
How to Request Title Fees & 
Auto-Populate the Loan Estimate

A step-by-step training guide for loan officers and title processors — covering how to request 
title fees through the Loadstar Closing Cost Calculator and automatically populate the Loan 
Estimate in Encompass.

TRAINING GUIDE LOAN ESTIMATE PREP



Overview: A Two-Step Process
Preparing documentation for your Loan Estimate requires completing two distinct steps in the correct order. Skipping or reversing these steps may result in 
missing or inaccurate fee data on the LE.

Step 1: Request Title Fees
Use the Loadstar Closing Cost Calculator to generate accurate title and 
closing fees for the loan file.

Step 2: Auto-Populate the LE
Export the calculated fees directly into Encompass to auto-populate the 
Loan Estimate with verified closing cost data.

Both steps must be completed before the Loan Estimate is issued to the borrower. Always verify county and fee selections before exporting.



Step 1: Start the Title Fee Request Process
Begin by navigating to the loan file in the mortgage portal. From the Loan Summary screen, you will access the left-hand navigation menu to locate the title fee workflow. This is your starting point 
for all title fee activity.

Make sure you are on the correct loan file before proceeding. Confirm borrower name, loan amount, and property address on the Loan Summary screen.



Where to Click

In the left-hand navigation menu, locate and click Request Title Fees. This 
opens the title fee order workflow screen.

• Navigate to Order Service in the upper-right corner
• Select Closing Fees as the category
• Choose Loadstar Closing Cost Calculator
• Click Next to proceed

The Loadstar Closing Cost Calculator is the approved tool for 
generating compliant closing cost estimates within the portal.



Step 2: Open the Request Title Fees Workflow
Once inside the Order Service dialog, follow these selections precisely to reach the Loadstar calculator. The sequence of clicks matters — selecting the wrong 
category may route you to a different service provider tool.

01

Click "Request Title Fees"
Found in the left-hand menu of the Loan Summary screen.

02

Select "Order Service"
Located in the upper-right corner of the Request Title Fees screen.

03

Choose "Closing Fees"
Select this as the service category from the dropdown list.

04

Select "Loadstar Closing Cost Calculator"
Choose the approved calculator tool from the provider list, then click Next.



Step 3: Review the Default Title Company
The system defaults to Priority Title, a national title company, when populating fees. You may keep this default or select a different company using the dropdown menu — but understand the 
compliance implications before doing so.

Default: Priority Title
Pre-selected automatically. Use this if Priority Title is closing the loan — fee tolerance rules 
apply.

Alternate Title Company
If the borrower selects a different company not closing the loan, fee tolerance does not 
apply — you are not bound to the quoted fees.

Fee tolerance compliance depends on which title company is actually closing the loan. Confirm this before making your selection.



Step 4: Calculate the Title Fees
Inside the Loadstar Closing Cost Calculator, verify all pre-filled information 
before generating fees. Key fields to confirm:

Verify the County

Critical for properties near county lines — an incorrect county will 
produce wrong fees.

Power of Attorney

If applicable, select Yes to ensure proper fees are included in the 
estimate.

Click Calculate

Click Calculate once to review, then click again to confirm and generate 
the final fee breakdown.



Step 5: Export the Fees to Encompass
After the calculator generates the closing cost details, review all line items carefully before exporting. Once confirmed, click Export to Encompass — this single action automatically populates the Loan 
Estimate within the portal, saving time and reducing manual entry errors.

Review Results
Check all calculated fees across Loan Costs and Other Costs 
sections for accuracy.

Click "Export to Encompass"
Located at the top of the Closing Cost Details screen. One 
click sends all data to Encompass.

LE Auto-Populated
The Loan Estimate in the portal is automatically updated with 
the exported title and closing fees.



Key Reminders & Compliance Notes
Before issuing the Loan Estimate to any borrower, review these critical checkpoints to ensure accuracy and regulatory compliance.

Always Confirm the County
Properties near county borders may default to the wrong county. 
Double-check the county field before clicking Calculate — incorrect 
county = incorrect fees.

Understand Fee Tolerance Rules
If the selected title company is not closing the loan, you are not held 
to a fee tolerance. Document your selection and rationale 
accordingly.

Power of Attorney Flag
Always indicate Yes for power of attorney situations before calculating. 
Failure to do so will result in missing fees on the LE.

Review Before Exporting
Never export without reviewing the full Closing Cost Details screen. 
Once exported to Encompass, corrections require additional steps to 
update the LE.



You're Ready to Request Title Fees
You now have everything you need to confidently request title fees and auto-populate the Loan Estimate in Encompass. Follow each step in order, verify your 
county and company selection, and always review before exporting.

Quick Reference Steps
1. Click Request Title Fees in left menu
2. Order Service → Closing Fees → Loadstar
3. Select or confirm title company
4. Verify county, POA, then Calculate
5. Export to Encompass to populate LE
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