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Once you have finished your registration, you have gone into Optimal Blue and selected your program 
and you have reissued your credit report. The next step is go into the Fees and Disclosures section. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Once you click on fees and disclosures, you're going to be met with a screen that is validating your 
property address. It's going to show you what your USPS recommended address is. ...versus the existing 
property address that was entered into the system. To keep your existing address, you can click 
on the existing address button or you can click on the Orange use recommended address to get to the 
next screen. Once you've made your selection, the system's going to process and it's going to pull up the 
first page for disclosing. 
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This is going to be your disclosure input screen. The first section where it says Pricing and 
Compensation. Every field that is grayed out is coming over from your selection that you chose in 
optimal blue. It's going to list your product, whether you marked it as lender paid or borrower paid, and 
your rate. If you marked the system as lender paid, it will automatically show what your lender paid 
compensation is for the percentage plus the Total $ amount. If you have updated your file to be 
borrower paid, you will either need to enter the BP % or BP Total $ amount.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Below that section will display your pricing (Discount/Credit) and off to the right where it says FEES IN, 
this will automatically default to NO unless your loan is locked. If you have locked your loan as fees in, 
Yes, this will reflect fees in yes as well. But as long as your loan is floating, this is going to default to no. If 
your loan is floating and you quoted the rate as FEES IN YES, you will need to manually update the fees 
in drop down as YES.  
 
 
 
Right below that, we do have the option to select if you are using a third-party processor. This is an 
actual third-party processor, not your internal processor. So, if you select yes to this, you will need to 
have a Closing invoice from that third-party processing company to be included on your file when you 
request your CD.  
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The next section below is your title and appraisal. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
This will automatically default to a title provider within the area of your subject property address. If you 
want to drop down this menu, we do have a list of title companies that you can choose from or you can 
leave it as the default, and it will use that title company's information. 
 
 
 
 
 
 
 
 
 
 
 
 
The other three questions ask if this is a property data report, a rush, or a rent schedule. These are 
additional fees that will be added to the appraisal cost. On your itemization, these are all going to 
default to no, so if you have a rush file, a rent schedule, or a PDR, please make sure you update this to 
say yes, so that the fee will be disclosed correctly on your itemization.   
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The next section below is your subject property information. This will display what your HOI monthly is 
and your tax. If you need to update these figures, what you're going to do is update them in the next 
screen, which will be shown to you later in the doc. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Next section is your loan scenario. You will have what day you registered your loan and then you will 
need to choose an estimated closing date.  
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To select your Estimated Closing Date, you will just need to select the little Calendar emblem. Once 
opened, you can then select your Estimated Closing Date from the calendar view.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Once your closing date is selected, it will automatically determine your first payment date. The other 
information that is grayed out, if it is incorrect or needs adjustment, can be revised by returning to your 
loan application to make those changes. 
 

  
 
 
 
 Finally, the last two 
questions at the bottom 
provide an option to list 
whether you have an 
earnest money deposit 
or Seller Credit. You can 
enter the figures in 
either field to have 
displayed on your Loan 
Estimate 
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Once the screen is filled out, you will jump back to the top, where it says Fee Itemization, and click to 
proceed to the next screen. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 

On The Next Page we will go over the Fee Itemization. This will be a 
breakdown of your fees based on the information entered into your 

loan. 
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The above Itemization breakdown will be an example of what you may see listed on your Itemization 
page, but it can be different based on your loan program and other questions answered throughout the 
file.  
 
 
 
 
 
 
 
 
 
 
 
 
Some fees will have edit or remove capabilities based on the Pencil and X icons. Pencil means the Fee 
may be edited and the X means the fee can be removed. 

 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
If you click on the edit button, it's going to go into detail about that Fee. There will be a little box that's 
in blue that will let you know what is the minimum you can disclose or what is the maximum you can 
disclose . For example, the verification fee shows a minimum of $10 and the maximum is $1,000 . So if I 
need to change the verification to $200, I'm within those two limits. If I want to reduce it to $5, the 
system will not allow me. I would have to do $10 .  
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If there is a fee that you do not see that is listed that you do want to add, you do have the option to add 

fee 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Once the "Add Fee" option has been selected, you will then have the ability to choose from our list of 
fee options using the drop-down tab. The total amount for the desired fee can be applied to the Total 
Amount Field. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 ENCOMPASS – HOW TO GENERATE GMFS 
DISCLOSURES 

 

Last updated: June 15, 2020 How To Generate GMFS Disclosures 10 | P a g e  

The next section we have is your services you can shop for which are your title fees. Once again, you do 
have the edit option.  But you cannot decrease the fee. You can only increase the fee.  
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Where it says Prepaids (F) and Initial Escrow Payment at Closing (G), this is where you can edit your 

insurance and your taxes. 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
If you want to adjust your Taxes or Insurance, you can do so by selecting the Pencil icon. You can adjust 
the Total Amount for your annual premium. The system will then automatically calculate what the 
monthly payment will be. 
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If your loan has Mortgage Insurance, the system will automatically choose the best price that's available 
and it's going to print a copy of that quote into the Document folder for you. 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

If everything in your Itemization screen looks great, you can scroll back to the top of the page, where 
you're going to go ahead and hit LE Preview to progress you to the next page. 
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LE Pg. 1 will give you a breakdown of your loan Data, along with the monthly payment the 
borrowers will be paying 
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Le Pg. 2 will be representative of all your fees associated within your loan along with the 
Calculation to the closing costs. 
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LE pg. 3 will be a breakdown of the payment Schedule 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The Service Providers list will show your Title company and any other potential service providers you 
may have 
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The Compliance report section will be a light run that will validate your QM, High Cost, Higher Priced, 
and Points and fees test. If you select the down arrow, it will provide you with a breakdown of how 
these are calculated. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

If you are failing any 
of these items, please 
proceed, as this is just 

the initial report. A 
main compliance run 

will occur later, which 
will direct you to the 

correct path if you are 
failing. 
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When validating LE pg 1, LE pg 2, LE pg 3, Service Providers, and Compliance, you can progress forward 

by selecting the Continue button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

On the next page, there will be a gray box labeled 'Questions for the Disclosure Desk.' This is a section 
where you can submit any information you'd like to notify the disclosure desk. If you want to proceed, 
you'll need to select the save fees and continue. The system will push all the fees you entered into the 

GMFS side, and then the file will be ready for audit. 
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Once the fees have been saved, you are going to select Run Audits.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The audit will review your loan application to ensure you have all the required information to 
disclose. The system's going to read through the loan application to see if there are any required 

fields 
that need to be completed. 
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If you have required fields that need to be completed, simply answer the questions within the 

screen. You do not need to return to the loan application to type this in. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Once the audit is completed, you'll have a green circle with a check mark that indicates 
'passed'. Then, the option to generate disclosures will be available to you. 
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Once you click 'Generate Disclosures,' this is where the system will run through the main integrated 
compliance report (Mavent).  If for some reason you fail the compliance check, please select the 
Disclosure Desk Request and someone at the Disclosure Desk will assist you in clearing the issue.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
If you are met with “This loan is not eligible for consumer disclosure, please make a disclosure desk 
request”. This means you have selected a loan program type that is outside the scope of this disclosure 
tool and you will need to select the Disclosure Desk Request so the Disclosure Desk can have your file 
worked up and disclosures issued. 
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If the loan passes the compliance review, you will see a list of the different 

disclosures that you can click through and review. 
 
 
 

Once you have verified that your disclosure package is complete and accurate, you may 
proceed by selecting the 'Send to Consumer' button. 
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Once you hit 'Send to Consumer', the system will update and process the request. 

And then your borrower or borrowers will receive an email that informs them 
they have disclosures ready to review and sign. 
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Once your borrower and the LO have signed the disclosures, 
the GMFS disclosure desk will notify you to let you know that 
the documents have been retrieved and are in the system. You 
can then log in to the system and submit your file for 
processing. 
 
If you have any questions, please contact the disclosure desk, 
and they will be happy to guide you through this process.  
 
You can reach the disclosure desk at: 
TPOdisclosing@gmfslending.com 
 
For the next steps in the submission process, you can view the 
How to submit your loan to GMFS. Located in the How to 
guides section on the GMFS Partners site. 
 
 

mailto:TPOdisclosing@gmfslending.com

