
EllieMae Disclosing
Reference Guide



***WARNING***
eConsent Form MUST be sent prior to disclosing.
NOTE: A SEPARATE email address must be used for each 
Borrower.

1. Click the eFolder button in the top right corner.

2. Request the eConsent form via the eConsent button.

3. The Authorization Code will need to be entered. Always use the last 4 digits of the Soc Sec
Number.

4. Once the Authorization Code is entered you will then be able to click the Send button.



*** WARNING** *
Please take the time to check the price of the 
appraisals.
GO TO: Forms tab (highlighted below)
CLICK ON: NLC Appraisal Request (circled below)

For VA Loans: Go to the Payment Method box and click on the VA Pricing 
box for a VA loan. Then click on the State you are going to do the loan in 
as shown below.

For FHA, USDA or Conventional Loans: Click on the AMC box that you 
will be using and find the State that the loan will be in and price 
accordingly with any add-ons that may be needed.

Once you have the correct dollar amount please enter it on the 2015 
Itemization Form BEFORE you disclose.



Disclosing with EllieMae

1. Click the eFolder button in the top right corner.

2 Request the initial disclosure package via the eDisclosures button.

3. When the Select a Plan Code window is presented highlight the program
you would like and click the Order eDisclosures button.



4. Once the Disclosure Audit box appears click the Order eDisclosures
button.



5. When the Select Documents box appears click the Send button.



6. Next the Send eDisclosures box will appear and click the Send box.



7. Once the signature warning box is presented please click Yes to sign the
disclosures now.

8. The EllieMae system will send you directly to DocuSign to sign your
disclosures.



9. If you have chosen, NO on step 5 above please follow steps 9 & 10. The
Loan Officer will need to refer to this email requesting them to sign.

10. The Loan Officer will then log into their EllieMae account using their
Encompass log in credentials and follow the prompts to eSign their 
portion of the disclosures.



Retrieving the Signed Disclosures

11. Once the Borrower has eSigned the Loan Officer will receive the email
below showing that the disclosures have been signed. At which 
point the Loan officer can go into the file and retrieve the 
disclosures.

12. The Loan Officer will then go back into the file and click on eFolder.



13. Once in the eFolder click on the Retrieve button at the top right of the
screen.

14. The Retrieve box will appear, and you will click the Download button. All
the disclosures will load into their respective folders in the eFolder.




