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Complete your Loan Application 

Using the Online Customer Portal 

The Carrington Customer Portal provides a convenient and secure way to receive, sign and 

upload loan documents that are needed throughout the mortgage process. You can access the 

Customer Portal from either a computer or a mobile device. 

This fast and efficient tool makes the mortgage process easier, helps us complete your 

mortgage application faster, and gets you ready to close as quickly as possible. 

Please contact your Loan Officer with any questions or help you may need using the portal. 

This guide will show you how to:  

• Set up your Carrington user account 

• Sign your loan application and disclosures – both electronically and with ink 

• Upload documentation needed to complete your application 
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Create Your Account and Log In 

Each applicant will need to independently sign their own documents related to the loan application.   

To accomplish this via eSign, Carrington Mortgage Services, LLC will send an email separately to each 

applicant. Each individual’s email will contain a unique link that is specific to them, to access the 

documents they need to sign.  Save this email with your specific link in case you need to refer to it later.    

As in the email example below, you will click your individual link to connect to your Carrington account. 

1. Click the link “Click here to visit the website“ to sign in or set up your account 

2. If there are any issues with the links, copy and paste the URL into your web browser 

 

 

3. Once on the log in page, you can enter your existing account credentials and click Log In – OR - 

4. Click Create Account to set up a new account
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5. Fill out all the required fields with an asterisk (*) and Click Continue 

 

 

6. You will receive an email to activate your account – Click the Link provided and follow the steps 

If there are any issues with the links, copy and paste the URL into your web browser 
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7. Once all steps are complete you will see the “Congratulations!” message 

8. Click Log into Your Account  

 

 

 

9. Sign into your Account Using the Username and Password you have set up 

10. If you do not have your username or password, click the recovery links provided 
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Provide Consent to Sign Electronically 

1. Click Agree to the eConsent Form to continue 

 

  

 

2. Click Agree or Don’t Agree to the Third-Party Consent Agreement 
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eSign your Loan Documents 

Once you complete eConsent, you will be directed to your task list which includes three categories:  

- Review Documents – Documents to review or read, but do not need to be eSigned or ink signed 

- e-Sign Documents – Documents that must be e-Signed  

- Print & Sign Documents – Documents that must be printed, ink signed, and uploaded 

 

1. Click Sign in the e-Sign Documents box  
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2. The eSign Events Terms of Service will populate 

3. Click Accept to accept the terms and continue with eSigning 

 

A list of all documents that can be eSigned, beginning with the Cover Letter will populate.  

4. There are options to Download and Print if desired 

5. The document Highlighted in Grey is the document being displayed 

6. A Green Check Box indicates no signature is required or it has been signed 

7. Click the Click to get started button to begin the signing process 
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8. An Orange pointer displays where signatures are needed  

• The button will say Skip if the document signature is Optional  

9. Click the blue Click to Sign button to add an eSignature 

10. Select the Click-to-eSign (type or draw name in the signature and Initials fields) 

11. Select Create Signature 

 

 

12. The Electronic Signature and a date and time stamp will appear on the document 

13. A Green Checkmark indicates the signature is completed 

Note: Once a document is eSigned, the next document to be signed will automatically populate. 
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A Signing Complete notification appears once all eSignatures have been captured and you will be 

returned to the dashboard upon leaving.  

14. Click to Download Documents if desired  

15. Click Leave Session when done 

16. Click Yes to confirm 
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Print, Ink Sign and Upload Documents 

In some cases, there are documents that require an ink signature to complete your loan file. This 

requires you to print the document, sign it with an ink pen, and then scan and upload the document.    

 

Follow the steps in this section to complete the process of ink signing documents.  

 

1. Click the Download All link from the Print & Sign Documents section 

 

2. When the document opens, click the Printer Icon at the top of the page 
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3. Independent step: Print and sign the document with an ink pen 

4. Independent step: Scan the signed document to your device and save in a folder you can locate 

or fax it to the number provided 

5. Click the “Borrower Portal” tab in your browser to return to your account Task Dashboard 

6. If scanned to your device, click Upload from the Print & Sign Documents task 

7. Drag and Drop the Document from your computer folder, or click LOCAL DRIVE to Browse for it  

8. Once the document is shown, click Ready to Upload 
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9. A Completed notification appears once the documents have been uploaded 

10. When finished, click Close 

 

 

11. You can view your uploaded Documents by clicking Documents on the left side panel 
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12.  A Success message indicates the process is complete  

13. A task message will show You do not have any pending tasks at the moment 

 

 

 

Please contact your Loan Officer with any questions or help you may need completing 

this process through the Carrington Customer Portal. 
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