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CD XCHANGE NAVIGATION
FOR SETTLEMENT AGENTS

CD Xchange is a proactive collaboration solution for preparing the Closing disclosure.
Get started here: GRI = https://cdxchange.guaranteedrate.com  /  GRA = https://cdxchange.grarate.com

PR = https://cdxchange.properrate.com 

REGISTER AND SIGN INTO YOUR ACCOUNT

NAVIGATING THE DASHBOARD

Register with your email 
address and select a 
password

NOTE: The email 
address you register 
with will be used to 
identify loans assigned 
to you

Sign in with your email 
and password that you 
registered with

NOTE: Use the Lost 
Password if you forgot 
your password

Click the dashboard to view all 
loans assigned to you

Use the search feature to �nd 
loans by GRC loan number

View all loans that are assigned to you, along with additional information:
Loan #:  Guaranteed Rate Company Loan number
Borrower(s):  Main borrower’s last name
Purpose:  Loan purpose
Est. Closing Date:  Estimated closing/signing date

Brian@trgc.com

••••••••••

Brian@trgc.com

••••••••••

••••••••••

Click Help for FAQs and 
additional resources

Status:  Current fee collaboration status
Updated:  Most recent update: Date and time
By:  Who made the last update

Select the blue link to open any loan Use the sort arrows to arrange loans based on that category



NAVIGATING THE SETTLEMENT AGENT CHARGES WORKSHEET
View loan details such as:
Closing Information Transaction information  Loan information

Displays when the loan was last updated in CD Xchange

Each charges sections
Enter the: Payee Amount paid by each party:  Borrower, Seller or Other
Total will calculate based on the amounts entered for each line

Add New Fee button: Click this button to add a fee into each section.  A drop down box will 
provide a list of available fees for that section.

NOTE: If a fee is not in the drop down box use the notes section to communicate to 
Guaranteed Rate Companies the fee, description, amount, payee, and paid by

Add New Fee

Contact Information Section
This section displays the contact on 
the loan �le as required on the 
Closing Disclosure:
Lender
Buyer’s Real Estate Broker*
Seller’s Real Estate Broker*
Settlement Agent*

*Update/complete information in this section, by typing into the �eld. Fields in italics cannot be updated.

Guaranteed Rate Companies

Guaranteed Rate Companies



Submit to Agent
Submit to Lender - Agent Approved
Lender Approved
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USING THE NOTES AND STATUS SECTION

EMAIL NOTIFICATIONS

Use the Notes:
To communicate any questions or comments
Review all communication during the collaboration 
     process 

Update the Status to indicate the progress of the loan

Statuses:
Submit to Agent:  Loan is with the Settlement Agent 
     for fee entry
Submit to Lender – Agent Approved:  All fees are 
     approved by the Settlement Agent
Lender Approved:  Loan is locked for fee editing and 
     Closing Disclosure will be issued

Make Current

Before exiting a loan review all changes, update the status and click save to notify all parties that updates have been made

Settlement Agents are noti�ed via email once added to the loan for collaboration and once 
collaboration is complete 

View previous 
versions
Even make an older 
version the current 
version if changes 
were made in error

Quickly view changes from the previous version by clicking this box
Hovering over any green  indicated section will show the previous entry

was: <empty>

$675.00


