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View the file in either location, must be in the WEB view

Once the file opens, you will select Swap Applicants from the upper right hand corner.
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Cofirnmation box will pop up. Select Ok.

Once processing is complete, it will open the new file, showing the applicants have been swapped.
Scroll down to obtain the new file number.
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Use the new file number to access the new file with applicants swapped. You will know you
are in the right file when you see Swap Applicants at the bottom under Charges. 

If an original file has already been swapped, you will receive an error.

If you are in a file that has already been swapped, you will not have the Swap Applicants
button available.

Swapping the applicants will copy the same loan/reference number to the new file number.


