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ENCOMPASS – HOW TO REQUEST DISCLOSURES 
 

Register A New Loan: 
 
To register a loan, you will need to follow these steps. 
 

1. Click Add a New Loan. 

 
 

2. Choose your Contacts.  Select the correct Loan Officer and Processor.  Click Next to Procced. 
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3. Choose who is going to disclose the loan estimate.  Click on the “Lender” option for GMFS to 

disclose.  Click and Drag or Browse for your Fannie Mae 3.4 File.  Click Next to import the data. 

 
 

4. Review and complete the loan information on the Loan Application tab. Once 

reviewed/completed, hit Save to Register your loan.  This will generate the Loan Number when 

saved.  **Saving your loan does NOT mean your loan is submitted** 
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When a required field is not filled out properly, or there is conflicting data, an error message will appear.  

 

 
 

 Error reasons will be displayed under the Description field. 

 You can either Review the Loan or choose/enter the correct information utilizing the drop-

down arrows. 

 Once you cured the error, click save. 

 
 

Product & Pricing: Register/Lock Loan: 
 
You will need to have your loan registered in OB (Optimal Blue) before you can submit the loan file. 
 

1. In the left menu tab, select Product Pricing & Lock to Register the loan.  Select Search Product & 

Pricing to open the pricing engine. 

 

 
 
 
 
 
 
 
 



 

Last updated: July 1, 2024 How to Register a File 4 | P a g e   

 

2. Complete all fields notated with a Red Asterisk (*) 
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3. Under the Target field in Section 5, you must put in either a rate or price.  **The LO 

Compensation Paid By section automatically defaults to “Lender”, if you are wanting to have 

“Borrower” paid then you will click on the drop-down menu and change the selection” 

 
4. Select Search Product & Pricing when completed.  **The button will not appear until all required 

fields are inputted** 

 

 
 
OB (Optimal Blue) should launch.  Most of the fields will be pre-populated based on what was imported 
from the Fannie Mae 3.4 file and the previous screen.  Ensure all fields notated with an asterisk (*) are 
completed.  
 

5. Confirm the Loan Information is accurate and click Submit to run the pricing.  OB will provide 

results based on your data input. 
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 To see why the loan is ineligible for a certain product, click on Show. 

 To Revise your search: 

o Edit the information under Re-Submit Option and click Re-Submit OR click revise Search 

to go back to the previous screen. 
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 Click Show to view Pricing 

 Once pricing is displayed, click the Blue Box under Select for the Pricing and Rate. 

 ***Selecting the blue box does NOT lock the loan *** 

 
6. The Compliance Checklist screen verifies that you are a Licensed/registered loan originator or 

you are performing a systemic task at the direction of the licensed/registered loan originator. 

 
 

 
 
 
 
 
 
 
 

 
**Locking your loan does not mean submitting** 

 

 
 

7. Register or Lock 

your loan by 

clicking the 

respective button at 

the top. 

 



 

Last updated: July 1, 2024 How to Register a File 8 | P a g e   

Reissuing Credit: 
 

You will need to reissue your credit report in the system before you can request GMFS disclosures.  The 
information on the FACT Act section of your credit report needs to be transferred into the GMFS system 
so it will appear on the Credit disclosure for your Borrower. 

 
1. Click on the Reissue Credit in the left hand menu tab under Loan Application. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. Select Reissue Credit and enter the credit report reference number. 

2.  Select the Credit Provider from the list provided.  If the Credit Provider is not displayed list,       

please contact tpohelp@gmfslending.com. 

 

mailto:tpohelp@gmfslending.com
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4. Enter your Credit Provider Login Credentials and click reissue credit to complete the reissuing.  
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5. If the loan has separate borrowers, credit must be ordered separately.  Click Select Borrower Pair 

to toggle between borrowers being ordered.  Choose the borrower you are reissuing the report for 

and repeat the steps above.  

 
 
 
 

** Once the credit reports have been reissued, a copy of the report/reports will be automatically uploaded 
into the Document section of the portal, you will not need to upload additional copies of the report. ** 
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Entering Loan Estimate Fees: 
 

1. Click Fee Review in the left hand menu tab under Product & Pricing.  

 
 

2. In the Fee Review screen you will start in section A. Origination Charges. 

 

 
 
 
 
 

 
             

 
 
 

Floating Rate 
 

Please select either the Borrower Paid 
Compensation Bubble or Lender Paid 
Compensation Bubble (whichever may be 
applicable) 
 
Borrower paid % will go next to Loan 
Origination Fees 
 
Lender Paid % will go in the field next to 
Bona Fide Check box 

Locked Rate 
 
With a Locked Rate we will only need for you 
to select the Borrower Paid Compensation 
Bubble as Lender Paid Compensation will 
flow in from Optimal Blue 
 
Borrower paid % will go next to Loan 
Origination Fees 
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3. Next will be Section B. Services you cannot Shop For.  In this section GMFS already has hard 

coded fee’s listed in the Appraisal & Credit report section. 

 
 
 
 

4. Note – Section C is missing from the fee review screen, GMFS will use our written provider to 

disclose, once the file moves to the closing department to issue the prelim CD and closing 

package, the loan will be updated with your Title information.  

 

5. Section E: Taxes and Other Government Fees: this section can be left alone as we use a 3rd 

party vendor to pull in the data based on City, Property type, loan amount, etc… In the event a 

cure is needed, our 3rd party vendor will cover all cures. 

 
 
 
 
 
 
 
 

The above Fees can be Changed. If we do update and the fees have to be increased later 
on and a valid COC can not be issued for the change, the broker will be responsible for 

Covering the difference. 
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6. Section F. Prepaids: This information will transfer from the information that you have listed from 

your 3.4 export, you can update this information if you need/want to. 

 

 
 

7. Section G. Initial Escrow Payment at Closing: This information will transfer from the information 

that you have listed from your 3.4 export, you can update this information if you need/want to. 

 
8. Once all your fee’s have been entered, you can click on the save button at the bottom of the 

page.  
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Requesting Disclosures: 
 

1. Click on Disclosure Readiness Review in the left hand menu tab under Fee Review. 

 
 

2. The Disclosure Readiness Review will show you a snapshot of the loans information for you to 

review before you click the request disclosures.  Please review all the information.  Once the 

information has been reviewed you can click on the Disclosure Readiness Review to request your 

disclosures. 
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3. The disclosure desk will receive a notification letting them know that the disclosures have been 

requested.  

 

4. The disclosure desk will work on the loan preparing the information to be sent to the borrowers.  

Before sending the loan estimate, the LO and the processor will receive a copy of the Loan 

Estimate to review prior to the disclosures being sent.  This is the time to make any adjustments 

to the Loan Estimate.  If the disclosure desk does not hear back from the LO or processor and 

time is getting close to the 3 day disclosure period, they will go ahead and submit the Loan 

Estimate and disclosures to the borrower to sign. 

 
5. The disclosure desk will send the LO an email letting them know they need to go into the portal to 

the eSign tab to sign their disclosures.  Only the LO on the file will have access through their own 

personal credentials to sign these disclosures.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6. The disclosure desk will upload 2 bundles of PDF’s into the document section under the efolder 

called Disclosures upfront.  1 bundle will be labeled unsigned package and the 2nd will be called 

signed.  This is for your records.  

 

 
 
 
 
 
 
 

7. Once the LO and borrower(s) have signed all the disclosures you will be greeted with an email 

acknowledging the completion of your disclosures and will have the ability to submit your loan to 

the GMFS processing queue. 
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When a required field is not filled out properly, or there is conflicting data, an error message will appear.  

 

 
 

 Error reasons will be displayed under the Description field. 

 You can either Review the Loan or choose/enter the correct information utilizing the drop-

down arrows. 

 Once you cured the error, click save. 

 

Congratulations, you have requested disclosures.  Please see the following How to Guides 

for next steps. 
 

Loan Submission  
Dual AUS 
Requesting FHA Case Number 
Requesting Prelim CD/Closing 


