agency Referral you will select whether you provided a counseling agency 
list (referred) or not (not referred). 
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2 

If not referred, the system will request the reasoning. This is required to generate a FHA 
Case. 

If the borrower was referred, the broker will need to add the counseling agencies that were 
used in the referral.  

Once all of the submission validations are cleared (you will see all green checkmarks), the 
user will have to select the attestation boxes to assign a case.  
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3 

FHA Case Query 

Provides the ability to run a case query to determine if the borrower has cases associated 
with the borrower’s name, property address, case number, or social security number.  

4 

Holds Tracking 

Provides error messages if the case cannot be assigned by FHA. 

5 

CAIVRS 

FHA name search ensures the borrower is not found on FHA CAIVERS list. 
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6 

Based upon the data entered in the application, the loan dashboard will provide the status of 
the loan. 
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7 

Underwriting Conditions 

The Underwriting Conditions screen will show you the list of conditions that have been 
added to the file. You can see the type of condition, when it was issued and the date it was 
cleared and/or waived. 
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8 

Uploading Documents 

Users can utilize the tools at the bottom of the application process screens to add notes and 
upload documents. 

Users may upload any document required for HECM origination at any time during the 
application process.  The documents must be in .pdf, .jpg, .png, or.xml format. The maximum 
size of the upload document library is 100MB. 

• Upload conditions
• Upload initial submission
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9 

Generating Documents 

Liberty generated documents along with the financial requirements are shown here. 

Click on the documents to generate the items to be saved for the file. You will see all the 
documents you generate here. The Portal keeps a running history of documents so you can 
go back and review what has already been created. 



Liberty’s PORTAL User Guide  Page 30 

10 

Adding Notes 

Notes can be made to document next steps, borrower requests, or missing items. 
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HECM Appendix 

Step Action 

HECM to 
HECM 

Refinance 

Ensure that lien information is added for HECM to HECM Refinance. 

NOTE: Loan officers should enter lien information irrespective if it is not a required field. 
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HECM to 
HECM 

Refinance 

Product Comparison Page 

Additional tabs are provided for HECM to HECM Refinance. The loan officer must enter the 
FHA case number data, then click recalculate button. 

Be sure to verify the type of HECM for the existing loan. Certain programs allowed for 
significantly reduced upfront MIP. The "Existing Upfront MIP" amount must be accurate to 
calculate MIP. Please contact your Account Manager with any questions. 

After entering existing FHA HECM information click the  button to adjust figures. 

NOTE: An excel benefit analysis tool may be utilized to determine if the loan is eligible for a 
HECM to HECM refinance and if the counseling is allowed to be waived.  

For the HECM Purchase option, loan officers are required to add the purchase price field. 




