
How to Register a Loan

Step-by-Step Instructions

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



On the pipeline view, navigate ‘New File’ button on the top menu and click. Check ‘Import MISMO File’ 
first and browse .xml file (Point File or FNMA 3.4 File). click ‘Create New File’ button.
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Once redirected to the file’s Home screen, please fill out your fees or compensation. Use pencil icon 
to edit the fees.
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Navigate to the left panel and locate ‘Stored Documents’ screen. In the screen, please click ‘Upload 
Documents’. Browse the document you want to upload and select file(s). Multiple file uploads is 
supported.
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Under the drop-down options, please choose ‘Submission Package’ for all documents being 
uploaded. Click ‘Upload’ to proceed.
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Please make sure all documents you wanted to upload are correctly shown in the list of documents. If 
not, you can repeat the Upload Documents process.
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Navigate to the left panel and locate ‘Pricing and Lock Request’ screen. In the screen, click ‘Submit to 
Optimal Blue’. At this time, you are not requesting the rate lock. This process is required to select 
the eligible loan program.
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On a pop-up screen, click ‘Open Optimal Blue in New Tab’ and wait for the pricing engine to be 
launched.
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Now optimal blue search is launched. Please fill out the missing fields for a product search, such as 
Loan FICO. Most of the loan information must have been pulled from the MISMO or Point file. You can 
update any information such as Waive Escrows, or Prepayment Penalty if desired.
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Under ‘Expanded Guidelines’, Income Verification Type is defaulted to ‘Full Doc’. If you want to see 
Non-QM loans with alternative document options, please choose appropriate income type. After all 
fields are completed accurately, click ‘Search’ on the top-right screen.
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Search result will show eligible products that you can choose. If desired program is not found in 
eligible products, please check ‘Disqualifiers’ on ineligible products list for reasons. You can go back 
to the search screen by clicking ‘Modify Search’ and edit the information.
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Click the desired product to see the rates and price. The price shown here is the current active pricing. 
The applicable adjustments are listed under the rates with important messages/notes. Choose the 
rate/price you want to qualify for the loan and click the rate to continue. Again, you are not 
requesting the lock at this time. You can choose any lock periods.

How to Register a Loan



For loans that require MI (Mortgage Insurance), you can run a quote by clicking MI icon associated 
with each rate.
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Once you click the rate you want to qualify for the loan, you will see some option menus with 
additional information. Product guidelines are available under the Guidelines menu. Click ‘Proceeds to 
Lock Form’ to continue. At this time, you are not requesting the lock.
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On the lock form, please review the accuracy of information. If everything is correct, please click 
‘Update LOS’. You can’t request lock at this time.
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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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