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1 INTRODUCTION 
1.1 PURPOSE 
This document provides the wholesale channel instructions for navigating through the enhanced 
workflow in ExpressLoan for fee generation, and to get a loan through to file submission. 
 
1.2 IMPORTER 
The formatting and wording of the “Broker-Issued LE” question have changed; however, the 
functionality and workflow behind the question have not changed. If you select Broker is 
issuing the LE, the broker either already has, or will, issue the LE. This selection has different 
data restrictions than if SPM were issuing the LE. If you select this option, the new integrated 
fee service will not be available to you, and the Application Date can be up to 364 days in the 
past.  
 
If you select SPM is issuing the LE, the Application Date must be within 2 days of today’s 
date, and you will have access to the new integrated fee service. If you select No in response to 
Property Chosen?, the property address populates with TBD. If you answer Yes to that 
question, you must enter a property address.  
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2 OBTAINING FEES THROUGH THE NEW INTEGRATED FEE SERVICE  
Because product selection is mandatory to obtain fees via the integrated fee service, links such as Loan 
Level Fees & LE Request and Locking History / Confirmation are disabled until you select a product. 
Click on the Product Selection Pricing & Rate Lock link to select your product and price, and from there, 
you will be able to move on to locking and completing the fee screen.   
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Once on the Pricing screen, enter the required fields and click the Calculate Price button. 
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Select a product as you do today.    
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Product Rate Selection Page 
 

1. After you click on one of the More Pricing links, you will land on this screen.  
2. On this screen, you will see two new buttons: Save & Continue to Lock Rate and Save & 

Continue to Fees Screen, which will allow you to navigate according to your particular needs 
for that loan.   

3. The radio buttons in the right column allow you to select the applicable rate for the loan.  
4. If you click on the buttons at the bottom of the screen without selecting the rate, the system 

will prompt you to select at least one option.  
5. The selected product will display on the top banner. 
6. Once you have chosen your price, you can choose to Save & Continue to Lock, or Save & 

Continue to Fees screen. In the example below, we’ve chosen the latter; however, if you 
were to save and continue to lock, you would lock the loan as you’ve done before. Once that’s 
been completed, you will be given the option to Accept Price Lock & Continue to Fees 
Screen.  
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With this enhancement, more of the data you entered on the Pricing screen carries over to the fee 
screen. The Get Fees button is how you will access the new integrated fee service to return 
accurate title fees (in Sections C, E, and H). You will need manually enter fees in the remaining 
sections, and you may also edit the fees that return from the service.  
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After you click on Get Fees, you will see this message. If you are confident the data you’ve entered 
is correct, click on Ok.  

 
 
The progress indicator will display.  

 
 

If any of the data you’ve entered doesn’t match, or doesn’t match the subject property, you will 
receive the following message.  
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Below is an example of what the fee screen will look like once fees have been returned.  

 
 
Once you have completed the fees, select either Save or Save & Continue to Request LE. You 
must click one of these in order to save the entries you’ve made on the fee screen.  
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Notes:  
1. In order to make a successful call to the integrated fee service, the subject property details 

must be correct. If they are not, the system will not be able to retrieve fees. 
2. Fees for “Owners CLTA Policy” in Section H will only appear for Purchase transactions. 
3. If multiple common endorsement fees have been returned for a subject property, the system 

will display this icon  next to the field to alert the user that common fees have been 
returned, along with the total amount of the fees populated in the amount box adjacent to the 
field. Upon clicking the red icon, you will be able to see a detailed breakdown of all the fees 
returned. This will only be available the first time fees return. If you return to the screen after 
saving, the icon will not be available. Be sure to make any needed edits immediately after 
having fees returned.  

4. By default, the fees returned are editable at the user’s discretion.  
5. Within Section A, the system will also display the SPM Total Price, and the Broker’s Comp will 

be disabled since you selected it on the previous screen. Selecting lender paid or borrower 
paid comp on the pricing screens will carry over to the fee screen, and will dictate the 
message that displays under the Amount field in Section A.  

6. The service returns 100% of the transfer tax, although some loans require less. You have the 
ability to edit the transfer tax amount before saving.  

 
 
Submit / Access Loan File 

1. Upon clicking on Save & Continue to Request LE, the user / LO will be navigated to the 
Submit / Access Loan File screen.  

2. You can access the Document Management link to upload the required documents for the LE to 
the eFolder. You may have to refresh the screen to activate the Request LE button.  

3. This is the last place at which you can change your answer to the Broker-Issued LE question.  
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Once you request the LE, you will receive the following message. Click Yes; that will return you to 
Loan Navigator.  

 
 

The links in the Product Selection and Pricing area are now enabled.  

 
Accept Price & Lock the Loan 

1. When you click the Calculate Price button, you will navigate to the screen that displays 
Transaction Details, Comp Details, and Pricing Details, along with three buttons: Accept 
Price, Lock & Return to Loan Navigator, Accept Price, Lock & Continue to Fees 
Screen, and Send for Review.  

2. Click on any of the buttons, and the system will lock the loan and navigate you based on your 
selection. Send for Review will send the request to Secondary to have the lock edit reviewed.  
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2.1 ADDITIONAL POTENTIAL ERROR MESSAGES 
The message below displays if the system is down, or if the system is unable to receive fees from the 
fee service vendor. Either try again later, or contact your Account Executive so Sierra can contact the 
vendor for resolution.  

 
 
 
If the system receives a new fee that is not mapped to the master list, the system will display the 
message below along with the fee name and $ amount so that you are aware of the new fee. If this 
happens, please contact your Account Executive, so the new fee can be incorporated into Sierra’s system.  
 
 
 
 
 
 
 
 
 
 
 
 


