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INITIAL DOCUMENTS 
 
Confirm that the proper lender role has the user rights in Admin to TIL and GFE. 
 
Pipeline view action dropdown menu GFE 

 
 

1. From the pipeline action dropdown list select GFE 
2. Enter the Estimated First Payment date 
3. Select Loan Program from the dropdown list 
4. The amounts, PFC and Sec 32 are defaulted in Admin 
5. The user can make changes to the amounts, PFC, Sec32, Paid By and Paid To if the line items 

are not locked by the Administrator in Admin 
6. Click Save/Close when changes are completed 
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Pipeline view action dropdown menu TIL 

 
 

1. From the pipeline action dropdown list select TIL 
2. Enter the First Payment date by using the dropdown lists 
3. Enter Adjustable Rate Mortgage fields (if applicable) 
4. Enter Buydown Mortgage fields (if applicable) 
5. Enter Mortgage Insurance fields (if applicable) 
6. Complete the Feature section as required 
7. Complete the Insurance section as required 
8. Complete the Creditor section as required 
9. Complete the Security section as required 
10. Complete the Filing Fees section as required 
11. The Late Charge and Prepayment sections are defaulted and can be changed by the user 
12. Complete the Assumption section as required 
13. Complete the Others section as required 
14. Click Calculate 
15. Click Save/Close 
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Pipeline view action dropdown menu Initial Disclosure 

 
 
 From the pipeline action dropdown list, select Initial Disclosure  
 Click Submit on the Submit to DocuPrep page 
 If there are any incomplete fields the Missing Fields page with the individuals links will be displayed 
 Complete the missing fields and click Save/Close (if applicable) 
 Click Submit on the Submit to DocuPrep page again (if missing fields were displayed) 
 The user will be returned to the pipeline view 
 Documents can take up to 3 minutes to return 
 Select View Init. Disclosure from pipeline action dropdown list 
 Initial Document package will open in PDF format 
 Click Printer Icon at the top of the screen to print package 
 Any changes to the documents will have to be completed in the GFE and/or TIL screens and 

resubmitted 
 


