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CD REQUEST GUIDE

CLOSING DISCLOSURE REQUEST

Portal Pipeline | Step-by-step instructions

1. File must be locked and Locked LE sent
2. Locate Initial CD Request
3. Enter all fields and validate the data

4. Upload most updated Settlement Statement and Request CD
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01 | CLOSING DISCLOSURE REQUEST

BEFORE CONTINUING

Confirm that file is locked and Locked LE is out.
There will be a green check mark next to the
Lock Request Button if file is locked.
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URLA 1003

Pricing

Conditions

COC Request

Initial CD Request

Rate Lock Request &
Doc Request

Fee Schedule

Documents

Contact

PORTAL PIPELINE | JOB AID
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02 | ENTER ALL FIELDS AND VALIDATE THE DATA

URLA 1003
Pricing
® From the left-side menu of the loan Conditions
file, select Initial CD Request. COC Request

Initial CD Request

Rate Lock Request &
Doc Request

Fee Schedule

Documents

Contact

Tracking

Appraisal Order i
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03 | ENTER ALL FIELDS AND VALIDATE DATA

® Enter all fields that are required
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© Non-Borrower Title Person Info Provided (Only for Primary & Refinance)

Are there any Non-Borrower(s) on Title? O Yes ) No

If Yes, Provide (require at least one):

Name

This field is required

Name

Name

© settlement Information Provided

Settlement Contact Email for CD Balancing and Closing Package:

This field is required

Company

Company

This field is required

Company Street

This field is required

Contact First Name

This field is required

Email

This field is required

Contact License

This field is required

This field is required

Email

This field is required

Email

Email

Company License

This fiekd is required

Company City

This fiekd is required

Middle Name

Contact Phone

This

Contact NMLS

PORTAL PIPELINE | JOB AID

Company NMLS

Company State

This field is required

Last Name

This field is required

Company Zip

This field is required
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04 | UPLOAD MOST CURRENT SETTLEMENT STATEMENT

0 Upload Settlement Statement © Upload copy of latest Fee Sheet or Pre-CD

Cl'ICk On the Whlte bOX to Open flle manager and Please upload the PDF from your Settlement Company. Accepted format: PDF (max 20MB).
upload most current settlement statement. Once o
completed Click on Request Initial CD.
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