
How to Request Lock
(including lock extension)

If you need assistance, please reach out to your account executive or 
account manager.



In the file, navigate on the left panel and go to ‘Pricing and Lock Request’ screen. Use ‘What if’ if you 
want to see the price for the scenarios other than loan is approved with (such as different LTV, DTI, 
loan amount or PPP). 
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In What If mode, you can play the scenarios for a price, but lock request cannot be made.
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To request the rate lock, please click ‘Submit to Optimal Blue’ and launch the pricing engine in a new 
tab.
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On the search, most of the fields are disabled to prevent the changes on the loan. If anything needs to 
be changed or updated, please submit a COC.
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Select the product that the loan is currently approved with (do not select any other program the loan is 
not approved for, the lock will be denied) and click the rate/price/period you wish to lock.
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On the pop-up screen, please click ‘Proceed to Lock Form’ to continue.
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You can review the lock expiration date, rate and the final price. Click ‘Request Lock’ to continue.
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Wait for the confirmation pop-up, and click ‘Ok’. If you encounter any message other than successful 
confirmation, please reach out to Lockdesk at lockdesk@novus-mortgage.com for your issue.
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Once all steps are completed, the OB status will be updated to ‘Lock Pending’.
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Lockdesk will review the request and send you the lock confirmation via email. Below is the new look 
of the lock confirmation. 
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How to request Lock Extension

To request the lock extension, please click ‘Submit to Optimal Blue’ and launch the pricing engine in a 
new tab.



Click ‘Lock Extension’ and enter the days you wish to extend the lock. Available for extension is 2 
days, 7 days and 15 days. If you need longer extension, please reach out to lockdesk.
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Each lock extension days have associated costs. If you agree with the costs, click ‘Submit’.
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You will see the pop-up screen for confirmation. Lockdesk will review the extension request and will
send you the revised lock confirmation via email if approved.
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The pop-up message will be displayed to confirm successful update. Once click Ok, the OB status on 
the Lock Form will be changed to ‘Registered’ from ‘None’. Close the optimal blue tab and return to 
the portal.
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Go back to ‘Home’ screen and scroll down to see the program code and name selected.
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Scroll up to the top and click ‘Change Status’ to finalize the registration process and click OK on the 
pop-up.
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The loan status has been changed to ‘Registered, and the process has been completed.
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