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Register A New Correspondent Non-Delegated Loan: 

 
To register a loan, you will need to follow these steps. 
 

1. Click Add a New Loan. 

 
 

2. Choose which channel you will be registering your loan file to.  For this How To Guide instructions, you will 

choose Correspondent Non-Delegated. 

 
3. Choose your Contacts.  Select the correct Loan Officer and Processor.  Click Next to Procced. 
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4. Click and Drag or Browse for your Fannie Mae 3.4 File.  Click Next to import the data. 

 
 

5. Review the loan information and hit Save to Register your loan.  This will generate the Loan Number once saved.  

**Saving your loan does NOT mean your loan is submitted** 
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When a required field is not filled out properly, or there is conflicting data, an error message will appear.  
 

 
 

 Error reasons will be displayed under the Description field. 

 You can either Review the Loan or choose/enter the correct information utilizing the drop-down arrows. 

 Once you cured the error, click update. 

 
 

Product & Pricing: Register/Lock Loan: 
 
You will need to have your loan registered in OB (Optimal Blue) before you can submit the loan file. 
 

1. In the left menu tab, select Product Pricing & Lock to Register the loan.  Select Search Product & Pricing to open 

the pricing engine. 
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2. Complete all fields notated with a Red Asterisk (*) 
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3. Under the Target field in Section 5, you must put in either a rate or price.  **The LO Compensation Paid By 

section automatically defaults to “Lender”, if you are wanting to have “Borrower” paid then you will click on the 

drop-down menu and change the selection” 

 
4. Select Search Product & Pricing when completed.  **The button will not appear until all required fields are 

inputted” 

 

 
 
OB (Optimal Blue) should launch.  Most of the fields will be pre-populated based on what was imported from the Fannie 
Mae 3.4 file and the previous screen.  Ensure all fields notated with an asterisk (*) are completed.  
 

5. Confirm the Loan Information is accurate and click Submit to run the pricing.  OB will provide results based on 

your data input. 
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 To see why the loan is ineligible for a certain product, click on Show. 

 To Revise your search: 

o Edit the information under Re-Submit Option and click Re-Submit OR click revise Search to go back to the 

previous screen. 
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 Click Show to view Pricing 

 Once pricing is displayed, click the Blue Box under Select for the Pricing and Rate. 

 ***Selecting the blue box does NOT lock the loan ** 

 
6. The Compliance Checklist screen is verifying that you are a Licensed/registered loan originator or you are 

performing a systemic task at the direction of the licensed/registered loan originator. 

 

 
 

7. Update Encompass (Register) or Lock your loan by clicking the respective button at the top. 
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**Locking your loan does not mean submitting** 

 

Congratulations, your loan file has been successfully registered.  Please see the 
following How to Guides for next steps. 
 
Reissuing Credit  
Loan Submission  
Dual AUS 
Working Conditions 
Requesting Prelim CD/Closing 

 


