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Training Agenda

Product Overview

LockDesk Overview/Policies

Accessing emasshousing.com

Register and Locking Your Loan

FAQ’S (coming soon)

Contact



ADU LockDesk Overview

MassHousing accepts locks 
Monday-Friday 10am – 10 pm

ADU 60-day rate lock 

Rate Lock Policy
Borrowers are required to wait a 
10-calendar day period from the 

time of lock withdrawal or 
expiration before relocking

Only one lock per borrower may 
be registered at a time in 

eMassHousing

Closed loan package is required 
to be delivered to MassHousing 

by expiration date

Lock expiration automatically 
rolls to the next business day for 

weekends and holidays
Extension available on all locks 

Email 
LockDesk@masshousing.com to 

request a rate lock extension

mailto:LockDesk@masshousing.com


3.4 FILE

Please  include  the  
following Information 
as  part of your 3.4 file  
prior to uploading to 
emasshous ing.com.

* Cost of Improvements, 
Renovations and Repairs  
should be filled in with 
the full project amount. 

* Rental Income for ADU 
must be filled in under 
income



Acces s ing 
emas s hous ing.com

Type in www.emasshousing.com 
to access  this  page.  

Click on Lender Portal

http://www.emasshousing.com/


Quick Links and Log In

When you click on 
emasshousing.com you can do the 
following:

1. Under {Quick Links} there is  a  
link to the Second Mortgage 
Doc Sets  (Forms) and 
Resources including Training 
material for all programs 
including ADULP

2. Click {Log in} to register a loan.

1

2



Under “Quick Links” you will find 
Forms and Resources for all 2nd 

Mortgage Programs.

Click Here  to acces s  our 2nd Mtg 
lender resources

https://www.masshousing.com/home-ownership/lender-second-mortgage-forms


Once you Log In you will be brought 
to this  page to do the following:

1. View your existing pipeline
2. Add a new loan
3. Upload documents

View your 
pipeline

Add a 
new loan 

here



Click Add New Loan you will 
be  brought to this  page  to 

Se lec t file  contac t.

Even though there are 2 loans for the 
ADU program, you will only be locking 1.

Click add new loan

Click pencil and add file 
contact then click Next.



Add File  Contac t
And Save



Mas s Hous ing requires  
Lenders  to upload a  3.4 file  
to ens ure  we  are  capturing 

the  mos t accurate  data .  
Pleas e  note  3.4 files  cannot 
be  uploaded in documents .

IMPORTANT

When 
uploading a 
3.4 File from 
your system, 

you must 
make sure 

your system 
states  

purpose of 
the Loan 

“CASH OUT 
REFI”

DRAG AND 
DROP FILE 

HERE



THIS MUST ALWAYS BE 
CASH-OUT REFI

ADU must be 240





This  box will pop up and 
mus t be  filled in with 
Compliance  Income.

Fill in Compliance Income



Fill in blank fields  
in “Additional 
Information”



Fill in all pertinent 
information and 

click Save and Next 
until completed



Verify data on this  page

Click on this  tab it 
will show the liens  on 

this  loan (see next 
s lide)

Click on 
Product Pricing 

and & Lock



This  field must 
always be checked



Ready to search 
products,  click Search

If you are locking a loan that does not have a 1st mortgage, you will receive an error message.  Please take a screenshot and 
email lockdesk@masshousing.com and cc: Sherri Melvin smelvin@masshousing.com.  Masshousing will need to assist.

mailto:lockdesk@masshousing.com
mailto:smelvin@masshousing.com


Choose ADU Loan Program 
from eligible products

Click 
Lock



Click 
Request 

Lock



The loan will lock 
automatically with no 
waiting period.  You 
do not need to exit 

the loan for the loan 
to lock.





Download rate lock confirm 
from Documents  section



Now that loan is  locked 
please add the 
information for the 3 
ADU boxes.

In Left Column go to 
URLA 2020>Additional 
Infromation and fill in 3 
ADU boxes. Fill in 3 ADU Information boxes



Key points • Amortized Loan- Rate could change monthly and will be set by 
MassHousing.

• The stated Rate will be published on the Rate Sheet with the other 
Repair Loan Programs.

• You can "Subscribe" on emasshousing.com to s ign up for the Rate 
Sheet to access  the ADU Rates.

• 60 Day Lock-loan must be delivered to MassHousing by expiration 
date.

• Pricing will be 100.500, the 0.500 being SRP



Lock Desk for your Lock Questions
888.843.6432 | LockDesk@masshousing.com

 
For 2nd Mortgage Program Questions Contact:

Deanna Ramsden dramsden@masshousing.com or at 617-854-1822
Sherri Melvin smelvin@masshousing.com or at 351-220-6521

CONTACTS

mailto:LockDesk@masshousing.com
mailto:dramsden@masshousing.com
mailto:smelvin@masshousing.com
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