
How to Lock a Loan in the Portal



REI Home100 Portal Link: https://www.reihome100.org/

To obtain login credentials to the portal,
you will contact the portal administrator
for your company. If you do not know 
who your portal administrator is, please
contact us at reidpa@reiok.org, and we 
can send you that information.
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After logging in, click the “New Reservation” tab.
Though the portal uses the word “reservation,” this is a true rate lock. By
completing this process, you are locking the loan and the interest rate, therefore
starting the 60-day lock and delivery time. Make sure you are following your
company’s loan-locking protocol, so disclosures can be sent properly.
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Select the appropriate loan program for your borrower.
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Complete the entire reservation/lock form then click the “submit” button on the bottom of
the form.
Required fields are designated with a red asterisk.
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Keep in mind that
however the information
is entered here is how it
will be listed on funding
documents such as the
2nd Note and Mortgage,
Gift Letter, etc, so make
sure names and
addresses are spelled
correctly and complete.
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•Once the loan is locked, you have the option to view or print the reservation confirmation.

Reservation/Lock Confirmation

6
REI Home100 Program Lender Training

How to Lock a Loan in the REI Home100 Portal



The confirmation includes the REI Loan tracking number, Reservation/Lock Date, 
and Commitment Expiration Date.
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Reprinting Confirmation
Should you need to reprint your confirmation, you can do so by clicking the “reprint” button
shown below.
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Modifications

After Reservation and before loan closing, changes to any of the following must be reported to
Hilltop Securities and resubmission of any applicable documents via the Lender Portal:

Marital status of the borrower
Income changes after commitment
Loan Amount
Purchase Price
Property Address
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You are now ready to proceed to the Pre-Closing Compliance stage of
the REI Home100 Process. 

See our slideshow, “How to Complete the Pre-Closing Compliance Stage”
for a step-by-step guide for help.

Reach out to us at reidpa@reiok.org with questions.


