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1.	 Navigate to the TPO Portal login page, https://tpoportal.bankmerchants.com, and enter your username and 
password.

Lock a Loan

2.	 Access the loan you wish to lock by selecting View Pipeline, then searching for the loan.  Select the Loan 
Number link to open the loan.

This user guide covers how to:
1.	 Lock a Loan (see below);
2.	 Lock Update Prior to Submission for Pre-Purchase Review (see Page 6);
3.	 Lock Update After Submission for Underwriting Review (Non-Delegated Only) (see Page 11);
4.	 Extend a Lock (see Page 14);
5.	 Re-Lock a Loan (see Page 18);
6.	 View and Save Lock Confirmation (see Page 22);
7.	 Cancel a Lock (see Page 24).
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3.	 On the left menu navigation, click on Loan Summary and then select Short Application.

4.	 Make updates to the loan data as needed.  All required fields are marked with an *.
a.	 To update the product, click the search icon        by the Product Name field.

4a
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b.	 Update any Search Criteria to get the new product.  Then click the Search button.

c.	 Click on the desired product name found under Product Description.

4b

NOTE: If the desired product is not listed under the Eligible Products tab, click the Ineligible Products 
tab, then click the product name, and the reason for the disqualification will be displayed. Exit the Product 
Search screen by clicking the Close button to correct the disqualifying loan data.

4c
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d.	 Under the Loan Interest Rate section, select the required lock period from the Lock Days dropdown, and 
enter the desired lock rate in the Interest Rate field.

e.	 Click the Save & Price button.

f.	 Click on the price for your desired lock rate/price.  The rate that is currently in the Loan Interest Rate field 
(see 4d above) will be highlighted in yellow, but you can select any rate.
NOTE: If a different lock period is needed, then click the Cancel button and update the Lock Days field on 
the Short Application screen with the desired lock period.

4d

4e

4f
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g.	 Review the lock terms, LLPAs and Pricing Notes and Advisories, then click the Lock button to complete 
the lock.

h.	 Click Yes, in the Confirmation popup window.

5.	 The Lock Status will now be Rate Lock Approved, and the Lock Expiration Date will be displayed in green in 
the loan information.
NOTE: If the updated Lock Confirmation document does not automatically appear, click the Refresh button 
found in the middle of the screen.  DO NOT use the browser refresh.

4g

4h
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1.	 Navigate to the TPO Portal login page, https://tpoportal.bankmerchants.com, and enter your username and 
password.

Lock Update Prior to Submission for Pre-Purchase Review

2.	 Access the loan you wish to update by selecting View Pipeline, then searching for the loan.  Select the Loan 
Number link to open the loan.

3.	 On the left menu navigation, click on Loan Summary and then select Short Application.

http://www.bankmerchants.com
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4.	 Make updates to the loan data as needed.  All required fields are marked with an *.
a.	 To update the product, click the search icon        by the Product Name field.

4b

b.	 Update any Search Criteria to get the new product.  Then click the Search button.

4a
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4c

c.	 Click on the desired product name found under Product Description.

NOTE: If the desired product is not listed under the Eligible Products tab, click the Ineligible Products 
tab, then click the product name, and the reason for the disqualification will be displayed. Exit the Product 
Search screen by clicking the Close button to correct the disqualifying loan data.

d.	 Click the Save & Price button.

4d
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e.	 Click on the price for your desired lock rate/price.

f.	 Review the lock terms, LLPAs and Pricing Notes and Advisories, then click the Lock button to 
complete the lock.

4e

g.	 Click Yes, in the Confirmation popup window.

4f

4g
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5.	 A Lock Update record and Lock Confirmation document will be created on the Loan Lock History screen.
NOTE: A lock confirmation will be available on the Loan Lock History screen.  If the lock confirmation does 
not automatically appear, click the Refresh button found in the middle of the screen.  DO NOT use the browser 
refresh.
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1.	 Navigate to the TPO Portal login page, https://tpoportal.bankmerchants.com, and enter your username and 
password.

NOTE: Once a non-delegated loan has been submitted for Underwriting Review, Sellers will retain access to all 
lock-related functions (e.g., submitting a lock, updating a lock, requesting extensions) via the Lock Management 
screen.  However, the Short Application will be restricted from further edits.  Any changes to loan data must be 
submitted to Underwriting along with the appropriate supporting documentation.  The Underwriter will process 
the requested updates, after which the Seller may proceed with lock and pricing adjustments for the revised loan 
data through the Lock Management screen.

Lock Update After Submission for Underwriting Review (Non-Delegated Only) 

2.	 Access the loan you wish to update by selecting View Pipeline, then searching for the loan.  Select the Loan 
Number link to open the loan.

http://www.bankmerchants.com
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3.	 On the left menu navigation, click on Loan Processing and then select Lock Management.

4.	 Click on the Price button.

a.	 Click on the Select Rate button.

4a
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b.	 Choose the price for the desired rate.

c.	 Click the Save button.

4b

4c

5.	 A Lock Update record and Lock Confirmation document will be created on the Loan Lock History screen.
NOTE: If the updated Lock Confirmation document does not automatically appear, click the Refresh button 
found in the middle of the screen.  DO NOT use the browser refresh.
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1.	 Navigate to the TPO Portal login page, https://tpoportal.bankmerchants.com, and enter your username and 
password.

Extend a Lock

2.	 Access the loan you wish to extend by selecting View Pipeline, then searching for the loan.  Select the Loan 
Number link to open the loan.

3.	 On the left menu navigation, click on Loan Processing and then select Lock Management.

http://www.bankmerchants.com
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4.	 Click the Extend Lock button.

a.	 On the Rate Lock Extensions page, click the Extend Lock button again.

4b

4a

b.	 Enter the extension days needed in the Number of Days to Extend, and then click the Get Cost button.

http://www.bankmerchants.com
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NOTE: If the Number of Days to Extend entered exceeds the extension policy limit, then an error 
message will appear. The Number of Days to Extend field will have to be adjusted to conform with the 
policy.

4c

c.	 The cost of the extension is listed under the Description section.
NOTE: If the number of days requested has the new lock expiration ending on a weekend or holiday, 
the system will roll the expiration date to the next business day. Extension cost and Number of Days to 
Extend field will reflect the full extension and cost to extend to the next business day.

d.	 Click the Extend Lock button.

4d

NOTE: If 30 days is entered and the 30th day lands on a weekend or holiday, and the Blue Sage will 
automatically update the Number of Days to Extend to 31, 32 or 33. After clicking the Extend Lock button, 
the error message will appear stating that the request exceeds the maximum number of allowed extension 
days. To complete the extension, reduce the number of days to account for the weekend/holiday, then 
extend. If you need the full 30 days, please reach out to the lock desk at Lockdesk@bankmerchants.com 
to complete the extension. The extension fee applied will reflect the total days extended to get to the next 
business day.
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5.	 The new lock extension information will be on the Rate Lock Extensions screen.

http://www.bankmerchants.com
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1.	 Navigate to the TPO Portal login page, https://tpoportal.bankmerchants.com, and enter your username and 
password.

Re-Lock a Loan

2.	 Access the loan you wish to re-lock by selecting View Pipeline, then searching for the loan.  Select the Loan 
Number link to open the loan.

3.	 On the left menu navigation, click on Loan Processing and then select Lock Management.

http://www.bankmerchants.com
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4.	 Click the Price button.

a.	 Select the desired relock period from the Lock Period dropdown, then click on the Relock button.

4a

b.	 Click on the price for the desired relock rate.

4b
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NOTE: If your lock has been expired or canceled for more than 30 days, then you will receive an 
Information popup, informing you that you are now subject to current market pricing. Select OK to 
continue.

c.	 The updated relock price information will show on the right-hand side.
d.	 Click the Save button.

4d

4c

e.	 Select Yes.

http://www.bankmerchants.com


LOCK MANAGEMENT: RE-LOCK A LOAN

BankMerchants.com 21

5.	 The new relock information will be listed on the Loan Lock History screen.
NOTE: If the updated Lock Confirmation document does not automatically appear, click the Refresh button 
found in the middle of the screen.  DO NOT use the browser refresh.

http://www.bankmerchants.com
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1.	 Navigate to the TPO Portal login page, https://tpoportal.bankmerchants.com, and enter your username and 
password.

View and Save Lock Confirmation

2.	 Access the loan by selecting View Pipeline, then searching for the loan.  Select the Loan Number link to open 
the loan.

3.	 On the left menu navigation, click on Loan Processing and then select Lock Management.

http://www.bankmerchants.com
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4.	 The Lock Confirmation is available under the Lock Confirmation Uploaded Documents section. Double click 
on the line item for the Lock Confirmation to open the file.
NOTE:  A new lock confirmation form will be saved on this screen any time a lock event occurs (i.e. Initial Lock, 
Relock, Extensions, Lock Updates).  The most recent lock confirmation will always be the first record in this list. 
The Date/Time column will indicate when the Lock Confirmation was created.

5.	 To Download, Print or Save the document, click on the menu button in the top left corner. Then select the 
action you would like to take.

http://www.bankmerchants.com


LOCK MANAGEMENT: CANCEL A LOCK

BankMerchants.com 24

1.	 Navigate to the TPO Portal login page, https://tpoportal.bankmerchants.com, and enter your username and 
password.

Cancel a Lock

2.	 Access the loan by selecting View Pipeline, then searching for the loan.  Select the Loan Number link to open 
the loan.

3.	 On the left menu navigation, click on Loan Processing and then select Lock Management.

http://www.bankmerchants.com
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4.	 Click the Price button.

b.	 Add a brief explanation for the cancellation in the Request Explanation field, then click the Submit 
Request button.

a.	 Click the red Cancel Lock button.

4a

4b
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5.	 The lock cancellation details will show on the Lock Management screen, and the Merchants Bank Lock Desk 
will be notified of the submitted Lock Cancellation request. They will review the request and complete the lock 
cancellation.

6.	 After the Lock Desk has accepted the lock cancellation request, the Lock Expiration in the loan header will be 
updated to Rate Lock Cancelled.
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