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Lock Rate

**PLEASE NOTE** If you selected to lock the rate at 
registration, you will not be able to send the Initial 
Loan Estimate. We will send them out for you once we 
confirm the rate lock.
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Mortgage Broker Fees

Click on the Closing Costs tab and verify 
that the mortgage broker fee percentage 
you entered at registration is listed 
under Section A – Origination Charges. 
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Mortgage Broker Fees Cont.

*If the fee is missing, you can add it by clicking on 
the green plus sign and selecting ‘Mortgage 
Broker Fee’ and entering in the amount. Click 
‘save’ in the right-hand corner of the page when 
you are done.
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Mortgage Broker Fees Cont.

*If you need to change the amount you entered at 
registration, click on the green calculator next to the 
incorrect amount and update it. Click ‘save’ in the 
right-hand corner of the page when you are done. 

Once disclosed, we cannot increase fees in Section 
A. 

Please note: Title fees will populate at a later step.
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Third-Party Processing Fee

If you charge a third-party processing fee, you 
can add it under Section B – Services You 
Cannot Shop For. You’ll add it by clicking on 
the green plus sign and selecting ‘3rd Party 
Processing Fee’ and entering in the amount. 
Click ‘save’ in the right-hand corner on the 
page when you are done. 

Once disclosed, we cannot increase fees in 
Section B. 

Please note: How to populate title fees will be 
listed on the next page. 
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Title Fees

We use Lodestar for the title fee 
estimates for Initial Disclosures. You will 
need to pull in LodeStar for the 
estimated title fees prior to sending the 
Initial Disclosures out. 

To pull in LodeStar, click on Disclosures 
and then LodeStar. 
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Closing Cost Estimate Calculator
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From here, you will choose how the transfer taxes 
will be charged between buyer and seller. By 
selecting Default, LodeStar will quote the transfer 
taxes on the respective payee side based on what is 
most common in that state.
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Closing Cost Estimate Calculator
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Next, select SettleWise, LLC from the drop-down 
menu for Service Title Agent. Then click Calculate.



© 2024 My Community Savings. All Rights Reserved.  |  For mortgage professional use only.

Closing Cost Details

How to Import Fees and Send Disclosures

From here, you will see the Closing Cost Details.

If you click on Section E, it will show you the full 
breakdown of the transfers taxes and recording

fees and how they are paid. To go back to the main 
closing cost details screen, simply press "Back":
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Initial Loan Estimate

Once you’ve clicked “Back”, click on ‘Export to 
MeridianLink Mortgage’.

Once the fees have been pulled thru, you’ll 
receive the following popup and can then ‘X’ out 
of the fee screen. You’ll be able to verify that 
everything was entered correctly on the Loan 
Estimate prior to sending the initial disclosures 
out.
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Initial Loan Estimate

Next, you will order the “Initial Loan Estimate” which is 
the initial disclosure package the borrower will sign with 
required disclosures, including the Intent to Proceed.

To do this, click on “Order Initial Loan Estimate”.
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Service Providers

The first step is to enter the service provider. We default to 
SettleWise, LLC. Once you select Settlewise, you will notice 
the red X turns to a green check mark and the button for 
Next-Request Review is now available to continue.
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Request Review

The next step is Request Review. The system will do a 
few internal checks and those are listed on the left. You 
should see a green check mark. If anything has a red X 
next to it, that item will need to be corrected before it 
will allow you to proceed. Click Next – Document 
Vendor Audit to continue

The system will complete a vendor audit at this time and 
may spin for a few moments. Warnings will populate if 
any item needs to be brought to your attention, but 
warnings will not prevent you from moving forward. If a 
red Fatal Warning is showing, that will need to be 
resolved before you can proceed. Click Next – Order 
Document Preview to continue.
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Review Disclosures

The initial disclosures will now generate for you to 
review before sending. Make sure to check the little 
box to confirm you have reviewed and accept the 
previewed disclosures. Click Next –Complete Request 
to continue.

Once your disclosures have been successfully sent to 
the borrower, you will see the following message. At 
this time, your borrowers will receive their initial 
disclosure package via email and you will receive an 
email letting you know the package was sent to them. 
You can also see a copy under the E-Docs tab.
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Final Steps

An email will be sent to the borrowers to e-sign the 
initial disclosures along with an email to the loan 
officer to e-sign the 1003. 

All documents will be sent from docmailer@solex.com 
and may go to spam folders.

If you receive a notice that documents were sent to 
Jeff Sherwood to sign. He is our EVP of Operations, 
and some states require the lender to sign certain 
disclosures.  This is a valid notice.
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