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4.0 Rate Lock 

The Rate Lock heading contains four sections: Lock Loan, Register Loan, Batch Price, 

and Rate Sheets sections. 
 

 

4.1 Rate Sheets 

The Rate Sheets section allows the Seller to download the available rate sheets by 
product type. 

 
Either click the checkbox next to the specific product type that requires download or 

click the Rate Sheets selection to choose all product types. Click Download Selected to 

begin the download. 
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The Seller can then access the downloaded rate sheet(s) by selecting the Microsoft 

Excel Spreadsheet at the bottom of the screen. By clicking on a selected document, 

the Seller can view the document and it will be downloaded to the Downloads folder of 

their computer. 
 

 

Each rate sheet type will be located on its own tab. 
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4.2 Loan Lock 

To lock an individual loan, first select the Rate Lock Heading, then select Lock Loan. The 

Seller can then select the required Product type and Coupon Rate. Only products and 

rates set by the Investor will be available. 
 

 
Once a Product type and Coupon Rate have been selected, the Seller then may 

populate the Basic Loan Information section with information. 
 

 
The Basic Loan Information screen is set up to prevent the Seller from proceeding in the 

Loan Lock process if data is entered from outside the guidelines. 
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When the Basic Loan Information has been completed, click the Submit button. 

After entering the Basic Loan Information, the system will take the Seller to the Loan 

Summary and Characteristics screen. This screen allows the Seller to enter factors 

associated with the loan pricing. 
 

 
The column on the left lists all items that affect the price of the loan. These items can 

be adjusted by either: 

 
• Use the drop-down menu next to the item. 

• Click the required selection next to the item. A checkmark will appear next to 

the selection and it will become highlighted in blue. 

Note: If the pricing selection is not allowed, the box will be greyed out to prevent 
locking of a loan outside guidelines. 
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In certain instances, the Seller will be able to enter the data for a loan outside of the 

guidelines but will not be able to lock the loan. The screen will show a warning on the 

far left indicating Loan Invalid. To view the specific guideline failure, the Seller can 

select the View Details button. 
 

 
A window will open displaying the guideline violation. 
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Once all the parameters have been set correctly, the Seller can lock the loan by 

clicking the Lock Loan button. 
 

 
Before locking the loan, the Seller can click View Comparison Grid to open a grid 

showing the pricing of the loan across all available product types at various interest 

rates for comparison. 
 

 
If the Seller has a minimum price for which they are willing to accept, they can enter 

the price on the bottom of the Price Comparison Grid and click Apply. This will grey out 

any product and rate combination that will not meet the pricing goal. 
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If the Seller would like to change to a different product and/or rate, click the desired 

price. 
 

 
Upon selecting the new product and/or rate, the system will return to the original lock 

screen to make any additional loan adjustments. Once all adjustments have been 

made and the price is acceptable the loan can be locked. 
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Once the loan has been locked, the Seller will be directed to the Rate Lock Review 

screen which will allow them to review all data entered, pricing adjustments, and the 

final loan price. The Seller will have 180 second to either Accept the price or Cancel 

locking the loan. 
 

 
If the 180 seconds expires or the Seller clicks Cancel, the system will provide the Seller 

the option to Re-Price the loan or Cancel Request. The 180 seconds is provided so that 

the Seller is guaranteed the price they were quoted in case of a mid-day pricing 

change by the Investor. 
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Once the Seller clicks Accept, a disclaimer window will appear. Click I Agree to lock 

the loan. 
 

 
After clicking I Agree, the Seller will be taken to a screen displaying a summary of the 

lock loan with a Loan ID Number. 
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4.3 Batch Price 

If the Seller is required to lock multiple loans at once, they can use the Batch Price 

functionality of the Rate Lock site by selecting Batch Price. 
 

 
The links to both the batch Template and Mapping Codes will be available for each 

product type. 
 

 

By selecting the Download Template for a product type, an Excel template will open 

that can be used to add loans to upload. The spreadsheet the Seller creates for 

submission of loans must be identical in format to the example provided or the system 

will not recognize it when the Seller attempts to load the loans. 
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By selecting Download Mapping for a product type, an Excel spreadsheet will open 

showing the data for mapping codes. The codes in the Template spreadsheet must 

match those provided in the Download Mapping spreadsheet. 
 

 

Once the Seller creates their batch spreadsheet, they will need to name it and save it 

to their computer. 
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To submit the newly created batch spreadsheet, select Lock to the loans or Register to 

register the loans. 

 
Use the Choose File button to select the newly created file from the Seller’s computer 

and then click Submit. 

 

 

 

 
Note: The rate lock system only accepts .xls for batch upload; .xlsx is not accepted. 

Also note that the spreadsheet the Seller is attempting to load must be closed on their 

computer before it can be properly recognized by the Rate Lock site. 
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The Batch Price Review screen will then appear, and any data upload errors will be 

shown on the right side of the screen. 
 

 

If a data error still exists on a loan, the Seller can choose the Data Error link for the loan. 

This will display the data error on that particular loan. 

 

If there are no data errors, the screen will open with pricing information. The Seller will 

have 180 seconds to accept these prices. The Seller can choose which loans they 

would like to lock by selecting the check marks in the far-right column. If the box is 

checked, then the loan will be locked after clicking Accept. 

Once the Seller has selected Accept, the rate lock disclaimer will appear allowing the 

Seller to click I Agree or I Disagree. 

 

After agreeing to the disclaimer, the final batch price screen will appear showing the 

final data from the loans just locked. Any loans containing data errors will not lock and 

the data will need to be corrected on the spreadsheet and then resubmitted to the site 

to lock those loans. 


