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BORROWER E-SIGNING INSTRUCTIONS 
 

 
 
Each borrower will receive an email from noreply-mortgagetech@ice.com based on the email address provided on 
the loan application. Click the ‘View Your Documents’ link. 
 
 
 
 
NOTE: This may go to junk/spam folders so be sure to direct borrowers to check these folders if they are 
claiming that they have not received the email. 
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For first time users, each borrower will receive a username and will be prompted to create a password.  

 
 
Once a password has been created, the borrower can sign in using the new password. 
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Each time the borrower logs in, they will need to choose to receive an authentication code via text or phone call.  
They can also click ‘Try another way’ to receive an emailed code (sent to the email address on their account).  Enter 
this code to proceed.   
 
 
If more than one phone number is listed on the loan application for the borrower, they can click the drop down under 
‘Contact me at’ to choose a different phone number for either the text or the phone call.  The options available are 
only for data entered on the loan application for the applicable borrower. 
 
 
NOTE: all authentication codes expire after 15 minutes.   
 
 
NOTE: Borrowers cannot share portal accounts to electronically consent or e-sign their disclosures.  If borrowers 
share the same email address, they will receive a separate email addressed to each individual borrower. 
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Once signed in, the borrower will need to read the ‘Electronic Consent Agreement’, scroll down and select ‘Agree’ 
on the bottom right hand side of the page to electronically receive disclosures. 
 
 

 
 
 
 

The borrower will then be directed to the Task page to ‘Review Documents’ and ‘e-Sign Documents’.  Once the 
‘Review Documents’ is complete, click ‘Done’.  Once ready to begin the e-signature process, click ‘Sign’: 
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To continue with the e-signing process, they will need read the Terms, Conditions, & Privacy Policy and click 
‘Accept’: 
 

 
 
 
 
‘Click to get started’ to begin e-signing all disclosures. 
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As they read through the documents, an orange indicator on the left will show what they need to sign, initial, or 
complete.  For example, the below has field for # of days, initials and signature: 
 
 

 
 
 
 
Once all e-signs/inputs are complete, click ‘Submit Signed Documents’: 
 
 

 
 
 
The borrower will be redirected to a screen where they can download the documents for their records and they 
can click ‘Leave Session’ to exit out of the signing portal. 
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Once all required disclosures have been e-signed, they will no longer see any Tasks in Pending Status: 
 
The borrower can choose between Pending, Completed, Inactive, and All to access, view, and download all 
outstanding or prior signed packages. 
 

 
 
 
NOTE:  there is no functionality for uploading documents available in the Correspondent e-signing portal.  This is 
intentional as LoanLock Prime is not the lender and does not manage the borrower-lender relationship. 
    
Borrowers will supply all documents directly to their lenders who will then upload through the Client Portal only. 
 
 
 
 
 

 
 
 
Questions regarding logging in, the e-signature process, or disclosure data should be directed to your Account 
Executive and/or Account Manager. 
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