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HOW TO: Navigate a Borrower through eDisclosures 

 

Step 1: Borrower will receive an email from the LO or LOA. 
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Step 2: The borrower will then need to click on the “Click here to esign” button. 

Note: If the borrower does not see this icon ask them to scroll to the top of the email and right click 
on the download pictures verbiage.  

 

 

Step 3: This will then take them to the Portal to complete the eConsent by following these steps: 

(If the borrower has already completed the eConsent, go to Step 6) 

1. Enter in the Subject property Street number (only if eConsent was not sent previously) 

2. Enter First Name 

3. Enter Last Name 

4. Enter New Password 

5. Re-enter New Password 

*The email displayed will be the email they use as their username. 
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Step 4: The borrower will receive notice that an email has been sent to them to activate their account. 

 

Step 5: The email will look like the example below and the borrower will need to click on the “Click here 

to activate this account” hyperlink. 

 

  

 

 

 

Step 6: Borrower will be sent back to the portal to enter in Password for activation. 
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Step 7: Borrower will be routed to the Loan Detail Screen, in which they will be able to eSign their 

documents by clicking on the “eSign” Button 
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Note: If the borrower is to Print, Sign and upload any documents, then they will be placed in a 

separate section underneath the eSign docs. Borrower(s) will be able to Print 

and upload the documents back into the portal.  

 

The case above is one where the borrower was sent the eConsent and eDisclosures together.  

 

Step 8: Upon clicking on the eSign button the borrower will be prompted to enter in a 4 digit 

authorization code. (This is the 4 digit SSN Code you entered in when sending disclosures to the 

borrower)  The Verbiage within the initial email informs the borrower to enter in last 4 digits of their SSN 

for the authorization code.  

 

Example: 

 

 

 

Step 9: Once the Authorization code is entered, the borrower will then be directed to DocuSign.  

The borrower will need to perform the following: 

1. Click on Next 

2. Click on Start 

3. Adopt a Signature 

4. Click on all Yellow Sign boxes 

5. Click Finish when all documents have been signed. 
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When the borrower has clicked Finish, the disclosures will be ready for the LO or LOA to retrieve in the 

eFolder. They will only be able to be retrieved if all parties have signed which means all the borrowers 

have signed their docs and LO has signed the 1003. 
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Step 10: The borrower can go back into the portal at any time, using the same URL they used to get in the 

first time, which is clicking on the Green Click Here sign.  

Note: If there are two borrowers on the loan with two different emails they need to sign their docs 

each using their own email address, otherwise it will not work.  

The borrower should be informed to upload all files through the portal as well. This is a secure way of 

receiving documents. Everything and anything can be uploaded within the portal (if the file type does not 

exist then they can use other and describe what they are uploading. The borrower will be able to Browse 

and attach the file) 

  

 

 


