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For Broker Use |



What We'll Cover

1. Register A New Loan

2. URLA 2020

3. Order/Re-Issue Credit

4. Product & Pricing

5. Closing Cost Calculator

Click topic and jump to a section.

6. Loan Estimate Fee Management

7. Send Disclosures

8. Conditions / Document Upload

9. Order The Appraisal

How-To Guide Index

Broker Portal  |  How-To Guide  | Confidential

Next

Next



REGISTER A 

NEW LOAN
Step-by-Step Guide to 

Registering a New Loan.
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Community Savings | Broker Portal How-To Guide Section 01 | Step 1

STEP 1Register a New Loan
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1. Login to www.cswholesale.com
2. Click on Add New Loan

http://www.cswholesale.com/


• Select Contacts

• Click on the pencils to assign the Loan 
Officer and Loan Processor

• Once saved, click NEXT

STEP 2Register a New Loan

Community Savings | Broker Portal How-To Guide Section 01 | Step 2
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STEP 3Register a New Loan

Community Savings | Broker Portal How-To Guide Section 01 | Step 3
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1. Select the Loan Officer Company and Loan 
Officer.

2. Then click , Save.



STEP 4 Register a New Loan

Community Savings | Broker Portal How-To Guide Section 01 | Step 4

Next
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1. Select the Loan Processor Company and Loan 
Processor.

2. Click, Save

Helpful Hint: If 
you ’t see your company, broker, 
or processor, click the dropdown 
to view other branches.

If you don’t see your processor, click 
the  Loan Processor Company dropdown
to view other branches.



STEP 5

• Loan Data Source

• Upload the URLA  3.4  (drag & drop) or  
click local drive to find your file.

Register a New Loan

Community Savings | Broker Portal How-To Guide
Section 01 | Step 5
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URLA 2020

Use the following steps and 

screenshots as a guide.
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• Additional Information

• Complete all required fields highlighted in 
yellow.

• Once all fields are completed, click Register.

URLA 2020

Community Savings | Broker Portal How-To Guide Section 02 | Step 6

Helpful Hint

Required fields are marked 

with an asterisk.

STEP 6
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STEP 7

• Click URLA 2020  to expand the menu

• This is your opportunity  to update any 
loan information on the 1003.

URLA 2020

Community Savings | Broker Portal How-To Guide Section 02 | Step 7

Helpful Hint

Expanding the menu shows the URLA by 
section, making it easier to update loan 
information.
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ORDER/ RE-

ISSUE CREDIT
Use the following steps and 

screenshots as a guide.
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STEP 8

Click Order Credit

ORDER/Re-Issue CREDIT

Community Savings | Broker Portal How-To Guide Section 03 | Step 8

Helpful Hint

Do not interact with the 

AUS section on this screen.
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STEP 9

Re-Issue Credit

1. Complete all fields:

• Credit Provider : Select  your credit reporting agency

• Reference Number: aka credit report file number

• Report Type : Select Merge

• Provider Details: enter CREDIT REPORT Credentials

• Click Re-issue Credit. 

2. Once credit is retrieved > Import Liabilities

ORDER/Re-Issue CREDIT

Community Savings | Broker Portal How-To Guide Section 03 | Step 9

Helpful Hint

You must Re-issue Credit and 

Import Liabilities 
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STEP 10

After Importing Liabilities,
1. Select Delete & Replace Liabilities

2. Click Import

Order Credit

Community Savings | Broker Portal How-To Guide Section 03 | Step 10

Helpful Hint

You must Re-issue Credit 

and Import Liabilities 
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PRODUCT & 

PRICING
Use the following steps and 

screenshots as a guide.
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STEP 11

1. Click Product & Pricing

2. Click on the desired rate.

Product & Pricing

Community Savings | Broker Portal How-To Guide Section 04 | Step 11

Helpful Hint
This will bring you to the page 

where you can float or lock your 

rate.
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STEP 12

1. Review rate is correct

2. Click Float or Request Lock

Product & Pricing

Community Savings | Broker Portal How-To Guide Section 04 | Step 12

Next

Next

Helpful Hint:
We do NOT offer Lender Paid 

Compensation.



CLOSING COST 

CALCULATOR
Use the following steps and 

screenshots as a guide.
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STEP 13

1. Click Closing Cost Calculator

2. Click Calculate

Closing Cost Calculator

Community Savings | Broker Portal How-To Guide Section 05 | Step 13

Helpful Hint
If borrower is paying the seller’s 

transfer taxes, select Borrower 

Paid next to Transfer Tax Split
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STEP 14

1. Click Export to Encompass

Closing Cost Calculator

Community Savings | Broker Portal How-To Guide Section 05 | Step 14

Helpful Hint 
Click anywhere in Section E to 

View the breakdown of recording 

fees and transfer taxes.
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LOAN ESTIMATE 

FEE MANAGEMENT
Use the following steps and 

screenshots as a guide.
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STEP 15Loan Estimate Fee Management

Community Savings | Broker Portal How-To Guide Section 06 | Step 15

Helpful Hint
If you also collect a processing fee 

from the borrower, enter the dollar 

amount in the Processing Fees field

1. Enter your Mortgage Broker Fee.

2. Review or update the Credit Report Fee.

3. Add your 3rd party Processing Fee, if 
applicable.

4. Click Save.
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SEND 

DISCLOSURES
Use the following steps and 

screenshots as a guide.
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STEP 16Send Disclosures

Community Savings | Broker Portal How-To Guide Section 07 | Step 16

1. Click Send Disclosures.
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p
Helpful Hint

You will have an opportunity to review
the disclosures before they are sent to 

the borrower.



STEP 17Send Disclosures

Community Savings | Broker Portal How-To Guide Section 07 | Step 17

1. Select the radio button next to 
Generic.

2. Click Next.
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STEP 18Send Disclosures

Community Savings | Broker Portal How-To Guide Section 07 | Step 18

1. Click Next.
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STEP 19Send Disclosures

Community Savings | Broker Portal How-To Guide Section 07 | Step 19

1. Click on the Loan Estimate and 
carefully review the figures to 
ensure your fees saved to the 
loan file.  

2. Click Next.
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STEP 20Send Disclosures

Community Savings | Broker Portal How-To Guide Section 07 | Step 20

1. Click Send.

• This pushes the disclosures out 
to the borrowers to sign and 
date.  

• The loan officer will receive an 
email to sign the 1003.

Helpful Hint
The emails come from 

Noreply-mortgagetech@ice.com
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CONDITIONS / 

DOCUMENT UPLOAD
Use the following steps and 

screenshots as a guide.
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STEP 21Conditions / Document Upload

Community Savings | Broker Portal How-To Guide Section 08 | Step 21

Click Conditions/Document Upload
1. Click on a folder to either drag & drop or upload the corresponding item you have for that condition.
2. Once you’ve finished uploading documents to that folder, select Ready for Review.
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STEP 22Conditions / Document Upload

Community Savings | Broker Portal How-To Guide Section 08 | Step 22

Click Notify Lender once you have finished uploading all the documents to the file.

Helpful Hint
This step notifies the Lender 

conditions are in for review.
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ORDER THE 

APPRAISAL
Use the following steps and 

screenshots as a guide.
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STEP 23Order The Appraisal

Community Savings | Broker Portal How-To Guide Section 09 | Step 23

Click Order Appraisal 
The first time you click the Order Appraisal button, you’ll be prompted to enter your Appraisal Firewall credentials. 
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Helpful Hint
After your first order, you shouldn’t 

need to re-enter your credentials for 

future orders.



STEP 23aOrder The Appraisal

Community Savings | Broker Portal How-To Guide Section 09 | Step 23a

BROKERS: Please use the applicable link below when placing your first appraisal order with Community Savings.
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Helpful Hint
Remember — appraisal orders are placed 
through TPO Connect, not directly through 
Appraisal Firewall. 

• If you have not previously been issued Appraisal Firewall credentials, use this link to create 
a new account. TPO/Broker Brand New User Credentials Link

• If you already have Appraisal Firewall credentials and use them to place orders with 
another lender, use this link to add Community Savings to your account. 
TPO/Broker Sign-In for Existing Appraisal Firewall Accounts

Important: You must complete one of the steps above before attempting to order an appraisal 
through TPO Connect. You must select Community Savings from the lender dropdown in 
Appraisal Firewall before placing your order.

The links above are only necessary one time. Once you have signed in/created a new account, 
Community Savings will automatically be added to your lender dropdown list going forward. All 
appraisal orders must be placed through TPO Connect not directly through the Appraisal Firewall 
website. Placing orders outside of TPO Connect will result in the order not being integrated with 
your loan file.

https://appraisalfirewall.com/AFDesktop/NewUserSetup.html?brokeruser=true&managerid=9E74C20E-21CF-4F11-BCCA-C55C57915B82&lenderid=BF66102D-E6AD-4AC1-8773-E51D1DE151EA
https://link.edgepilot.com/s/388c51db/f8ex3l_n_UGtq8xOhSBAyQ?u=https://www.appraisalfirewall.com/AFDesktop/?managerid=9e74c20e-21cf-4f11-bcca-c55c57915b82%26lenderid=bf66102d-e6ad-4ac1-8773-e51d1de151ea
https://link.edgepilot.com/s/388c51db/f8ex3l_n_UGtq8xOhSBAyQ?u=https://www.appraisalfirewall.com/AFDesktop/?managerid=9e74c20e-21cf-4f11-bcca-c55c57915b82%26lenderid=bf66102d-e6ad-4ac1-8773-e51d1de151ea
https://link.edgepilot.com/s/388c51db/f8ex3l_n_UGtq8xOhSBAyQ?u=https://www.appraisalfirewall.com/AFDesktop/?managerid=9e74c20e-21cf-4f11-bcca-c55c57915b82%26lenderid=bf66102d-e6ad-4ac1-8773-e51d1de151ea


STEP 24Order Service

Community Savings | Broker Portal How-To Guide Section 09 | Step 24

If this is your first appraisal order for the file, click Residential
If you’re checking the status of a previous appraisal order or requesting a revision to an existing order, click 

“Launch Existing Order.
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STEP 25Order Service

Community Savings | Broker Portal How-To Guide Section 09 | Step 25
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In the Lender Division dropdown, select Community Savings.
Confirm that all fields in each section of this page are completed.
Select any user who should be notified when the appraisal report is completed or if there are any updates.

Helpful Hint
A green checkmark will 

appear in the upper-right box 

once all required fields are 

completed.



STEP 26Order The Appraisal

Community Savings | Broker Portal How-To Guide Section 09 | Step 26
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In the Property section, be sure to include both a phone number and a cell number, along with an email 
address.



STEP 27Appraisal Firewall

Community Savings | Broker Portal How-To Guide Section 09 | Step 27

• Complete the Appraisal Type, Payment 
Method, and Date Required fields.

• Create a password and enter it in the 
Borrower Password field. The borrower will 
receive two emails, one with the payment 
link and another with the password to 
access it.

• Click Manage Attachments to upload the 
Purchase Contract.

Next
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Helpful Hint
For purchase loans, you must 

upload the Purchase 

Agreement when placing the 

order.



STEP 28Appraisal Firewall

Community Savings | Broker Portal How-To Guide Section 09 | Step 28

After clicking Manage Attachments, the eFolder will open. Select the Purchase Agreement, then click Upload.
Then click Done.

Next

Next

Helpful Hint
Look for “Complete” next to 

the folder to confirm the 

purchase agreement has 

been successfully uploaded.



STEP 29Appraisal Firewall

Community Savings | Broker Portal How-To Guide Section 09 | Step 29

Once all information is complete, the Order button will turn green. 
Click the Order button to submit the appraisal order.
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STEP 30Appraisal Firewall

Community Savings | Broker Portal How-To Guide Section 09 | Step 30

The Appraisal Firewall page will appear, displaying the order details.
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