
Wholesale Job Aid: UHMGo Submission with Initial Disclosures (01/03/23) 

 
***Be sure to use Chrome as browser*** 
For Technical Support, reach out to UHMGo Support at: 

 

Training Video of this process at: https://vimeo.com/656268014/60afb6bd95 

 

 

*If you want to take advantage of our Quick Lock option (locking loan without uploading the 
3.4 file, go into “Pricing” on the left menu bar and complete the screen.  Click “Get Pricing” and 
select rate (green box with white check  ).   Select “Request Click Lock” green box. 
You can access the Quick Lock Job Aid in UHMGo and also view the training video. 
 
 
 

 

 



Quick Lock in UHMGo: 

 

 

 

 



After the loan is Quick Locked, you can go back into it to continue with the loan registration. 

 

 

Snapshot from job aid on next page… 

 

 

 

 

 



Quick Lock process to upload 3.4 file after locking the loan (from Job Aid):  

 

 



TO REGISTER WITHOUT QUICK LOCKING: 
*Click on Start Loan (left tool bar) and “File Upload” to download your 3.4 file.  You will then 
work your way through the tabs. 
#1 - Validate 1003 (tab) 
 

 
 
IMPORTANT: Be sure that the 1003 Interview Date (on Loan Originator 
Information) is not more than 3 days from initial disclosures.  
 

 
 
 
 
 
 



When Validating the 1003, if it’s a FHA/VA loan, go to the Lender Loan Information tab and 
make sure the “Mortgage Loan Information” and “Property and Loan Information” sections are 
completed correctly.     
 

 
 
*Complete the Initial Pricing Scree (tab) – you are NOT locking the loan. 
***IMPORTANT: Input Borrower Paid Comp (BPO) on this page***on right side of screen (See Below..) 



 

 
 
 

 

 

 



*IMPORTANT: BORROWER PAID COMP: 
You can change it in one of two places depending on whether you want to change it as a percentage or as an 
amount (highlighted below). 
To make the change, click the padlock once.  The field will then become editable.  Make the edit.  Do NOT click 
on the padlock again because if you do, the % or amount will just revert-back to what it was before it was 
edited. 

 

 
*Select your rate and the click on “Continue” on bottom right of screen 

 
 
*Run AU (DU):  You can choose DU, LP or run both and compare.  For FHA, VA Streamlines and USDA ONLY – 
select “Manual Underwriting” in the drop down.  For LP loans, select “Loan Prospector (LP).”   Review and click 
on “Accept Findings.” 

 
 
 



Review the Findings: 
 

 
 

 
 
 
*Go to Final Pricing Tab and click on “Get Pricing” 
Select rate (if it is the same-just click on “Continue”) – you are NOT locking loan. 
If score is different-would have to rerun DU/LP (just go back into Credit/AUS and rerun). 
Click “Continue” on Final Pricing screen once you select the rate: 



 
 
*Complete Register Loan Tab (Channel is Wholesale, input LO and Processor name) 
Complete the fields (#1-#4) and Complete and Click on “Save” and then “Register” to Register Loan 
Click “OK” When asked Register this Loan File? 

 
 

 



*You’ll receive an email confirmation (ex. Below): 
Registration: 
 

 
 
*Complete the Fees / SSPLS Tab – Click on “Fees/SSPL.  Utilize the Smart Fees and choose a Service 
Provider. 
When you complete each tab, you can Register your loan. 

 
 

 
 
*Input Fees for this loan: 
IMPORTANT:  Be sure these are accurate – do not under-disclose (these fees will be on the LE). 
*Click on Fees/SSPL tab to go into SmartFees and complete the screen and click on “Continue 
to Fees” (blue box). 
Complete the Lot Size information by selecting one and then click “Continue to Fees.”  



 
 
View our Smart Fees Training Video at https://vimeo.com/685575936/0408c21e94. 
Certify that these are correct by clicking on box in lower left and the click on “Save & Continue. 
 
Snapshot from job aid on next page… 

 

 

 

 

 

 

 



Note:  If your closing agent is not listed, you can request to add them by clicking on “Submit a 
Provider” on the bottom of page 1.  This process can take a few weeks as SmartFees must 
review, approve, and add them. 

.  



 
 
*You can click on “ADD ADDITIONAL SERVICES” Box to select and add these (if applicable): 
  

 



 
*Select a Provider and click on “Save & Continue at the bottom of the screen.  
Complete section 2 of the Fees screen and click on “Save & Continue on bottom right. 

 



*Click on disclaimer on bottom of screen (#6 above). 
 
SMART FEES REMINDER: 
Remember, you are always able to choose the fees that work best for you even if the provider chosen is not the 
title company you end up using.  When you choose Smart Fees and Close with the same provider selected you are 
subject to the 10% tolerance; however Smart Fees will certify your charges.  If you close with a Title company 
that was not used for your Smart Fees you are no longer subject to the 10% and your fees can adjust as needed – 
no tolerance cure will apply for title fees. 

 
 
*Price / Lock Screen tab (takes a minute to finish uploading) 

 
 
Click on “Get Pricing” 
Select the rate (if you want to change it).  If keeping same rate, just click on “Register as Lock” 
or “Register as Floating” (depending if you want to lock or float).  You will have to run AU again 
since fees were updated.  You can lock here. 
 
*Go to “Disclosure Submission” Tab 
Complete Screen and click “Disclosure Submission”; complete screen, and then click “Save & 
Continue” 

 
 



 
 
*Click on “Order Initial Disclosure Package” 

 
 

***YOU WILL THEN GO INTO THE IDS PART OF THE PROCESS*** 
Training Video for Completing Disclosures: https://vimeo.com/645227135/e27c047c19 
A new tab will open on your Chrome browser for IDS.  (You only have to enter IDS user name 
and password when you are eSigning the disclosures). 

 



*Click on “Audits” and then the plus sign next to Audits below to view the broker disclosures 
that are required. 

 
 
*Click on “Additional Fields” on the left and then the + sign next to Client Specific and then the 
+ sign next to each required client specific folder (for details). 
Audit Legend => the red X are the ones that you need to complete:  
 

 



Click “Save” and then “Audit & Order” 

 
 
*Click on +Ordering, +Audits and +Audits (below) and click box to certify and then click on 
“Order Docs” on top.  You will be ordering Preview Package of docs. 

 



*Click on Link to view disclosure docs – preview package (PDF) 

 
 
*Check disclosure documents carefully – especially LE to confirm ALL fees included 
and your Borrower Paid Comp Origination charge (if applicable) is accurate. 

 
 



***VERIFY FEES!*** 
If all fees and comp are good (accurate), it’s time to order final disclosures (if changes needed, 
close IDS and go back into UHMGo Chrome tab). 
Click on Audit & Order, +Ordering, +Audits, +Audits and click on box to certify and then go back 
up top to click on “ Order Documents.”   Be sure to remove the check next to “Order Preview” 
and check box #5 (below) and then Click “Save”! 
 

 
 
*Click on PDF link to open disclosures. 
LO will receive email with link to sign disclosures or can access directly in UHMGo. 



 
*Documents No Longer Indicate “Preview” (these are the real disclosures) 
You can use “bookmarks” to go right to LE. 

 
 
*Sign-into IDS (NOT UHMGo) with IDS User Name and Password. 
You can also get link on the email that you receive to access sign-in screen.  
IMPORTANT: Whoever signs into IDS will have their signatures on disclosures (must be LO)!!!  
 



 
 
 
Email you’ll receive: 

 
 

 
 



*Click on disclosure 
 

 
*Complete the eSign Process. 
You can click on “View next document to be signed” to sign all documents together. 

 
 



*You can print and save or click on Close. 

 
 
*If borrower is with you, click on “Change Signer” at top of screen and select the borrowers 
name and then they can go through the eSign process.  This is also where you can highlight URL 
and email to borrower (if they are not with you). 
 

 



*Choose “Borrower” if they are with you (i.e. they can sign immediately on your laptop). 

 
 
*After signing all Broker Required Disclosures… 
*GO BACK INTO UHMGO TAB TO FINISH SUBMISSION PROCESS. 
Click on Disclosure Submission Tab on the right. 

 
 
 
*Click on “Complete Disclosure Submission” 
IMPORTANT: This step submits your loan to UHM TPO. 

 



*Loan will indicate Submitted and you will receive a confirmation email. 

 
 
 
If you want to resend initial disclosures to borrower  go into Disclosure History tab in UHMGo and click on 
“Click Here to View/Print Save/E-Sign” => Sign into IDS and click on Change Signer at top of screen and click on 
Borrowers name and then copy URL (screen that asks for last 4 digits of their social and year born).  Send that 
URL to borrower via email. 
Training Video for resending disclosures to borrower: https://vimeo.com/687226850/7ef3f81dad 
 
*Disclosure History tab provides history and can also take you directly to disclosure (i.e. if 

borrower did not receive email or you want to check status).  All initial disclosures come from IDS. 



 
 
 
*After the loan has been submitted, you can upload the UW credit package: 
 
*Upload credit docs in the UW Package tab: 

 



 
*Once uploaded, Click on “Submit UW Package”: 

 
 
 
*You’ll see confirmation that UW Package has been submitted: 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 



Additional Information: 
 
UPLOADING CONDITIONS: 
After loan is UW, a new green box (on the right) is where you can view and upload conditions. 

 
 
 
*Loan Status Screen: very important screen for loan information 
The loan status screen gives you important information including a timeline of loan stages on 
top green timeline, UHM personnel working on your loan, expiration date, loan status, TRID 
dates and much more. 

 
 
 
 
 
 
 
 
 



Smart Buttons in Pipeline View: 

 
 
 
 
*Once the loan has reached CTC (and the initial CD has gone out) - Complete the Closing Form 
Tab at least 2 days prior to closing. 

 
 
 
*You can view Current Service Levels and access our QuickPricer on the left tool bar: 

 
 



*For Manual UW: 
Change to “Manual Underwriting” 
   

 
 
 

THANK YOU FOR YOUR BUSINESS AND PARTNERSHIP! 


