
CHANGE OF CIRCUMSTANCES

If GMFS issues the disclosures on a “Floating” file and you are ready to lock, follow the steps below:

Click the Product Pricing & Lock link on the left menu, and then click Search Product Pricing
• Enter the required information.  (Required fields are marked with a red asterisk*)

• The Optimal Blue product search page will display. Review the information and click Submit.
 (Note: DU will be the Automated U/W System field default. If applicable, please change u/w  
 system to: LP, RD Select Investor AUS, Expanded Access/Jumbo select Manual/Traditional)
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2 Click the Search Product & Pricing button.
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• Before you can proceed you must complete the Compliance Checklist to verify you are properly authorized 
to lock a loan. 

• The product and pricing search results will display.  
• To view details of an eligible product, click the name of the product or click Show in the detail column.

3 After reviewing a product & pricing, click the Blue Lock Icon to select your product and pricing.  
This does not lock the loan.



• On the Lock Form, review the product information and click Update Encompass to save the details if you do 
not want to lock the loan.  If you want to lock, click Request Lock to submit a lock request for this program.
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Select Yes, and click Submit Checklist to complete the process4

Complete the screen by selecting the reasons for the change of circumstance, 
manually describe the changes in the empty box and click the disclosure reasons.  
• Once this step has been completed you will select Request Change.  

This will send a notification to the TPO Disclosing Department and alert them to 
issue a Change of Circumstance to the borrower.

Once your loan has been locked (the lock has turned from orange to blue) you can click on the 
Change of Circumstance option located under Loan Actions.

5



To update your lock - submit a Change Request, follow the steps below:
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Use the Change Request button if you need to submit a lock submission request, update loan terms, 
or search for updated products from the Optimal Blue pricing engine.

Click the Change Request ICON from the OB Change Request tool bar

Follow the on screen instructions from Optimal Blue to complete the change request.

• YOU MUST Exit the Loan for the change to be Submitted.  Change Requests must be reviewed 
and approved before confirmation will be available. 

• Expired Loans requiring a change request will need to contact the LockDesk@gmfslending.com

After a lock request has been submitted, click the Product Pricing & Lock link on the left menu
• Click Change Request to pull up Optimal Blue1

2

3

mailto: LockDesk@gmfslending.com
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If you have any questions please contact your District Director or the 
Disclosing Department at TPODisclosing@gmfslending.com

Once you have updated the lock changes you can click on the Change of Circumstance option located under 
Loan actions.4

5 You will then complete the screen by selecting the reasons for the change of 
circumstance.  
• Once this step has been completed you will select Request Change.   

This will send a notification to the TPO disclosing department and alert them 
to issue a Change of Circumstance to the borrower.

mailto:TPODisclosing%40gmfslending.com?subject=

