






























































































































































































































































































































Interest Due Detail

An Interest Due Detail is kept for accruals, auditing, and research. This is used to track items such
as the per diem amount, interest days, and loan balances.

The purpose of the Interest Due Detail is to build a table to store the changes to the loan balance
throughout the month together with the interest rate changes. The program uses this table to compute
interest on EOM/EOP or daily interest for the Interest Accrual Due report.

The operator can view the table and auditors can check for accuracy of the computations in arriving
at the Interest Due Accrual.

The program will write to the Interest Due Detail when the interest rate and/or loan balance changes
and when the Interest Accruals are processed.

When the loan number is changed, the Interest Due Detail passes to the new number with the loan
data.

From

The date from which interest is to be computed.

To

The date to which interest will be computed. This is not through but only to this date.

Days

The number of days this per diem was used to calculate the interest amount due.
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Loan Balance

Principal Balance (UPB) from the Payment Information section of the Master Record.

Interest Rate

Current Interest Rate from the Payment Information section of the Master Record.

Per Diem Interest

The daily amount of interest.

Period Interest

The amount applied to interest based on the number of days indicated.

YTD Interest

The year-to-date amount applied to interest.

Accrued Interest

The investor’s amount of interest due according to their percentage of ownership.
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Payment Information
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ARM Information

Each loan has its own margins, caps, and rounding factors. The Interest Index Tables by which the
loans adjust are set up in Maintenance > Interest Tables > Interest Index Tables. The tables should
be updated on a regular basis to ensure loans are adjusting to the correct rate.

Fields marked with a red asterisk (*) are mandatory and data must be entered. If no data is entered,
the program will not continue to the next field.

This screen can also be accessed through Servicing > Loan Database > Master Record.

On the main Mortgage Office menu, select Servicing > Loan Database > Payment Information
> ARM Information:

Interest Adjustment

Select ARM or Float based on the type of interest adjustment requirements of the loan. Defaults
to ARM.

If ARM is selected, the adjustment criteria must be entered.
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Freddie Mac ARM loans may need to have the net yield rate changed (Servicing > Loan
Database > Investor Information) when the rate changes if the net yield is the
difference between the Current Interest Rate and the Service Fee. The cutoff report P&I
Change Report will help monitor this.

If Float is selected, fewer fields need to be entered. The interest rate of the loan changes
whenever the rate in the Interest Index Table changes. The Billing Method on the Payment
Information section of the Master Record must indicate Bill and Receipt. Notices will not be sent
for Float loans.

Next Interest Adjustment Date

The date of the next interest adjustment. When entering a new loan, this is the date of the first
adjustment. Can be entered as 011711; program displays 01-17-2011. When the first adjustment
is reached, this will be automatically advanced by the program using the Months Between
Adjustments field to calculate the Next Interest Adjustment Date.

Interest Index Table

From the selections displayed in the drop-down list, indicate which Interest Index Table is
applicable to this loan. The program will read the rate from the table on the effective date and
compute the new interest rate.

Table Interest Rate

The Index Rate of the Interest Index Table indicated.

Margin Spread

The percentage added to the Index Rate in the Interest Index Table to arrive at the new interest
rate.
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Round To

This is the percentage to either round to the nearest, up, or down. For example: .2500 would
mean to add the Index Rate from the table and the margin, then round the result to one-quarter
of 1 percent. Leave this field blank if you do not want to round.

Months Between Adjustments

The number of months between the interest adjustment periods for three different sets. This is
not the number of months to the first adjustment. It is the number of months between
adjustments after the first adjustment period, then the second adjustment period.

Max Cap - Period

The limit the interest rate can be increased for any of the three adjustment periods.

Min Cap - Period

The limit the interest rate can be decreased for any of the three adjustment periods.

Floor Rate - Period

The Floor Rate - Period determines the lowest interest rate the loan can decrease to for each of
the three adjustment periods. Enter the actual interest rate in this field.

Interest Cap - Term

The limit the interest can be increased or decreased (unless a Floor Rate is specified) over the
life of the loan for any of the three adjustment periods.

Floor Rate - Term

Determines the lowest interest rate the loan can decrease to over the life of the loan for any of
the three adjustment periods. Enter the actual interest rate in this field.

Look-Back Days

The number of days before the Next Interest Adjustment Date the Interest Index Table will be
read to determine the new interest rate. The notice can then be prepared for the borrower. If the
interest is to change but not the payment, the new rate will be determined by reading the Interest
Index Table indicated, adding the margin spread, and rounding using the Round To criteria.
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During the interest-only period of interest-first ARM loans, the payment will always be
recomputed when there is a rate change, and this new payment amount rules.
Therefore, during the interest-only period, Recast P&I Date will be updated as
required, but period and term payment caps will be ignored.

You must have a date in this field if the payment is to change. Leave this field
blank for credit line loans. The Credit Line program will calculate the P&I
payment at the time of billing.

Recast P&I Date

The date to recast the principal and interest payment. Can be entered as 011711; program
displays as 1-17-2011.

The program uses the loan balance as of this date to compute the new principal and interest
payment needed to pay the loan off by the maturity date using the Current Interest Rate. This new
P&I will be effective one installment after this date. The program stores this new P&I payment
in the Payment Adjustment Table. When the payment is applied, that brings the Interest Paid to
Date to this field. The program automatically moves the New P&I from the Payment Adjustment
Table to the P&I Payment Constant on the Payment Information section of the Master Record.

P&I Notice Days

The number of days before the Recast P&I Date the Interest Index Table will be read to
determine the new rate. The notice can then be prepared for the borrower. This notice is for loans
where the P&I payment will adjust if the interest rate changes. This will determine the new
interest rate by adding the margin spread and rounding for computing the new P&I payment.
Notices are prepared in Servicing > Servicing Routines > Periodic-Annual > ARM-Variable
Adjustment.

Months Between Adjustments

The number of months between the adjustments. This is not the number of months to the first
adjustment, but the number of months between the adjustments once the first adjustment is
made.
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A percentage greater than 100 in this field indicates a negative amortizing loan.

Maximum Neg Increase

The Maximum Negative Increase allowed above the original loan amount expressed as a
percentage.

Maximum Negative Increase is checked for at the time adjustment notices are printed. If the
Maximum Negative Increase will be reached before the Next Interest Adjustment Date, a new
P&I will be entered in the Payment Adjustment Table when the payment will reach the
maximum amount.

From the drop-down list, select the code indicating what the program should do when the
Maximum Negative Increase is reached.

C Recast no more adjustment – Recast remaining balance over remaining life of loan at
Current Interest Rate for new P&I and put P&I in P&I Payment Constant on the Payment
Information section of the Master Record. Recast P&I Date and Months Between
Adjustments will be cleared. No more P&I adjustments will occur.

C Recast continue adjusting – Recast remaining balance over remaining life of loan at
Current Interest Rate for new P&I and put P&I in P&I Payment Constant on the Payment
Information section. However, recast P&I again on Recast Date. Advance next Recast
Date as per the number of months in Months Between Adjustments.

C Interest only until Recast Date.
C No adjustment – No adjustment, printed on Exception Listing when Adjustment Notices

are printed.
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If the P&I changes due to interest rate changes, the program puts the entry in
automatically when the notices are printed.

Payment Adjustment Table

The Payment Adjustment Table is used when a specific payment of principal and interest is known
at the time of loan closing. An interest adjust which is not known at the time the table is set up and
which would affect the P&I payment cannot be set up on original entry of the loan.

On the main Mortgage Office menu, select Servicing > Loan Database > Payment Adjustment
Table:

Months in the Future to Display

Indicate the number of payment adjustments to display and click List. This is helpful for interest-
first loans with a change several years in the future.

Interest Table

Interest Index Table from the ARM Information section of the Master Record. The interest rate
in the table at the “look-back date” plus margin is the new interest rate.

173Mortgage Office Servicing Vol. 2



Margin

Margin Spread from the ARM Information section of the Master Record. The percentage is
added to the Index Rate in the Interest Index Table to arrive at the new interest rate.

Round

Round To from the ARM Information section of the Master Record. Indicates the rounding
factor and if it is Up, Down, or Nearest.

Change Date

The date the adjusted P&I payment is effective.

Interest Adjustment Date

Next Interest Adjustment Date from the ARM Information section of the Master Record.

Interest Rate

The interest rate effective with this adjustment.

Index Rate

The Interest Index Table rate.

Balance at Rate Change

The loan balance at the time the payment is recast.

New P&I

The amount of the P&I on the date specified.

Edit the payment change information.

Delete the entry from the Payment Adjustment Table.

Add payment change information. 
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The first date entered in the table should be the first payment date and subsidized
amount when the loan originated.

Buydown Table

The data pertaining to the Buydown provisions is stored and can be modified in this selection. The
percentage of the interest rate covered by the buydown subsidy and/or the constant for each
designated period of time are entered here.

On the main Mortgage Office menu, select Servicing > Loan Database > Payment Information
> Buydown Table:

Change Date

The first and subsequent dates of change in the buydown subsidized payment. This field will be
reflected in Next Subsidy Change Date on the Payment Information section of the Master
Record.

The date the buydown ends is stored in Subsidy Review Date on the Payment Information
section of the Master Record.

Buydown Percent

The percentage of the interest rate covered by the buydown subsidy.

Borrower Rate

The program calculates this field based on the Buydown Percentage and the loan's current
interest rate.
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Borrower Pays

The P&I payment constant for which the borrower is responsible.

Buydown Pays

The subsidized portion of the P&I payment constant.

Principal & Interest

Borrower Pays plus Buydown Pays. The program displays the P&I Payment Constant from the
Payment Information section of the Master Record.
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GPM Table

This is a unique graduated payment loan feature and one that many lenders could use in offering a
variety of loan products, specially tailored to meet borrowers' needs.

Using this program, the lender can structure loans where the payment changes over the term of the
loan. In lieu of balloon payment loans, a lender could develop a product where the loan payment
increases so the loan is paid in full by the maturity date.

This program is for a graduated payment loan, whether it be a traditional GPM (negative amortizing),
GEM (graduated equity mortgage), etc., when a specific payment of principal and interest has been
determined at the time of loan closing.

On the main Mortgage Office menu, select Servicing > Loan Database > Payment Information
> GPM Table:

First Interest Rate

Enter the rate used in the first year to compute the P&I payment. It is expected to be lower than
the real interest rate.

Percent Increase

Enter the percentage the monthly P&I payment will be increased when the adjustments begin.

Begin Increase in Year

Enter how many years from the first payment to begin the increase in payments.

Early Payoff

This option is to indicate if the loan is to continue at the last P&I computed to payoff. If early
payoff is indicated, this will shorten the term of the loan. If the loan is to be recast over the
remaining term for a P&I, leave this field blank. The program will recast the loan balance and
use the remaining term.
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Number of GPM Years

Enter the number of years the payment adjustment will occur. This is usually over a five-year
period.

Click View to display the Payment Schedule for the GPM loan.
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Escrow Effective Date

The Coupon Start Date (Cycle) processed during escrow analysis becomes the effective date of the
next constant and remains until the Next Payment Due reaches the effective date. This permits
coupons/memos to use the cycle date with the forecasted funds for the effective date of the new
escrow constants.

On the main Mortgage Office menu, select Servicing > Loan Database > Escrow Effective Date:

Next Constant Effective Date

The date the new escrow constant is effective.

Type

The type of escrow.

Analyze Method

Analyze Method from the Escrow Information screen.

ID Number

ID Number from the Escrow Information screen.

Constant

The current escrow constant. Constant from the Escrow Information screen.

Next Constant

The escrow constant due as of the Next Constant Effective Date. Next Constant from the Escrow
Information screen.
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Other Liens

Other liens on the property can be added, removed, or modified in this selection. If this lien is an "in-
house loan," the loans can be tied together by indicating the account number. This information can
be utilized by the collection department.

On the main Mortgage Office menu, select Servicing > Loan Database > Other Liens:

Type

The type of lien.

Company

The holder of the lien on the property.

Payment

The payment amount.

Edit the lien holder information.

Delete the lien record for the loan.
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Add a lien to the property of the loan selected.

Account

Control Number and Loan Number.

Name

Name of the borrower.

In-house Loan

Indicate if the other lien is an in-house loan.

Account Number

To identify other in-house loans attached to this property. Select the Control Number from the
drop-down list and enter the Loan Number.

Type Lien

Enter the type of lien, e.g., second mortgage, etc.

Company

Enter the holder of the lien on the property.
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Street 1

Enter the address of the lien holder.

Street 2

Additional address line of the lien holder.

City, State, ZIP

Enter the city, state, and ZIP Code of the lien holder.

Phone

Enter the phone number of the lien holder.

Contact Person

Enter the name of the person to contact at the above company.

Amount of Payment

Enter the amount of the payment if Pay is indicated.

Pay

Indicate if this lien is to be paid from this loan payment.

Payment Type

Select the payment frequency from the drop-down list.

Next Payment Date

Enter the date the next payment is due.

To save the lien holder information.

To terminate the process and return to the main Other Liens screen. No data is saved.
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It is not necessary to move funds when using the Aggregate Method.

Transfer Escrow Amounts

At times it may be necessary to transfer funds from one Escrow Type to another Escrow Type within
the same loan. Funds can easily be moved between the types without being recorded as a transaction
in the History Record.

On the main Mortgage Office menu, select Servicing > Loan Database > Transfer Escrow
Amounts:

Type

The type of escrow.

Dealer

Dealer Code from the Escrow Information screen.

ID Number

ID Number from the Escrow Information screen.

Balance

Balance from the Escrow Information screen.

Constant

Constant amount from the Escrow Information screen.
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From

From the drop-down list, select the Escrow Type from which the funds will be transferred.

To

From the drop-down list, select the Escrow Type to which the funds will be transferred.

Amount

Enter the dollar amount to transfer.

Press Transfer to complete the process. The program prompts the operator when the requested
transfer requires special attention, e.g., a transfer of funds that would create a negative Escrow
Record balance.

Notes:

184Mortgage Office Servicing Vol. 2



Additional Borrowers

Information for additional borrowers is entered and modified in this selection.

On the main Mortgage Office menu, select Servicing > Loan Database > Additional Borrowers:

Click Add Borrowers to enter additional borrower information.

Indicate if an Individual, Corporation, Partnership, or Other. Enter the additional borrower/co-
borrower Social Security Number and click Submit. Cancel terminates the process and no data
is saved.
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Displays a window to enter the additional borrower’s mailing address. If multiple mailing
addresses are entered, a screen displays to indicate which address is used each month of the year.

Indicate the month(s) by clicking the appropriate radio button.

Edit the mailing address.

Delete the mailing address.

Enter an additional mailing address.

Save any entries or modifications.

Terminate the process with no data retained.
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An option that allows the operator indicate a different primary borrower.

From the drop-down list, indicate the primary borrower and co-borrower, and click Save.

Option to change the borrower or co-borrower to an additional borrower.

188Mortgage Office Servicing Vol. 2



Modify Data

To modify the additional borrower information, select Servicing > Loan Database > Additional
Borrowers.

Edit the additional borrower information.

Delete an additional borrower set.

Notes:

189Mortgage Office Servicing Vol. 2



Assumption/Name Change

When a loan is to be assumed, the Master Record fields requiring change are displayed and can be
modified on this screen.
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Print Loan Data

Prints the Master Record, Investor Information, Escrow Information, ARM Information (if
applicable), Loan History, Comments, and Bankruptcy Ledger and Bankruptcy History  for the
loan(s) indicated.

On the main Mortgage Office menu, select Servicing > Loan Database > Print Loan Data:

Print Master Record

Status

Indicate Active or Removed for the status of the loan(s).

Account Number

Enter an account number and click Add to place the loan in the queue. As loans are added, they
are displayed in the Print Queue.

Account Range

Enter a range of accounts and click Add to place the loans in the queue. The maximum queue
size is 50. When entering an account range of more than 50 loans, the operator will need to know
where the first 50 left off to determine the starting point of the next 50.
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Included

Indicate to print the Master Record, Investor Information, Escrow Information, Escrow Interest,
and/or Payment Adjustment Table.

History

If the Loan History is to be included, enter the date range or indicate All.

Comments

If Comments are to be included, enter the date range or indicate All.

Bankruptcy Ledger

If the Bankruptcy Ledger is to be included, enter the date range or indicate All.

Bankruptcy History

If the Bankruptcy History is to be included, enter the date range or indicate All.

The program creates a .pdf (portable document format) of the report. The toolbar within the PDF
report display screen contains options to save to a file, print or e-mail the report.

The bold fields marked with an asterisk indicate required fields.
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Transfer - New Loans
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Understanding Booking Loans

This section covers how to set up a new loan in the Servicing package. The most important part of
servicing loans is setting up the database correctly and completely. If the database is set up properly,
there should be no errors, problems, or difficulty with processing reports. The Servicing Database
comprises four major records:

C Master Record
C Investor Record
C Escrow Record
C History Record

Master Record

The Master Record is entered first. This contains all of the borrower’s loan data, addresses, loan
type, ARM adjustment dates, payment codes, etc.

Fields marked with a red asterisk (*) are mandatory and data must be entered. If no data is entered,
the program will not continue to the next field, screen, or section.

If you exit the program prior to completing input of the Master Record, transactions may not be
automatically generated and all subsequent screens will have to be added through modification.

Investor Record

After the Master Record has been entered, the program proceeds to the Investor Record. The Investor
Record indicates who owns the loan and how to report. The Investor Record must be completed on
every loan. On participation loans, the first investor entered becomes the controlling investor for
reporting. On loans being serviced for outside investors, the servicing fee must also be entered.

Escrow Record

The program then proceeds to the Escrow Record. The Escrow Record is for the collection and
disbursement of funds to protect the security. This record is very important. It is recommended that
every account have a Tax and Hazard Insurance Record. If you do not pay the escrow, you should
still set the escrow up and use as a tickler.
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Other Records

The Co-Borrower Record, Buydown Record, Payment Adjustment Table, and Other Liens are
additional records to complete if needed. The History Record is generated over the life of each loan
as payments and transactions are entered.

The following steps must be followed when adding a loan to Loan Servicing:

Enter Status Date 13 Transfer to Servicing   (Processing > Loan Status Update)

Once the Estimated Closing Date in the Closing Information section of the Processing Master
Record has been reached, enter a transfer date in Status 13 on the Loan Status Update screen and
click Save.

Receive Loan from Processing   (Servicing > Transfer - New Loans > Receive From Processing)

Receiving the loan from Processing places all information into the proper Servicing Master
Record fields. This function also allows the loan to be placed in a Transaction Group for posting,
to assign the loan to the proper Investor, to set up the necessary Escrow Records, Other Lien
information, and Co-Borrower information.

C Select the Receive button next to the loan to be transferred.
C Select the Servicing Control Number, enter the Loan Number, and click Submit.
C Select Add Group, enter the Group Number and Description, and click Save.
C Select the Transaction Group in which the new loan is to be entered.
C Verify each section of the Master Record and click Continue.
C After the Master Record has been entered, indicate the Investor and click Submit.
C Enter the Investor Loan Information and click Save.
C Verify each Escrow Information screen and click Save.

Or you can . . .

Enter the Loan Manually   (Servicing > Transfer - New Loans > Enter New Loans)

If the Processing package is not utilized by your company, all information for each loan will have
to be entered manually. Steps 4 and 5 must still be done even if entering loans manually.
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Close and Update the Group (Servicing > Transactions > Proof - Close to Update)

(Servicing > Transactions > Transactions Update)

C Proof the new loan transactions(s).
C Print the Transaction Proof Sheet.
C Once the transaction(s) are proofed, Return and Close.
C Select Transactions Update.
C Indicate the Group(s) to be updated and click Continue.
C A Transaction Register will display. Each Transaction Register is automatically archived

in Accounting > Transaction Registers.

A loan is not officially on the books until the Transaction Group created in Step 2 or 3 has been
closed and updated.

The dollar amount in Principal Balance (UPB) on the Payment Information section of the Master
Record and the Escrow Account Balance on the Escrow Information screen will be blank until
the Transactions Update has been performed.

Updating the Transaction Group will populate the Principal Balance and Escrow Account
Balance, post the new loan transactions to History, and print a Transaction Register and Daily
GL Accounting Summary.

Q I am adding a new loan to the system. My Transaction Code NL suspended. The
reason listed is, "There is already a principal balance."

A After original entry, the program holds the principal balance and any escrow
balances in a Transaction Group. Until the group is updated, the balance fields will
be blank. Someone must have entered the principal balance again through
modification before the group was updated. To get transactions to post, remove the
principal balance from the Payment Information section of the Master Record.
Check the balances in any Escrow Records to verify they did not double post. Close
and update the group again.
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Print New Loans   (Servicing > Transfer - New Loans > Print New Loans)

After Steps 1 through 4 are complete, verify that all information in the new Loan Record is
correct and that no data entry errors have been made. The Print New Loans option prints the
Master, Investor, and Escrow Records, Loan History, and any Comments entered by the operator.
These should be kept in the loan file to show exactly how the loan was set up on original entry.
The fields are important in that if they are not filled in correctly, their values could produce
problems or inaccuracies.

Print Coupons or Debit Memo   (Servicing > Servicing Routines > Payment Advice)

Once a new loan has been placed in Servicing, the borrower must be provided with information
as to when to make payments, how much to pay, and where to send the payments.

New loans with a Billing Method of Coupons or Coupons and Receipt on the Payment
Information section of the Master Record will automatically be added to the print queue for
coupons to be printed. Coupons will print starting with the Next Payment Date and print to the
date in Coupon Start Date (Cycle).

The Bill and Receipt option will bill all loans in your portfolio and/or prepare account statements
for loans that have a Billing Method of Bill and Receipt, Coupons and Receipt, or Auto Bank
Billing - Receipt.

For loans to qualify for an Automatic Billing Notice to be printed, the Automatic Payment Flag
on the Payment Information section of the Master Record must be set to DDA or ACH and the
Billing Method must be either Automatic Bank Billing or Auto Bank Billing - Receipt.
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Receive From Processing

Receiving a loan into Servicing copies all information into the proper Servicing Master Record
fields. With this function, the loan is placed in a transaction group for posting and assigned to the
proper Investor, the necessary Escrow Records are set up, and Other Liens and Additional Borrowers
are set up if applicable.

In Processing > Loan Status Update, Status 13 Transfer to Servicing (displayed in green) must
have a date equal or prior to the system date before the loan can be transferred to Servicing.

No date can be entered in Status 13 until the Est Closing Date on the Closing Information section
of the Processing Master Record has been reached and/or if the Appraised Value on the Loan
Information section is blank. The appropriate message will display in the date field if the criteria
has not been met.

On the main Mortgage Office menu, select Servicing > Transfer - New Loans > Receive From
Processing:

Loans with a qualifying date in Status 13 display on the Receive From Processing screen.

200Mortgage Office Servicing Vol. 2



Processing Loan Number

The assigned Processing loan number.

Borrower Name

First, middle, and last name of the primary borrower.

Borrower SSN

The first five digits display as asterisks; just the last four digits of the primary borrower’s Social
Security Number display as numbers.

Deletes the loan from the queue and removes the Status 13 date from the Loan Status Update
screen.

Click Receive to begin the process of receiving a loan.

New Servicing Account Number

Select the Control Number from the drop-down list and enter the loan number.

Click Submit to process the loan number to assure it is valid. The operator is taken through each
of the screens of the Servicing Master Record to accept the data transferred, modify data, or enter
additional information.

The remaining procedures for Receive From Processing are the same as Enter New Loans on
the following pages.
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Receive From Construction

Receiving a loan into Servicing copies all information into the proper Servicing Master Record
fields. With this function, the loan is placed in a transaction group for posting and assigned to the
proper Investor, the necessary Escrow Records are set up, and Other Liens and Additional Borrowers
are set up if applicable.

On the main Mortgage Office menu, select Servicing > Transfer - New Loans > Receive From
Construction:

Loans with all funds disbursed and no interest due display on the Receive From Construction
screen.

Construction Loan Number

The assigned Construction loan number.

Borrower Name

First, middle, and last name of the primary borrower.

Borrower SSN

The first five digits display as asterisks; just the last four digits of the primary borrower’s Social
Security Number display as numbers.

Deletes the loan from the queue.

Click Receive to begin the process of receiving a loan.
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New Servicing Account Number

Select the Control Number from the drop-down list and enter the loan number.

Click Submit to process the loan number to assure it is valid. The operator is taken through each
of the screens of the Servicing Master Record to accept the data transferred, modify data, or enter
additional information.

The remaining procedures for Receive From Construction are the same as Enter New Loans
on the following pages.
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Enter New Loans

Used to enter loans manually in the Servicing package.

On the main Mortgage Office menu, select Servicing > Transfer - New Loans > Enter New
Loans:

Indicate if the borrower is an Individual, Corporation, Partnership, or Other.

New Servicing Account Number

Select the Control Number from the drop-down list and enter the loan number. This is a
mandatory field as indicated by the red asterisk.

Borrower/Co-Borrower Social Security Number

Enter the borrower/co-borrower Social Security Number. This is a mandatory field as indicated
by the red asterisk.

Click Submit to process the loan number to assure it is valid. The following screen displays:

The program is designed for group processing from multiple terminals. Up to 999 groups can be
created at any one time. The Servicing program does not post to the individual account at entry.
The program is designed so that transactions are entered into a group, balanced and proofed, then
each transaction is updated by group to the individual loan account. Entries are held in the group
until updated. Groups can be updated during the day after having been proofed. Night processing
is not required.
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Proofing the group of transactions prevents errors, posting to wrong accounts, having to reverse
entries, etc.

Choose an existing group by clicking Select or create a new group by clicking Add Group.

Group Number

Enter the Group Number. It is recommend that each employee assigned to enter payments or
transactions post to a separate transaction group.

Description

Enter a description for the group of transactions (name of person entering payments, workstation,
etc.).

Click Select for the group in which the new loan transaction will be posted.

Master Record

The program displays the Borrower Information section of the Master Record to begin entering data.

The Master Record contains all of the borrower’s loan data, addresses, loan type, ARM adjustment
dates, payment codes, etc.

Fields marked with a red asterisk (*) are mandatory and data must be entered. If no data is entered,
the program will not continue to the next field, screen, or section.

If you exit from the program prior to completing input of the Master Record, transactions may not
be automatically generated and all subsequent screens will have to be added through modification.
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The following Master Record sections are displayed in sequence by clicking Continue at the top or
bottom of each screen. The program saves the information entered when Continue is clicked.

C Borrower Information
C Mailing Address
C Property Information
C Loan Information
C Payment Information
C Credit Line Information (for Credit Line loans)
C ARM Information (if an ARM loan)

C Credit Bureau Information
C Action Information
C Payment Forbearance
C Loan Modification/PRP/HAMP
C Fees and Balances
C Miscellaneous Information
C Custom Fields

Investor Loan Information

After the Master Record has been entered, the program proceeds to the Investor Record. The Investor
Record indicates who owns the loan and how to report. The Investor Record must be completed on
every loan. On participation loans, the first investor entered becomes the controlling investor for
reporting. On loans being serviced for outside investors, the servicing fee must also be entered.

New Investor

Select the investor from the drop-down list and click Submit.

Loan Group

Loan Groups within the Investor. Investor reports will indicate subtotals per Loan Group. Loan
Groups must be used for pool loans, Fannie Mae loans (other than Actual/Actual), and for
Freddie Mac loans to indicate the Net Yield.
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If the Loan Product is used for the Loan Group, a selection is available in Maintenance >
Company - Miscellaneous > Company Information to default the Product Code entered in the
Servicing > Loan Database > Master Record > Loan Information to this field for loans
linked to an Investor with Accrue Interest/FASB indicated.

Terminates the process and returns to the previous screen.

Saves the data and proceeds to the next screen.

Add another investor to the Loan Record.

Set up the Escrow Record.

Enter additional borrower information.

Enter information on other liens on the property.

Continue entering new loans.

Continue receiving loans from the queue of loans available from the Processing package.
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Escrow Information

The Escrow Record is for collection and disbursement of funds to protect the security. This record
is very important. It is recommended that every account have a tax and hazard insurance record. If
you do not pay the escrow, set it up and use as a tickler.

From the drop-down lists, select the Escrow Type and Dealer Code. Click Add Dealer to set up
a dealer not available in the drop-down list.

Saves the data and proceeds to the next screen.

208Mortgage Office Servicing Vol. 2



Returns to the previous screen. No data is saved.

Saves the data and proceeds to the next screen to set up another Escrow Record or continue with
a different option.

Receive From Processing and Receive From Construction
Loan  amounts and Escrow balances are not posted to the program until the loan
has been updated and a Transaction Register produced. These amounts will be
blank until the Transaction Register is processed.

Enter New Loans
Escrow amounts are not posted to the program until the loan has been updated
and a Transaction Register produced. These amounts will be blank until the
Transaction Register is processed.

A group is created when the loan is entered so the new loan transaction can be
posted. This is the only way a new loan can be posted to the General Ledger and
a Transaction Register created showing the new loan being entered into
accounting.
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Print New Loans

Information in the new Loan Record must be verified to assure it is correct. This option prints the
Master Record, Investor Information, Escrow Information, ARM Information (if applicable), Loan
History, and Comments. This should be kept in the loan file to show exactly how the loan was set
up on original entry.

Loans are automatically entered in the queue. Once printed, loans are removed from the queue.

On the main Mortgage Office menu, select Servicing > Transfer - New Loans > Print New Loans:

Loan Number

Control Number and Loan Number.

Borrower Name

First, middle, and last name of the primary borrower.

Date of Loan

The original closing date of the loan.

Purchase Date

The date the loan was received into the Servicing package.

The program creates a .pdf (portable document format) of the report. The toolbar within the PDF
report display screen contains options to save to a file, print or e-mail the report.
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Transfer to Processing

Use this option to transfer loan data from Servicing to Processing. This enables the operator to use
the Processing package for selling the loan.

The program defaults the loan number of the Current Loan selected. If a different loan is desired,
select Change Loan and enter the account number.

On the main Mortgage Office menu, select Servicing > Transfer - New Loans > Transfer to
Processing:

Servicing Account Number

The account number of the loan being transferred to Processing.

Branch

The branch will default to what is set up in Maintenance > Processing > Standard Fields. If a
different branch is desired, choose one from the drop-down list.

The program will indicate if a Processing loan already exists or that the transfer was successful
and assign the next available loan number.
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Number Change/Remove

Number Change
The Servicing package permits a loan number to be changed. All the data in the Master, Investor,
Escrow, and History Records is assigned a new loan number.

Remove
This selection removes a loan that has been paid in full.

Loans not paid in full, such as a foreclosure or loans sold servicing released, can also be removed.

A loan number can only be used once. A loan number that has been changed or removed cannot be
used again.

Loans are removed from the active loan list. The information necessary for year end reporting will
be available even if the loan is not active.
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Number Change

Permits the loan number and/or the investor loan number to be changed. Changing the loan number
will also change the Credit Line Master and History File. One reason to change a loan number would
be because the loan was sold and the number has to be changed for reporting. A loan number that
has been changed or removed cannot be used again. An unlimited amount of loan numbers can be
entered into the Loans Changed queue at a time.

On the main Mortgage Office menu, select Servicing > Number Change/Remove > Number
Change:

Current Account Number

Enter the number of the account to be changed.

Current Investor

The current investor number. Display only.

Current Investor Loan Number

The current investor loan number. Display only.
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If not already Coupons, selecting this option will change the Billing Method on
the Payment Information section of the Master Record to Coupons and add the
loan to the Coupons print queue. If the loan's Billing Method is Automatic Bank
Billing or Bill and Receipt, do not select this option.

New Account Number

The operator can enter the new account number.

New Investor

To change the investor number, select a new investor number from the drop-down list.

New Investor Loan Number

Displays the current investor loan number. The operator can enter the new investor loan number.
When an investor number has been changed, the investor monthly cutoff will show a Transaction
Code TNEW indicating the investor has been transferred.

Effective Change Date

The effective date of the loan number and/or investor number change. The program defaults the
system date, but modification is permitted. The date is stored in Number Change Date in the
Action Information section of the Master Record.

Billing Method

The program displays the Billing Method from the Payment Information section of the Master
Record.

Print Coupons

Select to print a new coupon book for the accounts that have been changed.

Clear FASB Fields

Select to clear the FASB fields. Clears the Discount Fee Original Balance and Origination Fee
Original Balance in the Fees and Balances section of the Master Record when the next monthly
Discount/Origination Accruals report is printed. If left blank, the regular monthly FASB amount
is all that will be processed the following month.

This completes the change and adds the loan to the Loans Changed queue. *Loan Number
Change Complete displays after Submit is pressed indicating the change has been made.
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Loans Changed

Change Date

The date the change becomes effective.

Account Number

The number of the accounts having a loan and/or investor number change.

Investor

The investor number of the accounts having a loan and/or investor number change.

Investor Loan Number

The investor loan number of the accounts having a loan and/or investor number change.

Two reports print providing information for the transferring of funds from one control to another.
The reports should be used for referencing the old to the new and from the new number back to
the old number. Once the reports are printed, the program removes the loans from the Loans
Changed queue and displays the following screen, allowing the operator to print reports of
number changes within the date range indicated. Refer to Number Change Report on the
following pages for more information.

Notes:
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Number Change Report

Print a history of Number Changes by date range selected by the operator. Once a date range is
entered, the operator can print reports for the entire date range or individual Number Change Reports
can be printed.

On the main Mortgage Office menu, select Servicing > Number Change/Remove > Number
Change Report:

Date Range

Enter a beginning and ending date. The default for both dates is the system date. The ending date
can be in the future.

Prints the Number Change Report for the date indicated. The program creates a .pdf (portable
document format) of the report. The toolbar within the PDF report display screen contains
options to save to a file, print or e-mail the report.

Control

The old and new control numbers.

Account

The old and new account numbers.
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Investor

The old and new investor numbers

Loan

The old and new investor loan numbers.

Change Date

The date the number change becomes effective.

Principal Balance

Principal Balance (UPB) from the Payment Information section of the Master Record.

Escrow Balance

Balance from the Escrow Information screen.

Partial Balance

Partial Balance from the Payment Information section of the Master Record.

Buydown Balance

Buydown Balance from the Fees and Balances section of the Master Record.

Notes:
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The program will not allow deletion to take place if there are balances in escrow
accounts, partial funds, or a buydown balance.

Removed - Paid in Full

Remove loans with a zero balance from the active loan list. When a loan has been paid in full and
all escrow accounts have a zero balance, the loan can be removed. When the principal balance
becomes zero, the loan qualifies for reporting to the credit bureau using one of the codes available.

On the main Mortgage Office menu, select Servicing > Number Change/Remove > Removed -
Paid in Full:

Current Account Number

Enter the number of the account to be removed and click Select Loan. The following screen
displays:
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Current Account Number

The number of the account to be removed.

Principal Balance (UPB)

Principal Balance (UPB).

Current Interest Rate

Current Interest Rate

Next Payment Date

Next Payment Date.

P&I Payment Constant

P&I Payment Constant.

Partial Balance

Partial Balance.

Foreclosure Balance

If the account is in Foreclosure, the balance from the Foreclosure Ledger.

Escrow Balance

Balance of funds held in the escrow account.

Escrows Approved to Pay

Amount of any escrows that have been approved to pay.

Date Removed

The date the account was removed. The program displays the system date, but modification is
permitted.
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Credit Bureau Status Code

From the drop-down list, select the appropriate status code, each of which is a final reporting
code to the credit bureau. When the credit bureau receives one of these status codes, it considers
the loan closed. The program defaults to 13 - Paid or closed account/zero balance.

Adds the loan to the Loan Removed (Paid in Full) Queue. *Loan Added to Queue displays
after Submit is pressed.

Removes the loan from the queue.

Prints the Removed Loan Master File report and removes the loan from the active loan list. The
report includes the Master Record, Investor Information, Escrow Information, ARM Information
(if applicable), Loan History, and Comments.

The program creates a .pdf (portable document format) of the report. The toolbar within the PDF
report display screen contains options to save to a file, print or e-mail the report.
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Removed - Paid in Full Report

Lists loans paid in full and removed within a specified date range. The report subtotals by control
number and provides grand totals.

On the main Mortgage Office menu, select Servicing > Number Change/Remove > Removed -
Paid in Full Report:

Date Range

Enter a date range. The default for both dates is the system date.

The program creates a .pdf (portable document format) of the report. The toolbar within the PDF
report display screen contains options to save to a file, print or e-mail the report.

Account Number

The account number of the removed loan.

Investor Account Number

The investor number of the removed loan.
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Name

Borrower's name.

Mailing Address

The mailing address of the borrower.

Date Removed

The date the loan was removed from the active loan list.

Current Balance

Principal Balance (UPB).

Interest Paid to

Interest Paid to Date.

Year to Date Int

YTD Interest.

Escrow Balance

Balance of funds held in the escrow account.

Partial Balance

Partial Balance.

Buydown Balance

Buydown Balance.

Notes:
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The program will remove the loans with a principal balance greater than zero,
but the escrow balance must be zero.

Removed - Not Paid

Remove loans not paid in full.

On the main Mortgage Office menu, select Servicing > Number Change/Remove > Removed -
Not Paid:

Current Account Number

Enter the number of the account to be removed and click Select Loan.

Current Account Number

The number of the account to be removed.
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Principal Balance (UPB)

Principal Balance (UPB).

Current Interest Rate

Current Interest Rate.

Next Payment Date

Next Payment Date.

P&I Payment Constant

P&I Payment Constant.

Partial Balance

Partial Balance.

Foreclosure Balance

If the account is in Foreclosure, the balance from the Foreclosure Ledger.

Escrow Balance

Balance of funds held in the escrow account.

Escrows Approved to Pay

Dollar amount of any escrows that have been approved to pay.

Date Removed

The date the account was removed. The program displays the system date.

Credit Bureau Status Code

From the drop-down list, select the appropriate status code, each of which is a final reporting
code to the credit bureau. When the credit bureau receives one of these status codes, it considers
the loan closed. The program defaults to 13 - Paid or closed account/zero balance.
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Adds the loan to the Loan Removed (Not Paid) Queue. *Loan Added to Queue displays after
Submit is pressed.

Removes the loan from the queue.

Prints the Removed Loan Master File report and removes the loan from the active loan list. The
report includes the Master Record, Investor Information, Escrow Information, ARM Information
(if applicable), Loan History, and Comments.

The program creates a .pdf (portable document format) of the report. The toolbar within the PDF
report display screen contains options to save to a file, print or e-mail the report.
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Removed - Not Paid Report

Lists loans removed and not paid in full within a specified date range. The report subtotals by control
number and provides grand totals.

On the main Mortgage Office menu, select Servicing > Number Change/Remove > Removed -
Not Paid Report:

Date Range

Enter a date range. The default for both dates is the system date.

The program creates a .pdf (portable document format) of the report. The toolbar within the PDF
report display screen contains options to save to a file, print or e-mail the report.

Account Number

The account number.

Investor Account Number

The investor number.
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Name

Borrower's name.

Mailing Address

The mailing address of the borrower.

Date Removed

The date the loan was removed from the active loan list.

Current Balance

Principal Balance (UPB).

Interest Paid to

Interest Paid to Date.

Year to Date Int

YTD Interest.

Escrow Balance

Balance of funds held in the escrow account.

Partial Balance

Partial Balance.

Buydown Balance

Buydown Balance.

Notes:
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Loans should not be removed through this queue until after cutoff is processed
and before any further transactions are posted.

Sold Servicing Released

Remove loans that have been sold servicing released. The loans can be entered by either an entire
control or one loan at a time. This option should only be used when no further information is
required for these loans. No monthly reporting information will be stored when loans are removed
with this option.

On the main Mortgage Office menu, select Servicing > Number Change/Remove > Sold Servicing
Released:

Add Loans to Queue by Account Number
Add Loans to Queue by Control

The operator can indicate to add loans by Account Number or Control. If By Account, the
operator enters individual loans. If By Control, the operator enters the control number of the
loans being sold.

Account Number

Enter the number of the account to be sold/removed.

Date Sold

Enter the date the transfer is effective. The program displays the system date.
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Freeze Code

The operator should enter a Freeze Code for the individual loans or the entire control when
selection is by control.

Adds the loan(s) to the Loans Sold Queue. *Loan Added to Queue displays after Submit is
pressed.

Removes the loan from the queue.

Removes the loan from the active loan list. 

Prints the Current Master File report. The report includes the Master Record, Investor
Information, Escrow Information, ARM Information (if applicable), Loan History, and
Comments.

The program creates a .pdf (portable document format) of the report. The toolbar within the PDF
report display screen contains options to save to a file, print or e-mail the report.
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Sold Servicing Released Report

Lists loans sold servicing released to another lender. The report subtotals by control number and
provides grand totals.

On the main Mortgage Office menu, select Servicing > Number Change/Remove > Sold Servicing
Released Report:

Date Range

Enter a date range. The default for both dates is the system date.

The program creates a .pdf (portable document format) of the report. The toolbar within the PDF
report display screen contains options to save to a file, print or e-mail the report.

Account Number

The account number of the sold loan.

Investor Account Number

The investor number of the sold loan.
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Name

Borrower's name.

Mailing Address

The mailing address of the borrower.

Date Removed

The date the loan was removed from the active loan list.

Current Balance

Principal Balance (UPB).

Interest Paid to

Interest Paid to Date.

Year to Date Int

YTD Interest.

Escrow Balance

Balance of funds held in the escrow account.

Partial Balance

Partial Balance.

Buydown Balance

Buydown Balance.

Notes:
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Print Documents

Forms purchased from Wolters Kluwer are set up by Mortgage Computer for each company. MC
maintains all forms, so less operator involvement is required. All forms to print are retained in one
area, Print Documents. However, there are functions the operator still must perform.

The data on the form can be viewed to see what has been gathered, what will print on a form, and
in which position. If a field is not printing on a document, check the loan record and make sure the
information has been entered. Some fields require the operator to “key in” data in the colored portion
of the form. To eliminate many of the keyins, the information entered on that form for all loans in
the system will remain until modified.

Printers

Printing documents requires an online Windows-supported printer with the appropriate paper
trays (letter and legal). The forms will print to the default printer set up on each terminal.

Forms Updates

The forms will be updated by Mortgage Computer if regulations affect the content or format of
documents or if any additional forms are created.
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Print Individual Documents

This selection allows the operator to print individual documents. The program defaults to the Fixed
Rate Note, but any form in the drop-down list can be selected.

On the main Mortgage Office menu, select Servicing > Print Documents > Print Individual
Documents:

Select the form to view

From the drop-down list, select the form to view/print.

Selection to move to the previous/next page of the form.
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Zoom

Zoom to the specified scale of the document.

Page ___ of ___

Indicates which page of the total number of pages is currently displayed.

Copies

Indicate the number of copies to be printed. Print multiple copies in lieu of copying the form.

Select

The following choices are available from the drop-down list:

Print All

Print all pages of the form.

Print Current

Print the current page of the form.

Print Range

Print a range of pages. Enter a page number range in Page ___ of ___ and click Range.

Save Keyins

Save data entered in a colored portion of the form. The information entered for that form will
remain for all loans in the system until changed. After entering the data, make sure to click
out of the box before selecting Save Keyins.
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The selection of a different printer changes the default printer for all Windows
applications.

Set Default Printer

Option to select a different printer on which to print the forms.

Click Run and the following screen displays:

Select

The printers currently installed on the operator’s system display. From the drop-down list,
indicate the printer and click Select as Default Printer. Click Close to terminate the process
with no printer selected.

Printer

The current default printer displays. Clicking the printer name is the same as selecting Set
Default Printer.
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Print Blank Documents

This option is for printing the background of the form with no data filled in. If the form has multiple
pages, all the pages will print. The program defaults to the Fixed Rate Note, but any form in the
drop-down list can be selected.

On the main Mortgage Office menu, select Servicing > Print Documents > Print Blank
Documents:

Select the form to view

From the drop-down list, select the form to view/print.

Selection to move to the previous/next page of the form.
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Zoom

Zoom to the specified scale of the document.

Page ___ of ___

Indicates which page of the total number of pages is currently displayed.

Copies

Indicate the number of copies to be printed. Print multiple copies in lieu of copying the form.

Select

The following choices are available from the drop-down list:

Print All

Print all pages of the form.

Print Current

Print the current page of the form.

Print Range

Print a range of pages. Enter a page number range in Page ___ of ___ and click Range.

Save Keyins

Save data entered in a colored portion of the form. The information entered for that form will
remain for all loans in the system until changed. After entering the data, make sure to click
out of the box before selecting Save Keyins.
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The selection of a different printer changes the default printer for all Windows
applications.

Set Default Printer

Option to select a different printer on which to print the forms.

Click Run and the following screen displays:

Select

The printers currently installed on the operator’s system display. From the drop-down list,
indicate the printer and click Select as Default Printer. Click Close to terminate the process
with no printer selected.

Printer

The current default printer displays. Clicking the printer name is the same as selecting Set
Default Printer.
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