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Access/Login to  
Link to web site: 

https://mgenius.mcfunding.com/signin.php  

 

Enter your Login and Password that was provided from Mega. For users of our existing portals, 
your current login and password will work on MGenius as well. 

 

 

If you need to request a new login or reset your password, please contact:  
technicalsupport@mcfunding.com  

 

For portal assistance, please contact brm@mcfunding.com or (818) 657-3065.   

https://mgenius.mcfunding.com/signin.php
mailto:technicalsupport@mcfunding.com
mailto:brm@mcfunding.com
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How to Submit a Loan 
From the Home Page, select “Create Loan” from the top menu, and then select “Import Loan 
File (MISMO 3.4)”  

 

Import MISMO 3.4 

Click to choose the file saved on your desktop or drag and drop your MISMO 3.4 into the 
upload box.  Click on “Import Loans” to move on to the next step.   
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Once your 3.4 is successfully uploaded, you will be taken to a new landing page. 
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Status and Agents 

Review the agents assigned to the loan file and confirm they are correct.  To pick or change 
the Loan Officer or Loan Processor on the file, click on the “re-assign” button and select the 
user from the drop down.  If a new user needs to be added or you do not see your user in the 
drop down, please contact technicalsupport@mcfunding.com. 

 

You will also see your Mega contacts here along with their contact information should you 
need to reach out to a Mega Team Member.  As Mega Team Members get assigned to the loan 
during the process, the agents list will expand to include those contacts as well.   

 

mailto:technicalsupport@mcfunding.com
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Beginning Your Submission Progress  

To begin your submission process, you will want to refer to the “Submission Progress” tab and 
complete each step to finish sending our disclosures and submitting your loan to Mega.  As 
you move through the steps, your loan status will advance to indicate where you are at in the 
process.   

 

Submission Progress: Complete Application 

You can review the Loan Application by selecting “Application” and then picking which section 
of the application you’d like to review from the dropdown.  Review each section for accuracy 
and confirm no pertinent information is missing or did not import from the 3.4.   
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Submission Progress: Reissue Credit 

To reissue credit, enter your credit report ID, select your credit report provider, and your login 
and password you use with the credit provider.  Once completed, click “Reissue Credit.” 

 

Submission Progress: Run Pricing & Register  

Review the Pricing details and make any changes to the data (i.e.: Impounds, Lock Period, 
Compensation Plan, Lender Fee Waiver, etc.) 
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You can further fine tune your search by clicking on “Loan Programs & Term Options” to 
narrow down your search results.  Once all information needed is entered, click on “Run 
Pricing”  
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You will then see all the eligible programs available.  Pricing will be stacked in order of best 
priced. To select your program and rate, click on the + sign to expand.    

Note: If you do not see the program type you were looking for, review the “Ineligible 
Programs” tab.  There will be a list of program types and a short description of why you are 
not eligible for it.  If you need to make any changes to the application to qualify for a program, 
you can return to the “Application” tab and update any information as needed.   

 

Once you expand the pricing results in the program you are looking to register, you will be 
given the opportunity to either register (float) or lock the loan.   
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If you are looking for more information on the rate you are selecting, you can click on the 
“show detail” button and it will open up a Loan Details & Summary to give you additional 
information on the rate.   

 

Once you have selected the desired rate, click on “Register/Lock” and you will get a pop up to 
confirm to register or to lock (if during lock desk hours).  Once you have made your selection, 
click “Confirm” to complete the request.   
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Submission Progress: Run Smart Fees & Review Fees 

This section is where we will review/add/edit the closing costs on the loan that will appear on 
your Loan Estimate.  You have the option to pull in Smart Fees by pressing “Apply Smart Fees” 
or you can enter the fees on your own based on an estimate if you already have one.   

You can add fees by clicking “add” or you can delete or edit the fee using the “Actions” button.   

You can also remove multiple fees at the same time by check marking the box in front of the 
fees you want to remove and then clicking “Delete Selected Fees”.   

 

Some things to note in each section:     

A – Origination Charges: Section A will default to how you registered your loan.  The 
underwriting fee will be based on the loan program you registered.  If you are doing borrower 
paid compensation, the compensation will flow through with what you registered it at in the 
Pricing/Credit section.  If you need to adjust the amount, you’d have to correct it in the 
compensation field register the loan once more.     

B – Services You Cannot Shop For: the fees in this section that are prepopulated are template 
fees estimating what the fee may cost.  You’d want to adjust these fees to what is applicable 
to your loan.  Please note: these are NOT Smart Fees.    

C - Services You Can Shop For and E - Taxes And Other Government Fees: If you opted to apply 
Smart Fees, these will automatically be added in for you.  If you are not using Smart Fees, you 
will need to manually enter them in.  You will not be able to proceed to sending our 
disclosures unless you have applied Smart Fees or entered them in manually.  Note: You can 
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edit the Smart Fees, but please keep in mind if adjusting to an amount lower than what the 
Smart Fee shows or removing a fee that the Smart Fees generated, it will be subject to 
tolerance cure paid for by broker should the fee end up being higher or still be required.   

F – Prepaids and G - Initial Escrow Payment At Closing: you can edit the number of months 
being collected by using the “Actions” button and then can edit the amount, or the number of 
months being collected.   

 

Alternatively, you can edit by selecting “Non- P&I Housing Expenses” from the Closing Cost 
tab, and then expanding the selection to edit the fee you are looking to adjust. If you are 
adjusting the number of months, unlock the field and leave it unlocked to apply.   
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Submission Progress: Run AUS  

To run AUS, you will select either “Submit to DU” or Submit to LP” (depending on which you 
want to run).  You will then select your credit provider name from the drop down and enter 
your login and password.  Once completed, click on “Submit to DU” or “Submit to LP” 

Note: Typically, it will be the same login and password as your credit reissue information.  
However, there are a few credit vendors that may have a separate login for running DU.  
Confirm with your credit vendor to ensure you have the correct login information.   

 

Once it’s done running, you can see the results in the “AUS Results” tab.  You can also find a 
copy of the results in the e-Docs.   
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Submission Progress: Generate Initial Disclosure Preview and Submit Initial Disclosure & 
Send for E-Signing 

Smart Fee Acknowledgement: If you choose not to use Smart Fees, you will be asked to 
confirm this before proceeding.  If you already used Smart Fees, this step will not be visible as 
it’s not required.   

 

Anti-Steering Disclosure: If your loan has lender paid compensation, you will now complete the 
anti-steering information that will show on the anti-steering disclosure when you send out the 
disclosures.  If your loan has borrower paid compensation, this step will not be visible as it’s 
not required.   

For tips on how to complete the fields, click here for our: Anti-Steering Cheat Sheet 

 

Important Dates: Take note of your important dates and adjust if needed.  Note: daily interest 
that will be generated on the LE is calculated based on the estimated closing date entered 
here.   

 

Order Initial Disclosures: Click on the “Order Initial disclosures” button and you will get a 
popup disclaimer.  Carefully review the information in the disclaimer and then click generate 
to proceed.   

https://mcfunding.com/wp-content/uploads/2023/12/How-to-Complete-Anti-Steering-Disclosure.pdf
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Assign Providers: If you did not use Smart Fees, you will have to enter your settlement service 
provider information.  You can select a provider from our database or type in the information.  
Once done, click on “Continue” to proceed to the next step.  If you are using Smart Fees, this 
step will not be applicable since we will use the providers from the Smart Fees.   

 

 

Perform Document Audit: You will now click on “Perform Document Audit” to continue to 
proceed.   
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Review the audit results.  Anything with a triangle with an exclamation point is just a warning 
and will still allow you to proceed.  Anything with a red X is a hard stop and will need to be 
addressed before moving forward.  If no hard stops, you can proceed by clicking on “Generate 
Preview”  

 

Note: if your result mentions you are not passing QM, you can review the QM results in the 
Pricing/Credit menu and then pick QM.   
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Generate Preview and Review & Order Initial Disclosures: You can now review the disclosures 
that will be going out to the borrower.  If all looks good, check mark the box acknowledging 
you have reviewed and then click on “Order Initial Disclosures and Submit” and your 
disclosures will be sent to the borrower.  By clicking this box, 1003 will be signed on behalf of 
the LO.   

 

 

 

Your disclosures are now out! If the borrower needs more information on how the eSign 
process will work, click here for additional instructions.   

Once you click OK, you will be redirected to upload your submission package.   

https://mcfunding.com/wp-content/uploads/2021/03/Borrowers-Experience-for-Initial-disclosures-031318-1.pdf
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Submission Progress: Upload Submission Package 

The “Upload Submission Documents” button will flash until you have uploaded the files.  Click 
on attach files to select the items you want to upload.  You can upload multiple documents or 
a bulk PDF.  Once you are done, click on “Upload All” to send the items in for our Submissions 
Team to review. 
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Once done, the “Upload Submission Docs” will disappear and you will be redirected to the 
eDocs Folder where you can confirm your uploads went through.  Your loan status will now 
change to “Submission Documents Received.”   

Please note: if you bypass this step and upload the package through the “Conditions” tab 
rather than using the “Upload Submission Documents” button, your file status will not move 
Submission Documents Received to be in line for our Submit Team to review.  Be sure to only 
upload the submission package using the “Upload Submission Documents” button to avoid any 
delays in your file being processed.   

Congratulations!  You are all set!   
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How to Submit a TBD Loan 
From the Home Page, select “Create Loan” from the top menu, and then select “Import Loan 
File (MISMO 3.4)”  

 

Import MISMO 3.4 

Click to choose the file saved on your desktop or drag and drop your MISMO 3.4 into the 
upload box.  Click on “Import Loans” to move on to the next step.   

 

Once your 3.4 is successfully uploaded, you will be taken to a new landing page.  Note: for the 
system to recognize the file as a TBD loan, the subject property address must include the 
words “TBD” in it.  If any other variation is used, the system will not recognize it as being a 
TBD.   
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Status and Agents 

Review the agents assigned to the loan file and confirm they are correct.  To pick or change 
the Loan Officer or Loan Processor on the file, click on the “re-assign” button and select the 
user from the drop down.  If a new user needs to be added or you do not see your user in the 
drop down, please contact technicalsupport@mcfunding.com. 

 

You will also see your Mega contacts here along with their contact information should you 
need to reach out to a Mega Team Member.  As Mega Team Members get assigned to the loan 
during the process, the agents list will expand to include those contacts as well.   

 

mailto:technicalsupport@mcfunding.com
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Beginning Your Submission Progress  

To begin your submission process, you will want to refer to the “Submission Progress” tab and 
complete each step to finish sending our disclosures and submitting your loan to Mega.  As 
you move through the steps, your loan status will advance to indicate where you are at in the 
process.   

 

Submission Progress: Complete Application 

You can review the Loan Application by selecting “Application” and then picking which section 
of the application you’d like to review from the dropdown.  Review each section for accuracy 
and confirm no pertinent information is missing or did not import from the 3.4.   
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Submission Progress: Reissue Credit 

To reissue credit, enter your credit report ID, select your credit report provider, and your login 
and password you use with the credit provider.  Once completed, click “Reissue Credit.” 

 

Submission Progress: Run Pricing & Register  

Review the Pricing details and make any changes to the data (i.e.: Impounds, Lock Period, 
Compensation Plan, Lender Fee Waiver, etc.)   
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You can further fine tune your search by clicking on “Loan Programs & Term Options” to 
narrow down your search results.  Once all information needed is entered, click on “Run 
Pricing”  
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You will then see all the eligible programs available.  Pricing will be stacked in order of best 
priced. To select your program and rate, click on the + sign to expand.    

Note: If you do not see the program type you were looking for, review the “Ineligible 
Programs” tab.  There will be a list of program types and a short description of why you are 
not eligible for it.  If you need to make any changes to the application to qualify for a program, 
you can return to the “Application” tab and update any information as needed.   

 

Once you expand the pricing results in the program you are looking to register, you will be 
given the opportunity to either register (float) or lock the loan.   
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If you are looking for more information on the rate you are selecting, you can click on the 
“show detail” button and it will open up a Loan Details & Summary to give you additional 
information on the rate.   

 

Once you have selected the desired rate, click on “Register/Lock” and you will get a pop up to 
confirm to register.  We currently do not allow locks on TBD loans.  After selecting “Register”, 
click on “Confirm” to complete the request.   
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Submission Progress: Run Smart Fees & Review Fees (optional)  

This section is where we will review/add/edit the closing costs on the loan.  Note: since this is 
a TBD loan, you will not be sending out initial disclosures.  This step is only to have a more 
accurate estimate of closing costs for when your file is reviewed by an Underwriter.  You will 
not be tied to any fees entered here.   Once a property is found, you can update the fees.  This 
step in the process can be skipped if desired.   

You have the option to pull in Smart Fees by pressing “Apply Smart Fees” or you can enter the 
fees on your own based on an estimate if you have one.   

You can add fees by clicking “add” or you can delete or edit the fee using the “Actions” button.   

You can also remove multiple fees at the same time by check marking the box in front of the 
fees you want to remove and then clicking “Delete Selected Fees”.   

 

Some things to note in each section:     

A – Origination Charges: Section A will default to how you registered your loan.  The 
underwriting fee will be based on the loan program you registered.  If you are doing borrower 
paid compensation, the compensation will flow through with what you registered it at in the 
Pricing/Credit section.  If you need to adjust the amount, you’d have to correct it in the 
compensation field register the loan once more.     

B – Services You Cannot Shop For: the fees in this section that are prepopulated are template 
fees estimating what the fee may cost.  You’d want to adjust these fees to what is applicable 
to your loan.  Please note: these are NOT Smart Fees.    
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C - Services You Can Shop For and E - Taxes And Other Government Fees: If you opted to apply 
Smart Fees, these will automatically be added in for you.  If you are not using Smart Fees, you 
will need to manually enter them in.   

F – Prepaids and G - Initial Escrow Payment At Closing: you can edit the number of months 
being collected by using the “Actions” button and then can edit the amount, or the number of 
months being collected.   

 

Alternatively, you can edit by selecting “Non- P&I Housing Expenses” from the Closing Cost 
tab, and then expanding the selection to edit the fee you are looking to adjust. If you are 
adjusting the number of months, unlock the field and leave it unlocked to apply.   
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Submission Progress: Run AUS  

To run AUS, you will select either “Submit to DU” or Submit to LP” (depending on which you 
want to run).  You will then select your credit provider name from the drop down and enter 
your login and password.  Once completed, click on “Submit to DU” or “Submit to LP” 

Note: Typically, it will be the same login and password as your credit reissue information.  
However, there are a few credit vendors that may have a separate login for running DU.  
Confirm with your credit vendor to ensure you have the correct login information.   

 

Once it’s done running, you can see the results in the “AUS Results” tab.  You can also find a 
copy of the results in the e-Docs.   
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Submission Progress: Generate Initial Disclosure Preview  

Since you will not be sending out any disclosures, you can now proceed by clicking on “Submit 
Loan”.  You will get confirmation once it’s completed.   

 

 

Submission Progress: Upload Submission Package 

The “Upload Submission Documents” button will flash until you have uploaded the files.  Click 
on attach files to select the items you want to upload.  You can upload multiple documents or 
a bulk PDF.  Once you are done, click on “Upload All” to send the items in for our Submissions 
Team to review. 
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Once done, the “Upload Submission Docs” will disappear and you will be redirected to the 
eDocs Folder where you can confirm your uploads went through.  Your loan status will now 
change to “Submission Documents Received.”   

Please note: if you bypass this step and upload the package through the “Conditions” tab 
rather than using the “Upload Submission Documents” button, your file status will not move 
Submission Documents Received to be in line for our Submit Team to review.  Be sure to only 
upload the submission package using the “Upload Submission Documents” button to avoid any 
delays in your file being processed.  You are all set!   

 

 

 

  



Page 34 

 

How to Convert from TBD to a Live 
Loan 

Once a property has been found, we will need the following items (links to forms provided 
below) uploaded to the loan file:  

- TBD to Live LE Request Form  
- COC completed on MGenius with the new address and any changes to the loan terms 
- Purchase Contract 
- Fee sheet (or we can use smart fees if directed on the TBD to Live LE Request Form)  
- Anti Steering Information (if LPC)  
- Settlement Service Provider Information (or we can use the one on the smart fees if 

directed on the TBD to Live LE Request Form)  
 
Once these items are completed and uploaded, notify your Account Manager to coordinate 
the processing.  The Submission Team will send you a sample LE to review and approve prior 
to sending out disclosures.   
 
After the loan is disclosed, it will go back in line for underwriting to review with the new 
property information.   
 

https://mcfunding.com/wp-content/uploads/2025/05/TBD-LOAN-ESTIMATE-REQUEST-FORM.pdf
https://mcfunding.com/wp-content/uploads/2021/03/Anti-Steering-Disclosure-of-Loan-Options.pdf
https://mcfunding.com/wp-content/uploads/2021/03/SETTLEMENT_LIST-CR.pdf


Page 35 

 

How to Submit a Non Del Loan 
From the Home Page, be sure you have selected “Correspondent” as your portal type.     

 

From the Home Page, select “Create Loan” from the top menu, and then select “Import Loan 
File (MISMO 3.4)”  

 

Import MISMO 3.4 

Click to choose the file saved on your desktop or drag and drop your MISMO 3.4 into the 
upload box.  Click on “Import Loans” to move on to the next step.   
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Once your 3.4 is successfully uploaded, you will be taken to a new landing page. 
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Status and Agents 

Review the agents assigned to the loan file and confirm they are correct.  A Lock Desk Contact 
for your company is required to proceed.  To pick or change the Loan Officer, Loan Processor, 
or NDC’s Lock Desk Contact on the file, click on the “re-assign” button and select the user from 
the drop down.  If a new user needs to be added or you do not see your user in the drop 
down, please contact technicalsupport@mcfunding.com. 

  

You will also see your Mega contacts here along with their contact information should you 
need to reach out to a Mega Team Member.  As Mega Team Members get assigned to the loan 
during the process, the agents list will expand to include those contacts as well.   

 

Beginning Your Submission Progress  

To begin your submission process, you will want to refer to the “Submission Progress” tab and 
complete each step to finish sending our disclosures and submitting your loan to Mega.  As 
you move through the steps, your loan status will advance to indicate where you are at in the 
process.   

mailto:technicalsupport@mcfunding.com
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Submission Progress: Complete Application 

You can review the Loan Application by selecting “Application” and then picking which section 
of the application you’d like to review from the dropdown.  Review each section for accuracy 
and confirm no pertinent information is missing or did not import from the 3.4.   

   

Submission Progress: Complete Originator Information (if using MGenius to Disclose) 

If you are using MGenius to issue your initial disclosures, you will need to make sure to 
complete this section with your Originator Information so it shows your company as the lender 
on all the disclosures.   
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In the “Lender Drop Down” make sure your company name is selected.  If you do not see your 
company name in the drop down, contact your Account Manager to help get this added 
before proceeding.  

 

Submission Progress: Reissue Credit 

To reissue credit, enter your credit report ID, select your credit report provider, and your login 
and password you use with the credit provider.  Once completed, click “Reissue Credit.” 



Page 40 

 

 

Submission Progress: Run Pricing & Register  

Review the Pricing details and make any changes to the data (i.e.: Impounds, Lock Period, 
Compensation Amount, Lender Fee Waiver, etc.) 
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You can further fine tune your search by clicking on “Loan Programs & Term Options” to 
narrow down your search results.  Once all information needed is entered, click on “Run 
Pricing”  
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You will then see all the eligible programs available.  Pricing will be stacked in order of best 
priced. To select your program and rate, click on the + sign to expand.    

Note: If you do not see the program type you were looking for, review the “Ineligible 
Programs” tab.  There will be a list of program types and a short description of why you are 
not eligible for it.  If you need to make any changes to the application to qualify for a program, 
you can return to the “Application” tab and update any information as needed.   

 

Once you expand the pricing results in the program you are looking to register, you will be 
given the opportunity to either register (float) or lock the loan.   
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If you are looking for more information on the rate you are selecting, you can click on the 
“show detail” button and it will open up a Loan Details & Summary to give you additional 
information on the rate.   

 

Once you have selected the desired rate, click on “Register/Lock” and you will get a pop up to 
confirm to register or to lock (if during lock desk hours).  Once you have made your selection, 
click “Confirm” to complete the request.   
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Submission Progress: Run Smart Fees & Review Fees (if using MGenius to Disclose)  

This section is where we will review/add/edit the closing costs on the loan that will appear on 
your Loan Estimate.  You have the option to pull in Smart Fees by pressing “Apply Smart Fees” 
or you can enter the fees on your own based on an estimate if you already have one.   

You can add fees by clicking “add” or you can delete or edit the fee using the “Actions” button.   

You can also remove multiple fees at the same time by check marking the box in front of the 
fees you want to remove and then clicking “Delete Selected Fees”.   

 

Some things to note in each section:     

A – Origination Charges: The origination charges based on the registered/locked pricing will 
not reflect automatically.  All fees in this section are to be set by you based on your own 
pricing.  For example, Discount Points will need to be manually added in if you will be charging 
them here and are not automatically added based on the pricing on the lock.          

B – Services You Cannot Shop For: the fees in this section that are prepopulated are template 
fees estimating what the fee may cost.  You’d want to adjust these fees to what is applicable 
to your loan.  Please note: these are NOT Smart Fees.    

C - Services You Can Shop For and E - Taxes And Other Government Fees: If you opted to apply 
Smart Fees, these will automatically be added in for you.  If you are not using Smart Fees, you 
will need to manually enter them in.  You will not be able to proceed to sending our 
disclosures unless you have applied Smart Fees or entered them in manually.  Note: You can 
edit the Smart Fees, but please keep in mind if adjusting to an amount lower than what the 
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Smart Fee shows or removing a fee that the Smart Fees generated, it will be subject to 
tolerance cure paid for by broker should the fee end up being higher or still be required.   

F – Prepaids and G - Initial Escrow Payment At Closing: you can edit the number of months 
being collected by using the “Actions” button and then can edit the amount, or the number of 
months being collected.   

 

Alternatively, you can edit by selecting “Non- P&I Housing Expenses” from the Closing Cost 
tab, and then expanding the selection to edit the fee you are looking to adjust. If you are 
adjusting the number of months, unlock the field and leave it unlocked to apply.   
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Lender Credits/YSP: this will not be based on the registered/locked pricing since you can set 
your own lender credit amount.  To add a lender credit, you will go back to the “Application” 
tab and then select “Transaction” in the dropdown menu.   

 

 

You will then click on the “Add” button in the “Other Credits” section.   
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When the pop-up window opens, take the following steps:  

- Change the Adjustment Type to “other”  
- Type in “Lender Credit” in the “Description” field 
- In the “From” dropdown, select “Lender” and in the “To” dropdown, select “Borrower”  
- Enter the amount of the lender credit/YSP in “Amount”  
- Click on Submit once complete 
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Submission Progress: Run AUS  

To run AUS, you will select either “Submit to DU” or Submit to LP” (depending on which you 
want to run).  You will then select your credit provider name from the drop down and enter 
your login and password.  Once completed, click on “Submit to DU” or “Submit to LP” 

Note: Typically, it will be the same login and password as your credit reissue information.  
However, there are a few credit vendors that may have a separate login for running DU.  
Confirm with your credit vendor to ensure you have the correct login information.   
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Once it’s done running, you can see the results in the “AUS Results” tab.  You can also find a 
copy of the results in the e-Docs.   

 

Submission Progress: Generate Initial Disclosure Preview and Submit Initial Disclosure & 
Send for E-Signing (if using MGenius to Disclose) or Submit Loan if Not Using MGenius to 
Disclose 

If you are not using MGenius to disclose, you can proceed to submit the loan by clicking on 
“Submit Loan” and skip to the Upload Submission Package Section.   

 

If you are using MGenius to disclose, continue to proceed with the process.  

Smart Fee Acknowledgement: If you choose not to use Smart Fees, you will be asked to 
confirm this before proceeding.  If you already used Smart Fees, this step will not be visible as 
it’s not required.   
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Important Dates: Take note of your important dates and adjust if needed.  Note: daily interest 
that will be generated on the LE is calculated based on the estimated closing date entered 
here.   

 

Order Initial Disclosures: Click on the “Order Initial disclosures” button and you will get a 
popup disclaimer.  Carefully review the information in the disclaimer and then click generate 
to proceed.   

 

Assign Providers: If you did not use Smart Fees, you will have to enter your settlement service 
provider information.  You can select a provider from our database or type in the information.  
Once done, click on “Continue” to proceed to the next step.  If you are using Smart Fees, this 
step will not be applicable since we will use the providers from the Smart Fees.   
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Perform Document Audit: You will now click on “Perform Document Audit” to continue to 
proceed.   

 

Review the audit results.  Anything with a triangle with an exclamation point is just a warning 
and will still allow you to proceed.  Anything with a red X is a hard stop and will need to be 
addressed before moving forward.  If no hard stops, you can proceed by clicking on “Generate 
Preview”  
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Generate Preview and Review & Order Initial Disclosures: You can now review the disclosures 
that will be going out to the borrower.  If all looks good, check mark the box acknowledging 
you have reviewed and then click on “Order Initial Disclosures and Submit” and your 
disclosures will be sent to the borrower.  By clicking this box, 1003 will be signed on behalf of 
the LO.   
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Your disclosures are now out! If the borrower needs more information on how the eSign 
process will work, click here for additional instructions.   

Once you click OK, you will be redirected to upload your submission package.   

 

Submission Progress: Upload Submission Package 

The “Upload Submission Documents” button will flash until you have uploaded the files.  Click 
on attach files to select the items you want to upload.  You can upload multiple documents or 

https://mcfunding.com/wp-content/uploads/2021/03/Borrowers-Experience-for-Initial-disclosures-031318-1.pdf
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a bulk PDF.  Once you are done, click on “Upload All” to send the items in for our Submissions 
Team to review. 

 

Once done, the “Upload Submission Docs” will disappear and you will be redirected to the 
eDocs Folder where you can confirm your uploads went through.  Your loan status will now 
change to “Submission Documents Received.”   

Please note: if you bypass this step and upload the package through the “Conditions” tab 
rather than using the “Upload Submission Documents” button, your file status will not move 
Submission Documents Received to be in line for our Submit Team to review.  Be sure to only 
upload the submission package using the “Upload Submission Documents” button to avoid any 
delays in your file being processed.  You are all set!   
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Advance Locking 
To complete an Advance Lock, click on “Quick Pricer” in the top menu bar, and then select 
“Launch Quick Pricer”  

 

Review the Pricing details and make any changes to the data (i.e.: Impounds, Lock Period, 
Compensation Plan, Lender Fee Waiver, etc.).   
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You can further fine tune your scenario by clicking on “Loan Programs & Term Options” to 
narrow down your search results.   

 

 

Once you have entered all your details, click on “Run Pricing” to see your results.  Once results 
are back, you will see all programs your scenario can qualify for under “Eligible Programs” 

Pricing will be stacked in order of best priced.     
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If you do not see the program type you were looking for, review the “Ineligible Programs” tab.  
There will be a list of program types and a short description of why you are not eligible for it.  
You can use this information to update your pricing scenario and then reprice.   

 

To look at rates, click the + sign next to the program you want to view to expand the results.  
Pricing that is at a rebate will be shaded in green.   
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If you click on the rate in blue, you can pull up and review what the pricing adjustments are for 
that rate.   

 

If you are not ready to lock, you can choose to save your scenario to revisit later by clicking 
“Save Scenario” and naming it the description box.  You can access your saved scenarios in the 
“Saved Scenarios” tab.   
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If you are ready to lock, select the rate you’d like and then click the “Forward Lock” button.   

 

You will see a pop-up box where you will provide the borrower’s information and property 
address along with selecting Loan Officer and Processor assigned to the loan.  Once all 
required information is entered, click on “Submit” to request the lock.   

 

You will get confirmation once the lock request goes through.  You are all set!  
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How to Price Out or Lock Your Loan 
After selecting the loan from your pipeline, click on the “Rate Lock” tab from the menu bar and 
select “Request Lock”   

 

Click on “Check Eligibility” and then you will get pricing results based on the program this was 
registered under.  Click on the + sign to expand the results to see the full stack.  To proceed 
with locking, just click on the “Lock” button.   
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How to Upload Conditions 
After selecting the loan from your pipeline, click on the “Conditions” tab from the menu bar.   

Then toggle open the condition you are looking to upload a document for and press “upload” 

 

You will now see a popup where you can upload your document.  Click on the box to select the 
items to upload from your computer.  You can upload multiple items at once, up to 20 files.  
Note: the max size of each document is 20MB.   

You can adjust the Doc Type to better describe the document or leave it as the default.  You 
can also select which borrower the condition is for.   

Once completed, press “Upload”  
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You will get a pop up to confirm your upload was successful   

 

You can review what was uploaded as well once you open the condition once more.   
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Note: there is no need to press any button to notify Mega that documents were uploaded.  
The Mega Team will be notified that there are new documents uploaded to review.  They will 
then review the uploads and check them in to send to the underwriter for conditions review.  
Once the Mega Team completes these steps, the status will be advanced to Condition Review.   

 

If there is document you want to upload that does not relate to any of the conditions, you can 
upload using the E-Docs tab.   

Click on “Upload Files”   

 

And then attach the documents you want to upload here.   
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How to Access File Documents 
Any documents for the file, such as initial disclosures, lock confirmations, approvals, items you 
have uploaded, etc., can be found in the E-Docs Manager.   

To access, click on “E-Docs” from the menu bar.  Documents will be sorted by last modified.  If 
you are looking for a specific document, you can use the “Seach Files” option to find your 
document.     

 

To access documents after a loan has closed, you will click on the “Funded Pipeline” from the 
main page to access the loan.    
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How to Order an Appraisal 
To place an appraisal order, you will need a log-in for Mercury Network.  If you do not have a 
login for this, you can request one by emailing appraisals@Mcfunding.com.   

From the top menu bar, click on “Appraisal” and go to “Order Appraisal”   

 

You will enter your username and password with Mercury Network.   

 
Once logged in, select “New Order” to place a new appraisal order.   

 
Input all the required information with an Asterix * and then press “Next”  

mailto:appraisals@Mcfunding.com
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Enter the payment details.  To have the payment link go to the borrower directly, 
select deferred CC as the payment method.   
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Once everything is filled out, click on the “Next” button at the bottom right of the page to 
complete the appraisal order. 
 

You can track the status of your order through this website as well.   
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How to Request a Loan Change/COC 
After selecting the loan from your pipeline, click on the “Request” tab from the menu bar and 
then “COC”.   

 
Complete the online form and then click “Submit Request”. The Loan Change Request will now 
be in line for the Mega Team to review.  
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How to Request a Closing Disclosure 
(CD) 

After selecting the loan from your pipeline, click on the “Closing Center & CD” button.  

 

Complete all the Broker Required Actions.  Note: after you have uploaded your required 
documents to the PTCD condition, notify your Account Manager to review and clear.  The 
Progress Milestone cannot be completed until the Account Manager clears the condition.     

Once all Loan Progress Milestones and all Broker Required Actions have been completed, the 
button to Order Closing Disclosures will open to allow you to place the order.   
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How to Check Status on Disclosures 
and Resend 

Click on the “Disclosures” tab.   

 
Scroll down to the bottom of the page to check on the status of the disclosure.   As disclosures 
are sent, the records will be added to the view.    

The activity lock will show you the history of the disclosures sent.   

 
To resend initial disclosures, click on the “Resend” button.   
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You will get confirmation that it was resent after pressing it.   
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Adding a Seller Credit, Seller Paid 
Fee, or Other Type of Credit 

Go to the “Application” tab and then select “Transaction” in the dropdown menu.   

 

To add the credits, go to L and M of the transaction details.   
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To add a seller credit, enter the dollar amount of the credit in the “L. Seller Credits” box.   

To add a different type of credit or to show a credit for a fee being paid for by the seller, click 
on the “Add” button under “M. Other Credits” section.  When the pop-up window opens, take 
the following steps:  

- Change the Adjustment Type to “Other”  
- Type in the type of credit being added in the “Description” field 
- In the “From” dropdown, select who will be providing the credit and in the “To” 

dropdown, select “Borrower”  



Page 76 

 

- Enter the amount of the credit  
- Click on Submit once complete 
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Adding a 1-0 or 2-1 Buydown 
A buydown fee is not currently automatically added, so you will need to follow these steps to 
add.   

Go to the Closing Costs tab and click on “Borrower Responsible”  

 
Go to Section H and click on “Add New to section H”  

 
Under “Type” select “Buydown Fee paid by Seller,” add the amount for the buydown, and then 
click on submit. For resources on how to calculate the fee amount, please click the links below:  

 1-0 Buydown Calculator 
 2-1 Buydown Calculator 

 

 

https://mcfunding.com/wp-content/uploads/2024/02/Buydown-Calculator.xlsx
https://mcfunding.com/wp-content/uploads/2024/02/2-1-Buydown-calculator.xlsx
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Now you have to add a seller credit to offset the buydown fee.  Go to the “Application” tab 
and then select “Transaction” in the dropdown menu.   
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Click on the “Add” button under “M. Other Credits” section.  When the pop-up window opens, 
take the following steps:  

- Change the Adjustment Type to “Other”  
- Type “Seller Paid Buydown Fee“ in the “Description” field 
- In the “From” dropdown, select “Seller” and in the “To” dropdown, select “Borrower”  
- Enter the amount of the credit  
- Click on Submit once complete 

 

 


