
To create a new Disaster Relief Loan Modification, go to your account and click “Start a new order” 

 

 

Select a state. Disaster Relief Loan Modifications are available for all states. 

 

 

The Disaster Relief Loan Modification is available under Specialty Order Forms. 

 

  



If it is not visible, you can change your account product options under My Settings on the account tab: 

 

 

Scroll down and make sure the box next to Disaster Relief Loan Modification is checked. 

 

 

Hit Save Changes at the bottom 

 

  



Once you’ve selected Disaster Relief Loan Modification from the list of orders, you will be prompted to select a 
service. There is only one. Click the blue “Order” button to continue.  

 

 

You will be prompted to select a Lender Setup. Select one, or a blank one, and hit “Start a new order” to continue. 

 

 

  



Click the Open Order form button to open the order form. 

 

Inside the order form, you will start with the basic information about who is ordering the loan and invoice 
preferences. Attorney fee options are as follows: Sent to my email monthly, which bills any outstanding files to you 
each month; Collected at closing and disbursed by settlement agent, which produces an invoice in the package to 
send to title and will add an additional settlement agent screen for you to enter their information; and paid by 
someone else, which will then prompt you to fill out the billing party below that section. 

 



The next screen is the Lender Information. If your information is already populated and never changes you can hide 
this screen on the order information screen with the “Show Lender Information” question. Saying “NO” will omit this 
screen from the order form. 

 

Then, you have the property information screen 

 



The borrower screen is next and contains the whole of the borrower information we collect. For this order form, we 
are only worried about the borrower’s name and address, the required fields. 

 

  



Following the borrowers screen, there is a screen for some of the finer details of the Disaster Relief Loan 
Modification. 

 

  



There is a question concerning “Modification Language Template” that will automatically populate the Modification 
Language. You can select Custom and type in whatever you wish concerning what is being modified. If you select one 
of the other two options, it will automatically populate the box with a template that you can edit to fill in the blanks.  

 

Or 

 

Anything you edit will save with the loan. If you change your option, it will wipe out the textbox. 

  



The Document Selection Screen will populate two documents, the Forbearance Letter and the Simple Multistate 
Modification. If you’ve selected that the invoice be sent to and collected by the title agent, then there will also be an 
attorney invoice. 

 

 

If there are any audit problems, they will appear on the audit screen. Otherwise, you will get a checkbox with “no 
errors found” 

 

The final step to get documents is to submit the express order on the last screen. 

 

  



At any time after you submit, you can go to the package from the order status page to send the document via eSign. 
(If you don’t see the package you are looking for, try clicking the plus sign. Packages with the same name are grouped 
together.) Click on the package name that you want to send. 

 

On the next page, you can download or send your disclosures via DocuSign. 

 

Click on the link for “New e-Disclosure Request” in the third panel. 

 

 

 

  



The next screen will automatically populate with the sender information and the borrowers. It will also attempt to 
pull the signer for the Lender Party. This comes from the signature line builder from the order form’s “Lender 
Information screen”. It is not perfect, so if you need to edit something, please do so here. 

 

When you are finished, click “Continue to DocuSign” at the bottom of the screen. 

 

  



When you get to DocuSign, it will give you an opportunity to place additional signatures and to double check the 
placement of the ones we put in automatically. 

 

When you are finished with the borrower, you will need to manually place the signing line for the lender party. You 
can do this by switching to a different signer in the top left corner. In this example, I would click on “Lender Signer” 

 



Once you have changed to your lender signature, the tabs should change color. Simply click and drag the signature 
line and date signed fields to the places where the Lender needs to sign. 

 

Once all of the applicable signature lines have been placed, click the yellow “Send” button in the bottom right corner. 


