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Quick Order Guide for Non–Delegated  
Genworth MI through Mortgage Builder

1) The Mortgage Insurance Interface is located on  

 two menus. 

	 •	 Processing	Order	Requests	Menu 

	 •		Interfaces → MI Interfaces → Mortgage   

  Insurance Request 

2) Select Genworth Mortgage Insurance in the 

 ”Company Name” drop down  

 

3) Verify your Master Policy Number is accurate in  

 the Lender ID field.  

 

4) Select Original Request in	the	“Request	Type”		

 drop down. Resubmission is used when  

 submitting trailing documentation.  

 

5) Indicate Standard in the “Application Type”   

 drop down. Complete the remainder of the fields  

 on this screen specific to your loan.  

 

6) Once the loan is submitted, the Decision Type  

 will appear as “Suspended” until an underwriting  

 decision is returned.  
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7) Uploading Documents  

 A. Click to upload single MI document(s) 

	 		 •	 Use	to	submit	documents	in	a	single		 	

    fashion 

	 		 •	 For	Blueprint users…Download    

	 		 	 documents	from	Blue	Print	to	your	system.			

    Your documents will be consolidated into  

	 		 	 one	PDF	file	for	submission.	Use	this		 	

	 		 	 button	to	submit	this	PDF	to	Genworth.			 

 B. Save your documents into one folder 

   and choose Click to upload MI folder. 

   The tool automatically zips all documents   

   prior to sending it to Genworth. 

	 		 •	 Files	should	be	in	.pdf	or	.tif	format.	 

    Attempting to zip the files yourself may   

    cause errors. 

	 		 •	 Avoid	using	spaces	in	the	folder	or	file		  

    name as this will cause errors in the   

    upload as well.    

 C. Click Submit when ready to submit your   

	 		 request	to	Genworth.	You	will	be	notified		 	

	 		 at	this	time	if	there	is	any	required	data	that	 

   is missing. 

	 		 •	 An	upload box will appear, indicating   

    progress of your upload.  

	 		 •	 Once	the	submission	is	complete,	a	 

    message will display indicating your   

    submission is complete.
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Should you receive an error message anytime during the process, contact the Genworth ActionCenter® 

at 800 444.5664 for further assistance, or correct loan and resubmit.  The verbiage in the error message 

normally should provide an indication as to the cause of the error.
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You will receive an email from Genworth  

when your loan has been dispositioned.  

Upon an approved decision, the user can 

request	the	MI	Certificate	from	the  

Query screen. 

Interfaces → MI Interfaces → Query 

A. Enter the loan number and then click the  

 icon to the right.  

B.  Choose your Loan Number from the list  

 and Loan Number History the Genworth  

 Certificate will open for viewing.  

 

Now the Genworth Certificate is also viewable 

from the MI Interface.

Interfaces → MI Interfaces → View Certificate. 

The	certificate	will	display	in	PDF	format.

View Certificate
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Need help? Call the ActionCenter® at 800 444.5664.
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