
How To Lock a 
loan via TPOC for 

the FHA Zero 
Flex Program
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Presenter Notes
Presentation Notes
I am so excited to introduce our newly enhanced TPO Connect portal, (TPOC)!  I’m sure you already know you can upload and save your loans before they are submitted for review.  This two-step process allows you to ensure your loans are complete  These next slides will guide you the steps to follow to create and update a loan, as well as submit it to Windsor. 



www.windsormortgage.comZero Flex Program                                             Do Not Distribute        2

Step 1 : Select Product and Pricing from the Activities Tab
  Search Product and Pricing  

TPO Connect User Guide
How to Lock an FHA Zero Flex File
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TPO Connect User Guide
How to Lock an FHA Zero Flex File

Step 2: 
 Ensure all fields are complete.

To Proceed - you must 
select either a Target 

Rate or a Target Price as 
shown here
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TPO Connect User Guide
How to Lock an FHA Zero Flex File

Step 3: 
 The HFA/BOND must be selected to receive FHA Zero Flex pricing
 You must select an AUS Engine and 
 You must complete all required fields accurately
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Step 4:

 After running the 
search for pricing, 
the available 
program options 
will appear.  

Select “Show” under 
Ineligible product to 
view criteria and 
then revise search or 
contact your account 
manager for 
assistance.

TPO Connect User Guide
How to Lock an FHA Zero Flex File
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Step 5: 
 Select the box that 

coincides with the 
pricing you want to 
view by selecting 
the blue box with 
the white lock icon. 

THIS DOES NOT LOCK 
YOUR RATE ! 

It merely indicates to 
us the program, price, 
rate you want for your 
borrower. 

TPO Connect User Guide
How to Lock an FHA Zero Flex File
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Step 6: 
 You must select the 

“Request Lock” button to 
formally send the 
request to the lock desk 
for the program at the 
rate and price shown in 
OB for that day, time, 
lock term, etc. 

*Subject to change if 
pricing changes mid-lock, 
loan scenario or other loan 
criteria are no longer met 
per Windsor Lock Policy 
guidelines

TPO Connect User Guide
How to Lock an FHA Zero Flex File
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Step 8:  
 Once the lock has been submitted and accepted, you will receive this 

window reflecting the same. 

TPO Connect User Guide
How to Lock an FHA Zero Flex File

Step 7: 
  You must exit the file to allow the lock process to be completed



www.windsormortgage.com

The Workflow tab provides information regarding key dates, and progress 
of the file through important milestones.  

It also is a quick spot to view:
• Lock date, 
• lock Expiration and 
• when the LE reflecting the lock was issued

As well as menu options for Disclosures: 
• LE Issued date
• Intent to proceed
• CD Issue Date
• Date CD signed

This same Workflow Tab has a menu option for Appraisal 
Information.  This dropdown provides you with details regarding: 
• Appraisal order date
• Appraisal confirmation date
• Appraisal scheduled date
• Appraisal due Date
• Appraisal received 
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TPO Connect User Guide
How to Lock an FHA Zero Flex File



FAQs 
• If the borrower did an EMD, can they get that money back at closing?" - Any funds that the borrower brought in can be 

refunded to the borrower or used as a principal reduction
• Do we charge intangible tax/doc stamps in Florida because it is a dpa loan? The FL transfer tax is NOT exempt on the NHF 

program and therefore is a permitted charge on the 2nd lien.
• Can a borrower use this program multiple times?  The loan must be for an OO property so if they sell the previous house and 

get a new house then they can use this program again. Does not have to be a 1st time homebuyer. 
• Must it always be a 96.5% 1st and 3.5% for the 2nd? Not necessarily, but the second does still need to be 3.5% of the purchase 

price or appraised value – whichever is less.  Borrowers are allowed to put money down and still use the DPA, For example: 
  Purchase Price & Appraised Value:  $300,00.00  
  Borrower down payment of $10,000.00
  Total Financed Amount $290,000.00
  Take 96.5% X $290K (total Financed Amount) =$279,850.00 this would be the 1st
  3.5% of total financing = $10,150,00 this would be the DPA 

• Is Homebuyer Education required even if they’ve owned a home before?  Yes. It is required regardless of if they have owned 
a home before or how recently they may have owned a home. 
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QUESTIONS? 
Contact your:
• Account Executive
• A member of the Windsor team
• Navigate to www.windsormortgage.com/product-guides
• Email: ted@windsormortgage.com 
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http://www.windsormortgage.com/product-guides
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