
E-LOAN Admin User Guide Page 1 

 
 
 

 
 

E-LOAN PORTAL ADMIN USER GUIDE 
 

This document is intended for your company’s E-LOAN administrator and 
provides step-by-step instructions on how to: 
  

�� Obtain a login 
�� Login instructions 
�� Create a new user 
�� Delete a user 
�� Change your password 
�� Manage user accounts 

 
Note:  All tasks require an E-LOAN Wholesale administrator account.  
 

 
�� Obtain a Login 
 
Note: To receive a login, your company must be an approved E-LOAN 
Wholesale Partner. 
 
Administrator: If you are already a partner, you should have received your login 
in the email welcoming you (administrators only). If you did not receive your 
login, please complete our online form to request a portal login. 
http://www.eloanwholesale.com/adminform.html   
 
Users: Users must contact their company’s E-LOAN administrator to have their 
account created for them. Only the administrator can create a new user account. 
 
Forgot your Password?  
 
Administrator: If you forget your password, please call 1-877-428-5177. A new 
password will be created for you. 
 
Users: If any existing users (non-admin) forget their password, the administrator 
can re-create the users’ accounts and assign them a new password. Instructions 
for re-creating an account are included on page 6 of this guide under the 
“Manage User Accounts” section.  
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�� Login Instructions 
 
Step 1: Visit the E-LOAN Partner Portal 
 
Go to http://www.eloan.com/partnerlogin or follow the login instructions available 
at http://www.eloanwholesale.com/login.  
 

 
 
 
Step 2: Enter Your Username and Password (case sens itive) 
 
 
 

�� Create a New User 
 
Step 1: Select the Admin Tab  
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Step 2: Enter New User Information 
 
-Enter your user’s contact information on the User Administration  page.  
-All fields are required and each email address entered must be unique. 
-Click the Create User  button to create a new user account. 
-New accounts will appear automatically in the user table below. 
 

 
 
 
New User Instructions: 
Once you have created the account, please provide the username and password 
to your user.  
 
Note: After their first successful login, users must change their password. 
 
New users can do the following with an E-LOAN Portal account: 
 

�� Submit loans online 
�� View their loan pipeline of active, funded and inactive loans* 
�� Get 24-7 access to the current status of their loan file 
�� Receive automatic loan status updates by email 
�� Change their password 

 
* Only loans submitted through the E-LOAN Portal will appear in the user’s loan 
pipeline. 
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�� Delete a User 
 
Step 1: Select an Existing User from the User Table  
 
 

 
 
Step 2: Select Update Broker Status Button 
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�� Change Password 
 
Step 1: Select Change Password Link 
 
Users can change their password after successfully logging into their account. 
 

 
 
 
Step. 2: Provide New Password 
 
-Enter your old password 
-Enter your new password twice to confirm 
-Click the Change Password  button  
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�� Manage User Accounts 
 
Create/Delete Users:  As your company’s E-LOAN administrator, you can create 
and delete user accounts from within the Portal’s Admin Tab.  
 
View User Pipeline:  As the administrator, you can view all loans submitted 
through the E-LOAN Partner Portal by your users. Only loans submitted through 
the portal will be viewable by either the user or administrator. 
 
Change User Password (Forgot Password): Each user can change his or her 
own password through the account. However, if users forget their password, only 
the administrator can change it for them by following these steps: 
 

1) Delete the existing user account (see instructions on page 4). 
 
2) Create a new user account (see instructions on page 2) with the same 

email address and new password. The email entered when you re-create 
the account must exactly match the original email entered on the account, 
or you will loose access  to that user’s existing pipeline of loan files. 

 
After a successful login, users will be able to change their password. 
 
Change User/Admin Email Address: The email address on an existing  
E-LOAN Portal account cannot be changed by either the user or the E-LOAN 
administrator.  
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