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USER GUIDE:
Managing Lock Desk Queues in the FLEX PPE
—

The Lock Desk manages initial locks and post lock changes in the Lock Desk queue inside the FLEX PPE. The Lock Desk queue can be accessed by logging into FLEX directly.

Select Lock Desk in the menu on the left hand side of the page. 
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The Lock Desk queue has multiple filter options. There are two main views, Pending Requests and Completed Requests. 
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Under each Lock Desk view, there are additional views that will display each type of request. 
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The queue has a filter that will display Price Exceptions that are pending Approver decisions, in the event a Lock Desk override needs to take place. Once the Approver has decisioned the Price Exception, it will display in the Pending Requests default queue view. 
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The headers below the filters will order the loans in ascending or descending order when selected.
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Pending Requests can easily be approved or denied by selecting the buttons on the right side of the screen, next to the Loan ID. These requests can also be approved or denied by selecting the Loan ID or the Request link to view more details surrounding that request. 
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When selecting the request link, the user will land in the details page for that transaction. The transaction can be approved or denied using the buttons in the top right corner of the page. 

[image: ]

The buy side data can also be edited prior to approving the transaction by selecting the pencil icon in the Buy Side card. 

[image: ]

When selected, several fields are available to be edited.
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To edit the final price, select the Add Adjustment option. 
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Note: When adjusting the price, always offset the price using the add adjustment option, otherwise on the next transaction the manual adjustment change will not be retained. 

Once complete, select Done Editing and then Approve Request. The updated information will be sent back to the LOS. 

Note: Please make sure to exit the loan so the updated data writes back to the LOS. The Writeback Status column will display Success once the transaction has been successfully sent back to the LOS. 

[image: ]


 ©2023 FLEX. All rights reserved.

This user guide and the detail contained herein have been shared in confidence with the intended recipient. If you are not the intended recipient, you are hereby notified that you should not review, use, disclose, distribute, copy, or forward this information.

 ©2023 Keystone Funding. All rights reserved.

This user guide and the detail contained herein have been shared in confidence with the intended recipient. If you are not the intended recipient, you are hereby notified that you should not review, use, disclose, distribute, copy, or forward this information.
image4.png
Lock Desk

Pending Requests Completed Requests

All 0 Initial Locks 0 Lock Extensions 0 Relocks 0 Reprices 1 Price Exceptions 0 Product Changes

LoanID %

5254424444

Product %

Agency Fannie Mae 30 Year
Fixed

Investor &

NewRez, LLC.

Request &

Price Exception

Requested &

04/08/2023 11:19 am

Q Search

Requested By +  Channel 3

Filter:
CherylM Wholesale
XJ» Show Exception requests pending
sales approval





image5.png
POLLY/

Melanies Lending (MELNE) -

PRICING ENGINE

l

=)  Lock Desk

1 Publish Pricing

F]  Loan Pipeline
Loan Scenarios
SELL
BUY

DEV

Lock Desk

Loan ID

TEST230109679

TEST230313779

TEST230313930

Product

Melanie's Mortgage FHA 30
Year Fixed

Melanie's Mortgage
Conventional 30 Year Fixed

Melanie's Mortgage
Conventional 30 Year Fixed

Pending Requests Completed Requests

Investor

Custom

Custom

Custom

Request

Product Change

Price Exception

Initial Lock

Requested +

04/05/2023 04:23 pm

03/24/2023 01:03 pm

03/24/2023 08:33 am

Requested By

Melanie Simmer

Cheryl M

chris corliss

Q_ search

Channel

Retail

Correspondent - Delegated

Correspondent - Delegated

{ ) Lock Requests

{ Sell Side Analysis

C
C

Review

Deny

) TS




image6.png
POLLY/

Melanies Lending (MELNE) -

PRICING ENGINE

l

=)  Lock Desk

1 Publish Pricing

F]  Loan Pipeline
Loan Scenarios
SELL
BUY

DEV

Lock Desk

Pending Requests Completed Requests

All 13 1nitial Locks 1 Lock Extensions 2 Relocks 2 Reprices 2 Price Exceptions 1 Product Changes

Loan ID Product Investor Request Requested +

Melanie's Mortgage FHA 30

TEST230109679 Year Fixed

Custom Product Change 04/05/2023 04:23 pm

Melanie's Mortgage
Conventional 30 Year Fixed

TEST230313030 | Melanie's Mortgage Custom Initial Lock 03/24/2023 08:33 am
Conventional 30 Year Fixed

TEST230313779

Custom Price Exception 03/24/2023 01:03 pm

Requested By

Melanie Simmer

Cheryl M

chris corliss

2 Search

Channel

Retail

Correspondent - Delegated

Correspondent - Delegated

) Lock Requests

{ Sell Side Analysis





image7.png
< Lock Desk

Initial Lock Loan TEST230313930

Request Summary

Submitted By: chris corliss on 03/24/2023 at 08:33 am
Version: 3/23/23

Policy: Initial Lock Default

Loan Detail

Channel: Correspondent - Delegated
. Melanie's Mortgage

Product: Conventional 30 Year Fixed

Loan Amount: $440,381

Purchase Price: $440,381

Property Value: $450,000

LTV: 102.3

CLTV: 1023

HLTV: 1023

Loan Purpose: Purchase

Waive Escrows: Full

Is Hedged Product: Yes

Buy Side

INITIAL LOCK REQUEST

Product:
Investor:
Note Rate:
Lock Period:

Lock Expiration:

UPDATED PRICING
Pricing Adjustments:
Rate Adjustments:
Final Price:

Credit/Cost:

Melanie's Mortgage
Conventional 30 Year Fixed

Custom
4.750
30 days

Monday, Apr 24th, 2023

-9.250 v
0.000 ~
100.750

-0.750 (-$3,303) ©

LOS Information

Investor:

Lock Date:

mm/dd/yyyy

Approve




image8.png
< Lock Desk

Initial Lock Loan TEST230313930

Request Summary

Submitted By: chris corliss on 03/24/2023 at 08:33 am
Version: 3/23/23

Policy: Initial Lock Default

Loan Detail

Channel: Correspondent - Delegated
. Melanie's Mortgage

Product: Conventional 30 Year Fixed

Loan Amount: $440,381

Purchase Price: $440,381

Property Value: $450,000

LTV: 102.3

CLTV: 1023

HLTV: 1023

Loan Purpose: Purchase

Waive Escrows: Full

Is Hedged Product: Yes

Buy Side

INITIAL LOCK REQUEST

Product:
Investor:
Note Rate:
Lock Period:

Lock Expiration:

UPDATED PRICING
Pricing Adjustments:
Rate Adjustments:
Final Price:

Credit/Cost:

Melanie's Mortgage
Conventional 30 Year Fixed

Custom
4.750
30 days

Monday, Apr 24th, 2023

-9.250 v
0.000 ~
100.750

-0.750 (-$3,303) ©

LOS Information

Approve





image9.png
Buy Side

INITIAL LOCK REQUEST

Product:

Investor:
Note Rate:
Lock Period:

Lock Expiration:

UPDATED PRICING
Pricing Adjustments:

LLPA Adjustments: -8.023
Pricing Rounded
Buy Buy & Sell
Lock Period LLPA
Buy Buy & Sell
FICO RULE
Buy Buy & Sell
Melanie's Rule (copy 2)
Buy Buy & Sell

Melanie's Rule

Buy Buy & Sell

Compensation Adjustments:

Lender Paid Comp
@ Add Adjustment

Rate Adjustments:
Final Price:

Credit/Cost:

Melanie's Mortgage
Conventional 30 Year Fixed

Custom
4.750
30 days

Monday, Apr 24th, 2023

-1.227

-9.250 ~
-0.023
-1.000
-5.000
-1.000
-1.000
-1.227
0.000 ~
100.750 @

-0.750 (-$3,303) ®




image10.png
Lock Peri(

Buy Buy  Add Adjustment:

FICO RUL
LLPA Adjustment
Buy Buy
Melanie's Margin Adjustment
Buy  Buy SRP Adjustment
Melanie's . .
Min/Max Adjustment
Buy Buy
Compensatic Rounding Adjustment

@ Add Adjustment

Rate Adjustments: 0.000 -




image11.png
LO C k D es k Q Search ) Lock Requests

‘ Sell Side Analysis

Pending Requests Completed Requests

IAII Initial Locks Lock Extensions Relocks Reprices Price Exceptions Product Changes Lock Cancellations 29 XO)

Loan ID Product Investor Request Reviewed + Reviewed By Decision Writeback Status
TEST230109607  Conforming 30 Year Fixed Custom Lock Extension 03/02/2023 10:57 am Polly API Auto-approved Success
TEST230109607  Conforming 30 Year Fixed Custom Reprice 03/02/2023 10:56 am Sharla Atchley Approved Success

TEST230311879 Conforming 30 Year Fixed Custom Initial Lock 03/02/2023 10:48 am Polly API Auto-approved Success

e A e





image1.png
POLLY/

Melanies Lending (MELNE) -

PRICING ENGINE

147 Publish Pricing

F]  Loan Pipeline
[  Loan Scenarios
SELL
BUY

DEV

Lock Desk

All 13 Initial Locks 1 Lock Extensions 2 Relocks 2 Reprices 2 Price Exceptions

Loan ID

TEST230109679

TEST230313779

TEST230313930

Product

Melanie's Mortgage FHA 30
Year Fixed

Melanie's Mortgage
Conventional 30 Year Fixed

Melanie's Mortgage
Conventional 30 Year Fixed

Pending Requests Completed Requests

Investor

Custom

Custom

Custom

Request

Product Change

Price Exception

Initial Lock

1 Product Changes

Requested +

04/05/2023 04:23 pm

03/24/2023 01:03 pm

03/24/2023 08:33 am

Requested By

Melanie Simmer

Cheryl M

chris corliss

2 Search

Channel

Retail

Correspondent - Delegated

Correspondent - Delegated

) Lock Requests

{ Sell Side Analysis

C
C

Review

Deny

) TS




image2.png
POLLY/

Melanies Lending (MELNE) -

PRICING ENGINE

l

=)  Lock Desk

1 Publish Pricing

F]  Loan Pipeline
Loan Scenarios
SELL
BUY

DEV

Lock Desk

Pending Requests Completed Requests

All 13 Initial Locks 1 Lock Extensions 2 Relocks 2 Reprices 2 Price Exceptions

Loan ID

TEST230109679

TEST230313779

TEST230313930

Product

Melanie's Mortgage FHA 30
Year Fixed

Melanie's Mortgage
Conventional 30 Year Fixed

Melanie's Mortgage
Conventional 30 Year Fixed

Investor

Custom

Custom

Custom

Request

Product Change

Price Exception

Initial Lock

1 Product Changes

Requested +

04/05/2023 04:23 pm

03/24/2023 01:03 pm

03/24/2023 08:33 am

Requested By

Melanie Simmer

Cheryl M

chris corliss

2 Search

Channel

Retail

Correspondent - Delegated

Correspondent - Delegated

) Lock Requests

{ Sell Side Analysis

C
C

Deny

) TS




image3.png
POLLY/

Melanies Lending (MELNE) -

PRICING ENGINE

l

=)  Lock Desk

1 Publish Pricing

F]  Loan Pipeline
Loan Scenarios
SELL
BUY

DEV

Lock Desk

All

TEST230109679

TEST230313779

TEST230313930

Melanie's Mortgage FHA 30
Year Fixed

Melanie's Mortgage
Conventional 30 Year Fixed

Melanie's Mortgage
Conventional 30 Year Fixed

Pending Requests Completed Requests

Custom

Custom

Custom

Exceptions 1 Product Changes

Product Change

Price Exception

Initial Lock

04/05/2023 04:23 pm

03/24/2023 01:03 pm

03/24/2023 08:33 am

Requested By

Melanie Simmer

Cheryl M

chris corliss

2 Search

Channel

Retail

Correspondent - Delegated

Correspondent - Delegated

) Lock Requests

{ Sell Side Analysis

C
C

Deny

) TS




image12.jpeg
keystone
FUNDING




