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HOW TO: Request a Profile Change/Updating Loan Terms 

After your loan is locked and changes need to be made to the loan terms (i.e. Loan Amount, Program or 

Property Type…) the rate needs to be updated with the revised information. Please follow the steps below 

to process a profile change to update your rate. 

*Note: After completing the profile change, you MUST exit the loan and go back into the 

pipeline to allow the product and pricing engine to update the loan. (See Step 6)  

 

Step 1:  Click on Change Request (from the Product Pricing and Lock tab)  

 

 

Step 2:  Select profile change next to number one and then click the profile change button 

next to number three.  
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Step 3:  The Lock Form will now become editable for you to make the necessary changes. 

Once all changes are made, click Submit.  

 

 

Step 4:  The Locked Program and Rate will be highlighted for you – click on the Lock 

Icon to confirm your selection.  

 

 

Step 5:  Review the proposed changes are correct and click Apply Change.  
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Step 6:  To allow the information to be updated, you MUST click the Logout button, close 

the OB Change Request window by clicking the X in the top right corner, and exit 

the loan by going back into the pipeline. The change takes 2-3 minutes to process 

before you can re-enter the loan.  

 

 

 

 


