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Lock Information

The lock information will need to be input in order to finalize the
payroll request. Please follow the steps below
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Title Company Information

The title company information will need to be input in order to
finalize the payroll request. Please follow the steps below
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Custom Fields

The Custom Fields section will need to be completely filled out
with no blanks in order to finalize the payroll request.
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Custom Fields (cont)

The Custom Fields section will need to be completely filled out
with no blanks in order to finalize the payroll request.
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Critical Dates

The Critical Dates section will need to be filled out correctly
in order to finalize the payroll request.

On the left hand side, under
the Overview section,
select “Dates”
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Please note that once the closing date is entered, the
file will be submitted to Payroll, and further edits to the
information will no longer be possible on the LO's end.
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Lock Information

The lock information will need to be input in order to finalize the
payroll request. Please follow the steps below
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Title Company Information

The title company information will need to be input in order to
finalize the payroll request. Please follow the steps below
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Custom Fields

The Custom Fields section will need to be completely filled out
with no blanks in order to finalize the payroll request.
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Custom Fields (cont)

The Custom Fields section will need to be completely filled out
with no blanks in order to finalize the payroll request.
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Critical Dates

The Critical Dates section will need to be filled out correctly
in order to finalize the payroll request.
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Please note that once the closed date and funded date
are entered, the file will be submitted to Payroll, and
further edits to the information will no longer be
possible on the LO's end.



