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SECTION 1 - PURPOSE 
 
The purpose of this guide is to document the proper way to enter any new broker or correspondent file in LON and 
provide you guidance on other aspects of our portal, which is AHL’s Broker/Correspondent portal.   
 
 
 
SECTION 2 – SITE INFORMATION 
 
To access AHL’s Broker/Correspondent Portal please use the following link: https://client.ahlend.com/ 
 
Should you need to reset your password or have forgotten your password, enter your user name (will almost always 
be formatted starting with ahl, then first initial then a dot and then your last name - ex. Ahlt.tester) on the log in 
screen and click Forgot your Password?. 
 

 
 
Your screen will change, and you will need to complete the requested fields and then click on the Request Password Reset button.  
You will then receive an email that will give you further instructions to complete the password reset. 
 

 
 

https://client.ahlend.com/
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SECTION 3 – NAVIGATING THE HOME SCREEN  
 
Once you have logged into the portal you will be on the HOME screen.  From the HOME screen you will be able to 
access a wide variety of options.  The task bar will always be shown on the top right of your screen.  You can use the 
icons to navigate to the desired screen within the portal.  This screen will also allow you to access any loans you 
currently have within our portal.  When you click on the boxes it will provide you loans that are within the description 
of the box.  To look at all loans click on the ALL-LOANS box which will show you all your loans. 
 
 

 
 
 
 SECTION 4 – START A NEW LOAN 
 
Once you are ready to start a new loan, click on START LOAN from the task bar on the HOME screen.  When you 
click on this icon it will take you to a new screen where you may begin to upload your MISMO file or manually enter 
your 1003 URLA data. 
 
NOTE:  AHL recommends that you only use a MISMO 3.4 file and not enter your URLA 1003 manually.  If you do not 
have access to a MISMO 3.4 file, you can click on the 1003 Form button and manually enter your URLA 1003 data. 
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To start your file using a MISMO 3.4 file, click on FILE UPLOAD button.  Once you click on the button another box will 
open on your screen.  Before you upload or browse for your MISMO file, be sure to answer the questions – 1) If this is 
a NON-QM or Business Purpose Loan and 2)  What is the Consumer Purpose.  Once you have answered the 
questions, you can either drag and drop your MISMO 3.4 file into the box or you can click on Browse to find the file in 
your My Documents folder.   
 

 
 
Once you have chosen your file or drag and dropped the file into the box it will automatically upload and your screen 
will change to show you a loan summary and will ask you to validate the 1003 data. 

 
 



 

American Heritage Lending LLC Wholesale Broker Lender LON Procedure Manual version 04.15.2024 
Page 4 
 
 

 

 Wholesale Broker Lender 
WHOLESALE PORTAL MANUAL 

 
Once on this screen you will need to clear any errors or missing data within your URLA 1003.  You can choose to just 
click on the red box next to each validation error and the system will take you directly to the field that needs to be 
corrected or missing data entered.  You can also click on any tab that has a red circle with an exclamation point and 
scroll through the fields and add missing data to any field that shows up in pink.  Once you have entered the missing 
data click on the VALIDATE button either at the top of the fields or on the bottom of the section fields.   
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Once all missing items have been completed you will see a message that says “This Step is Complete” under the Edit 
1003 tab.  All sections of your URLA 1003 will also show green circles with a check mark inside.  You may now move 
onto pricing your loan. 
 

 
 
 
 
 
Once your URLA 1003 is validated, click on either the tab that says “Credit” or click on the “Continue” button to the 
right of your screen.  By doing either one of these functions, it will take you to the CREDIT screen. 
 
Your screen will now be on the CREDIT tab.  You will re-issue your credit report from this screen if your credit 
reporting agency is one that allows the credit to be re-issued.  Click on the Credit Reissue icon shown on the screen.   
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Once you have clicked on the credit reissue icon the following will appear on your screen: 
 

  
 

Click on the arrow down button next to the Credit Agency field to check to see if your credit agency is listed.  If it is 
listed, choose that credit agency and enter your Credit Case Report Reference Number in the field.  Click on Request 
Findings to re-issue credit.  
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If your credit is re-issued, you will see “Review Findings” button under Credit History on your screen.  Click on the 
Review Findings to open your credit report. 
 
 

 
 
 

 
 
You will see a listing of all your liabilities shown on your screen.  If you have any mortgages on credit, you will click 
on the drop-down menu next to each mortgage liability and select the property that goes with that mortgage listed. 
This screen will also show each repository score for your borrower(s). 
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Once you have completed assigning (if applicable) your properties, scroll down to the bottom of the screen and click 
the button that says “Import Liabilities”, this will enter your liabilities into your 1003. 
 
 
 

 
 
 
 
If your credit agency is not on the list of credit agencies, change the question, “Would you like to re-issue existing 
credit?” to “No” and then enter the data requested from your credit report manually.  Once all data is entered, click 
“Save Credit”. 
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NOTE:  If Foreign National with no US Credit, you will always choose “No” and manually enter the following and then 
click on “Save Credit”. 
 

 
 

 
Once you have completed re-issuing your credit or entering your credit repository scores, click on the “Pricing” tab 
to move to the “Pricing” screen. 
 
NOTE: You will be selecting a product, rate and price for your loan in this step – you will have the ability to lock/float 
the loan once the loan has been registered. 
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Most fields will be completed from your MISMO 3.4 file. Confirm your data and make sure all fields which have a red 
asterisk next to them are completed.  Be sure to review the Yes or No items and mark accordingly.  System will 
default to 45-day lock term.  Once you have confirmed all your data, click “Get Pricing”.   
 
NOTE:  BE SURE THE PROPER CHANNEL of “WHOLESALE” is listed as your Channel. 
 
Pay close attention to your comp source – choose Lender Paid or Borrower Paid – Lender Paid you cannot change 
the BP, but Borrower Paid you can increase or decrease the BP to your desired amount.  Click on the lock symbol 
next to the BP field to change the amount shown. 
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Stacking Fees – AHL allows you to stack Borrower Paid Comp and Discount Points into the loan amount.  Should you 
wish to stack the BPC or Discount Points, click “yes” next to the question stacking fees?.  Increase your loan amount 
by the percentage amount that you are charging in your BPC/Discount Points.  You cannot stack more comp than 
you are charging the borrower and can only stack a maximum of 3.00%.   
 
By stacking fees, you can increase your LTV over max limits for your loan scenario and it will price at the LTV it 
would originally qualify for.  The max LTVs with stacking for our products is as follows: 
  
 All Star and Rising Star: 
  Purchase and Rate & Term – 82.4% 
  Cash Out – 80% 
 
 Invest Star: 
  Purchase and Rate & Term – 80% 
  Cash Out – 75%  
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After you click on the “Get Pricing” button the system will display Eligible (highlighted in green) and Ineligible 
Products.   

NOTE:  Hovering over the  bubble on Ineligible products will provide the reasons your scenario does not meet the 
product guidelines. 
 

 
Click on the product name to open the grid to see pricing options.  Choose the rate and price you want by clicking on 
the blue box with the check mark next to your desired rate and price.  Screen will refresh and to the right of the 
pricing grid you will see the pricing snapshot of the rate chosen and adjustments applied.  If you are satisfied with the 
pricing you chose, click on the “Continue” button to move on to the next task. 
 
NOTE:  On business purpose loans any pricing over par is considered Business Purpose Premium and will be paid to 
the broker, in addition to your Borrower Paid comp.  You will not be able to choose any rate that would allow you to 
make more than the 3.00% max comp that AHL allows. 
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Now you are ready to Register your loan.  Be sure to confirm your loan officer, processor and answer the question if 
AHL to Process your loan.  Once you have reviewed those items and are ready to register, click on the Register 
button. 
 

 
 
You will then see a pop-up box on your screen that will make sure you want to Register your loan.  Click OK to 
continue the process of registration. 
 

 
 

Once registration is done, your screen will refresh, and you will have new tasks to complete.  The loan summary will 
now show the AHL loan number and will also provide you contact information for your Account Executive.   
 
NOTE: After the file has been submitted to UW, you will also find your Account Manager’s contact information under 
the Account Executive’s.  
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Since you completed the Edit 1003 and Credit on the registration screen, you will start by locking or floating your 
loan.  Click on the Price/Lock Loan tab to begin the process. 
 

 
 
All the data entered when you registered the loan will pre-fill to the price/lock screen.  Be sure to confirm the data. 
Click on “Get Pricing” to display your pricing for your loan.  
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Once the pricing is displayed, the rate and price you chose during registration will highlight. If you are good with the 
pricing from registration, click on the appropriate button of “Disclose as Lock” or Disclose as Float” or if you would 
like to change the rate and price, you can click on the check mark next to the appropriate pricing you want to change 
it to, then click on lock or float.  Once you choose Lock or Float be sure to confirm by clicking OK to the question that 
pops up. 
 
NOTE:  Pricing will only display eligible pricing choices.  This will cap you out at the max 3.00% or 5.00% you can 
charge depending on your loan amount.  If you do not see a check mark next to a rate and price it is not available 
due to the cap on your compensation. 
 

 
If Float – this is the pop-up you will see: 
 

 
 

If Lock – this is the pop-up you will see: 
 

 
 



 

American Heritage Lending LLC Wholesale Broker Lender LON Procedure Manual version 04.15.2024 
Page 16 
 
 

 

 Wholesale Broker Lender 
WHOLESALE PORTAL MANUAL 

 
You are now ready to review your Fees, click on the FEES tab to begin. 
  

 
 
 
AHL uses SmartFees for your Fee data.  You will start with Section 1 – Create a SmartFees record.  Section 1 should 
open automatically once you click on the Fees tab. 
 
 

 
 
 
 
 If the record doesn’t open automatically, just click on the Open SmartFees to Manage Record button to start the 
process. 
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Start with selecting the provider for each of the services on your loan.  You will choose your AMC, Title and Escrow 
Companies.  Under Lender Selected Services, start by clicking on Select Provider in the Appraisal Management 
Company (AMC) to choose the company. 
 

 
 
 
Once you click on Select Provider your screen will change and you will have the option to choose the initial provider 
that shows up on your property profile or you may search for another AMC you may want to use by typing in their 
name in the Search field.  Once you have the AMC you would like to use for your appraisal, click on the Add to File 
button. 
 
NOTE:  If you do not disclose appraisal for at least $900, when appraisal amount is disclosed, it will automatically 
disclose for $900. 
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Continue to complete your choices in the same manner for your Title and Closing Services and then review the 
Recording Fees/Transfer Taxes section for accuracy. After you have completed all sections, click on the Save & 
Continue button. 
 
NOTE:  Usually safer to just utilize the title company that pops up if it is not who you plan on using, this way you have 
less opportunities to have tolerance cures on TRID loans. 
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Section 2 – Fee Validation & Disclosure.  Complete any fees that you will be charging the borrower, ex. Credit 
Report or Processing Fee (if applicable).  You can also add additional fees not shown by clicking on the “Add Section 
B Fee” and then it will add a line for you select what additional fee you would like to add.  You may edit any of the 
fee lines that show a pencil icon, either click on the pencil or directly on the $0.00.  After you have entered all your 
fees, check the box next to where it says, “I agree and understand that initial disclosures will be based on the above 
terms and fees, and that any restitution or under-disclosure is my responsibility” and then click on Save & Continue. 
 
NOTE:  If you are using a third party processor, please make sure you add a line and choose Third Party Processing 
Fee.  Broker Processing Fee is only used for fees paid directly to the broker. 
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Once you have completed the Fees Tab, you will be ready to send your initial disclosures.  Our portal should have 
already taken you to the Send Disclosure tab after you finished the Fees Tab, but if it doesn’t, click on the Send 
Disclosures tab. 
 
 
 
 

 
   
 
 
 
Once you are on the Send Disclosures tab, you will see four different sections you will need to complete before you 
will send your initial disclosures on your loan.   As you complete each section, it will move you along to the next 
screen. 
 

 Loan Details 
 Compliance Review 
 Preview Disclosures  
 Order Initial Disclosure Package  
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SECTION 1 – LOAN DETAILS 
 
Answer all the questions shown on your screen.  The Anti-Steering Information auto-populates for you, so you do not 
have to change any of that information.  Once you have answered all the questions, scroll down and click on the 
save and continue button. 
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SECTION 2 – COMPLIANCE REVIEW 
 
You will see an arrow spinning when screen changes from the loan details tab.  This is processing all your data to our 
document vendor IDS – please be patient as this will be a quick process. 

 
 

Once data has processed, you will see a listing of audits – you will only need to address the “Fatal Audits” as they will 
not allow you to move forward to view or order disclosures if they are not addressed.  Critical and Information Audits 
do not need to be addressed at this time. 
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If you have no “Fatal Audits”, scroll down to the bottom right of your screen and click on the Save & Continue button 
to move to the next tab of Preview Disclosures. 
 

 
 

 
SECTION 3 – PREVIEW DISCLOSURES  
 
When the Preview Disclosures tab opens your will see arrows circling and a message that shows Ordering Preview.  
The system is populating your disclosures so that you can review.   

 

 
Once complete, you will see all your disclosures on the screen so you can preview them before sending.  Use the 
side slide to scroll through your disclosures.  You can also print and save the disclosures from this screen. 
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If disclosures are correct, check the box next to “I agree and understand that initial disclosures will be sent based 
upon the preview and that any restitution or under disclosure is my responsibility and will be deducted from my 
Broker Compensation at the time of funding”.  Then click on the Save and Continue button on the bottom right of 
your screen. 
 

 
 
SECTION 4 – ORDER INITIAL DISCLOSURE PACKAGE  
 
After you click on Save & Continue on the Preview Disclosures tab your screen will change and you will see that the 
loan is Finalizing Order. 
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You will then see on your screen that the disclosures were ordered/sent and the system is Finalizing Disclosure 
Process.  

 
 
Once the disclosure process is completed, your screen will change and you will see your tabs to Submit to AHL 
which allows you to upload required documents. 

 
 

CONGRATULATIONS YOU HAVE COMPLETED REGISTERING AND DISCLOSING YOUR LOAN FILE!! 
 

 
SECTION 5 – UPLOADING LOAN DOCUMENTS AND SUBMITTING LOAN TO AHL 
 
Now that you have sent your disclosures, you are now ready to upload your loan documentation.  To upload your 
loan documents, click on the SUBMIT TO AHL button. 
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Place a check mark next to each required/optional document you are uploading and then click on the browse 
button in the box which will take you to My Documents on your computer or drag and drop the document(s) you 
wish to upload to the box.  Once you have chosen all your document(s), click on the upload button to upload the 
document(s).  You will see the documents listed under the Uploaded Documents. 
 
Once all your documents have been uploaded, in order to submit the file to AHL you must click on the “SUBMIT 
LOAN FILE TO AHL”. 
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SECTION 6 – CONVERSATION LOG 
 
Once your loan file has been disclosed, you will have the ability to add comments to your loan file.  Click on the 
Conversation Log tab and you will see the ability to enter a comment in the box provided.  Be sure to click on Post 
Comment to ensure that your comment is posted to the file.  You will also be able to see any comments AHL has 
posted to the file. 
 
 

 
 
 

 
SECTION 7 – UNDERWRITING CONDITIONS 
 
 
Once your loan file has been underwritten, you will be able to view your conditions in the “Open Conditions” tab.   
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Click on the tab “Open Conditions” and then on the tab “Underwriting Conditions”.  You will then see a complete list 
of conditions needed on your loan file.   
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You can also access a PDF of your conditional approval by clicking on the loan documents tab and going to the list 
of documents.  Scroll down and look for the Approval – Conditional Approval Letter click on the icon with the two 
swirling arrows under the download column to request the document.  Once the document has been delivered click 
on the download button to open the document and then you can save it to your computer. 
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Once you are ready to upload documentation requested for each of your conditions, check the box next to the 
condition you want to upload documentation for and then click the browse button to open the My Documents on 
your computer or drag and drop the document into the box. Once you have uploaded your document, then click on 
the “Start Upload” button to upload the document to the condition.  Continue with this process until all your 
conditions have been uploaded to the file. 
 

 
 
 

Once the upload is complete, you will see in the uploaded column that instead of it being blank it now says 
“Uploaded”.   
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Once you have uploaded all your documents to your open conditions, you then click on the button that says “Submit 
Docs to AHL for Review”.  If you do not do this step then AHL will not know that you uploaded documents to the file.  
Be sure to only do this once you have completed your upload of all documents. 
 

 
 
 
SECTION 8 – REQUESTS 
 
The Requests tab will be accessed to request the following:  Adverse a File, Request Lock Changes, Change of 
Circumstance or request Lock Extension/Re-Lock. 
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To Adverse a File, click on the “Requests” tab and then click on the sideways arrow next to “Adverse Request”.  The 
adverse screen will open, and you will need to choose a Request Type reason why you are adversing your loan.  You 
may also make comments in the Explanation Request.   Once you have entered your changes click on the “Submit 
Request” button. 
 

 
 
To Request Lock Changes, click on the “Requests” tab and then click on the sideways arrow next to “Request Lock 
Changes”.  The Request Lock Change screen will open, check the box next to each item you need changed in your 
lock and then fill in the correct data that the lock should be updated to in the field after the name of the change.  If 
you need something changed that does not have a specific listing, enter your change in the Other 
Changes/Borrower Requested Changes/Comments field.  Once you have listed all your changes, click on the 
“Submit Request” button. 
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To request a Change of Circumstance, that does not include changes to the lock, click on the “Requests” tab and 
then click on the sideways arrow next to “Change of Circumstance”.  Enter your changes into the form and then click 
on “Submit Request”. 
 

 
 

 
To request a Lock Extension/Re-Lock, click on the “Requests” tab and then click on the sideways arrow next to 
“Lock Extension/Re-Lock”.  Choose either Extend Lock and select the amount of days or select Re-Lock.  You can 
also make any notes to our lock desk in the comments section.  Once complete, click on the “Submit Request” 
button. 

 
 
 



 

American Heritage Lending LLC Wholesale Broker Lender LON Procedure Manual version 04.15.2024 
Page 34 
 
 

 

 Wholesale Broker Lender 
WHOLESALE PORTAL MANUAL 

 
SECTION 9 – CLOSING  
 
The Closing tab will be accessed to confirm closing fees and request your closing date once your loan is clear to 
close.  You will be given access to the Fee Request tab from your account manager when you have provided your 
final conditions and the loan is ready for the Initial CD to be sent to the borrower.  The Request Closing form will not 
be accessible until your loan is clear to close. 
 
 

 
 
 
 
Once your loan is conditionally approved and you have provided all your conditions for clear to close, you will be 
given access to the Fee Request by your Account Manager. To access this form, click on the “Closing” tab and then 
click on the sideways arrow next to “Fee Request”. 
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Once your Account Manager gives you access to your Fees Sheet, you will review data listed on fee request: 
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Review the data for your loan, along with the fees.  Should you feel you need to make an adjustment to any of the 
data or fees listed, you can change the field to reflect what you feel it should be.  Once you have completed the 
review click on the “Submit Request” button.  It will then ask you to confirm you want to send the request, if you do 
then click ok.   
 

 
 

Once the submission is complete you will see a message on the top of the Closing Fees sheet that notifies you that 
“Loan Document Request has been received.  No changes can be made at this time”. 

 
 
 

Once your request has been submitted, your Account Manager will receive a notification that you have submitted 
your closing fee sheet.  They will review your sheet and either confirm or deny any changes you made to the data 
and fees. If your submitted Closing Fee sheet has been approved, your loan will be queued up to send out your initial 
closing disclosure/fee worksheet. If your request has been denied, you will receive an email as to why your Closing 
Fee sheet is being rejected and it will be available again for you to review and submit. 
 
Once your Closing Fees Sheet has been approved, you will no longer have access to this screen to make changes 
until your initial closing disclosure/fee worksheet is sent out. Once the initial closing disclosure/fee worksheet has 
been sent, should you need to make changes, the Closing Fees will be available for you to make any additional 
changes. 
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Once your loan has been Cleared to Close, click on the sideways arrow next to the Request Closing Form. Complete 
all the required fields shown on the closing form (every field with a red asterisk). Once all fields are completed be 
sure to click on “Submit Request”. 
 
NOTE:  Signing appointments cannot be scheduled for same day or next business day.  
 

 
 
 

SECTION 10 – QUICK PRICER 
 
You have the ability to price a loan scenario in our QUICK PRICER without having to upload a MISMO 3.4 file.  This 
Quick Pricer will give you current market pricing on all products.  To access the Quick Pricer click on the “PRICING” 
icon on your top task bar.   
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When you click on this icon the Quick Pricer will open.  Enter your loan criteria being mindful of the fields required 
with a * red asterisk.  Lock Term will always be 45 days and then click “GET PRICING”. 

 
 
Once you get pricing you can save a PDF or Email the results.  Once you choose the pricing option you want, on the 
right of the screen, you will see a button that says “PDF” or “Email”.   
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When you click on PDF, it will download a copy of the pricing into your downloads. 
 

 
 
 
If you choose Email, it will open a pop-up box for you to enter First Name, Last Name and Email address of the 
person you would like to email the document to.  Once you complete the required fields, click on Send Email button. 
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Once you price your scenario, you will have the ability to save the scenario to go back to at another time.  Once you 
have run pricing, click on the save icon on the top left side of the Quick Pricer.  A pop-up window will open on your 
screen, and you will have the ability to name your scenario to go back to at another time. 
 

 
 
 
 

To access your scenario at a later time, click on the down arrow in the Loan Scenario box to see listing of all 
scenarios you have saved and then click on the one you want to open.  After you click on the name of the scenario 
you want to open, it will populate the data into your screen. 
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You can delete any scenario’s you have saved by clicking on the trash can icon after you have chosen the scenario in 
the drop-down list of saved scenarios.  Once you have chosen to delete you will get a pop-up box confirming you 
wish to delete the scenario.  If you wish to delete, click on Delete and your scenario will be removed. 
 

 
 
While working in the quick pricer, if you wish to clear out the data that you entered into the fields and start a new 
scenario, you can click on the icon showing two swirling arrows.  This will clear all the data you entered into the 
required fields. 
 

 
 
 



 

American Heritage Lending LLC Wholesale Broker Lender LON Procedure Manual version 04.15.2024 
Page 42 
 
 

 

 Wholesale Broker Lender 
WHOLESALE PORTAL MANUAL 

 
SECTION 11 – PIPELINE 
 
When you choose the PIPELINE icon on the task bar, this will give you a high-level overview of your pipeline with 
AHL.  You will see several choices that you can use to filter your pipeline.  When you click on your choice the loans 
within your pipeline that coincides with the choice will show.  Be mindful of your unregistered pipeline to make sure 
that they get submitted to AHL, so you have no delays for your borrowers.  If you don’t want to filter your loans, the 
default view will always be All Loans.  To enter your loan, click on the square with the pencil icon in the Actions 
menu next to each loan file.  
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SECTION 12 – RATESHEETS 
 
AHL’s current RATE SHEETS and CREDIT MATRICES can be accessed within our portal.  Click on the rate sheet icon 
and your screen will change to show all our current rate sheets and credit matrices for our products.  Click on the 
document name to open the document you wish to view. 
 

 
 
 
SECTION 13 – LOCKS 
 
When you click on the LOCKS icon it will show you all your active locks.  Lock Status and Lock Expiration dates are 
listed in your view.  You can enter any of the loans on this locked loan pipeline by clicking on the square with the 
pencil under the Actions menu. 
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SECTION 14 – SUPPORT 
 
Click on the SUPPORT icon to access a wide range of information and documentation.   Some of the items you may 
find in this section are:  client support contacts, lock desk information, bank statement review information, user 
guides, guidelines, AMC list, and many forms.  To access any of the documents in this section, simply click on the 
document name and it will open up on your screen. 
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SECTION 15 – TURN TIMES   
 
Click on the “Turn Times” icon to see the latest turn times for set-up, underwriting, conditions, clear to close and loan 
Documents. 
 

 
 
 
SECTION 16 – MARKETING   
 
AHL provides several highlight documents for your use and the ability to customize them with your name, email and 
phone number.  Click on the document you want to generate, then click the button “Download Form” and it will 
generate the form for you to save and use to circulate to your potential borrowers. 
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SECTION 17 – MY ACCOUNT  
 
Clicking on the MY ACCOUNT icon will allow you to change your password at any time.  To change your password, 
enter your new password in Reset Account Password and then enter it again in the Enter Password Again field and 
click SAVE. 
 

 
 
SECTION 18 – IDS INFORMATION   
 
IDSdoc is the vendor AHL uses for document preparation through our portal 
 
Should you try to log into IDSdoc and have an issue with your password, you can enter your username that was 
emailed to you with your AHL portal credentials.  Once you have entered your username, click on “Forgot your 
Password” to reset your password.   
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Once you have requested your password be reset, you will receive an email from support@idsdoc.com that gives 
you a link to change your password.  Click on the link in the email and follow the instructions on the screen.   
 
NOTE:  this link will only be good for 1 hour, so please make sure you complete the task as soon as requested. 
 

 
 
Once you log into IDSdoc your screen will look like this; you will not be able to sign your initial disclosures from this 
screen.  You will need to use the link that was sent via email to sign. 
 

 
You can also sign your disclosures from the Disclosures tab within your loan file in the portal.  Click on the 
“Disclosure History” tab, then scroll down and next to the first line you will see a button to “Click Here to E-Sign”.. 
 

 
 
 

mailto:support@idsdoc.com
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SECTION 19 – FREQUENTLY ASKED QUESTIONS  
 
Q: Where are my disclosures? 
 
A: Go to the Loan Documents tab.  You will find all uploaded documents and the initial disclosures that were  
 sent out to the borrower. 
 
Q: How do I update my lock? 
 
A: Go to the Requests tab within your loan.  You will see the sub header Request Lock Changes.   
 Enter the changes you would like to make and make any comments and click on Submit Request. 
 
Q: How do I change my file after it’s been disclosed? 
 
A: If your loan is locked, click on the Request Lock Changes and list the changes you would like to make, then 

click Submit Request. 
 If your loan is not locked, click on the Change of Circumstance and list the changes you would like to make, 

then click on Submit Request. 
 
Q: How do I know that my disclosures went out? 
 
A: You can check in the Disclosure History tab in the loan to see if they have been sent and also see if they have 

been signed.  Each signer of the initial disclosures will receive an email from notifications@idsdoc.com which 
is our vendor for disclosures.   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

mailto:notifications@idsdoc.com



