
 

Disclosures – Lender prepared & Self prepared 

• Lender prepared 
• Select Loan Actions> Edit Fees Worksheet from the Loan Snapshot page 
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• Select the appropriate Closing Cost Scenario and Apply Scenario 

 

• Scroll down and edit/ add fees for all sections A. through L. 
o To continue working on the fee sheet select Save 
o To continue to disclosure select Save and Return to Loan Snapshot 
o To preview your fee sheet select Print Preview 

 

 
 
 
 
 
 

Continued on next page…> 
 
 
 



 
• Select Loan Actions> Request Documents  

o Followed by a pop-up window to confirm Yes  
*** Disclosures will be sent within 24 hours*** 

 

 

 

 

Continued on next page…> 

 

 

 



• Self prepared 
• Select Loan Actions> Submit to Doc Provider 
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• Change Package Type from: Initial Disclosures with eDisclose & eSign to:  

Initial Disclosures Review 
• Select Audit  

o Any Fatal Errors must be corrected prior to disclosure   
• Select Process and your Disclosure set will download into the e-DOC MANAGER 

for you to preview prior to sending to borrower(s) 
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• Select the magnifying glass to view the disclosure set.  You know it’s not a live 
disclosure set when there is a watermark of “Preview” on all pages of the 
disclsoures. 

 

• To send live disclosures you will complete the previous steps again. 
• Loan Actions> Submit to Doc Provider 
• Leave the Package Type defaulted to Initial Disclosures with eDisclose & eSign  
• Select Process  
• Select Submit 
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 ***LO does not have to sign any disclosures.*** 

• Once borrower(s) have completed e-signing, complete the following steps 
o Loan Actions> Submit to Doc Provider 
o Change Package Type to: Retrieve E-Signed Documents 
o Process 
o If package status is Consented / Signed then proceed to Save the 

disclosures by selecting the Blue floppy disc out to the right   
o Any other status the borrower(s) will need to complete signing 

***Never resend a disclosure set.  Instead request the Disclosure Desk to resend the 
DocMagic link by emailing the request to: disclosures@principlelending.com *** 
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