


































































































































































































































































































































































Transaction Description

Transaction Code Descriptions can be modified from the standard default in this area. The
descriptions can be up to 30 characters long.

The descriptions will display in all drop-down windows for transaction entry. The description
entered will print on the Bill and Receipt and Automatic Billing Notice (Servicing > Servicing
Routines > Payment Advice).

Option to modify the Transaction Code description.
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Loans transferred from Processing will default First Notice Days and Second Notices
days as set up in the corresponding Product.

Defaults are universal to all operators.

Defaults

This option is used to set up the defaults when entering a new loan in Servicing. The program
automatically pulls in the data set up in Defaults on original entry only. The data automatically
entered into the program can be modified.

First Notice Days

Enter the number of days past the due date the First Notice can be prepared and the Collection
Action File updated. This field displays on the Loan Information section of the Master Record.

Second Notice Days

Enter the number of days past the due date a Second Notice can be prepared and a late charge
assessed. This field displays on the Loan Information section of the Master Record.

Stop printing the First Notices after _____ months delinquent

Indicate to stop printing First Notices when the loan has become this number of months
delinquent. This field displays on the Loan Information section of the Master Record.

Billing Method

Indicate which coupon or billing statement is to be prepared. This field displays on the Payment
Information section of the Master Record.
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1  Noticesst

This area is for your company to create/modify the 1st Notice message. A first notice is a reminder
to the borrower the payment has not been made and a late charge will be assessed if the payment is
not received by a certain date.

1st Notices are printed through the Servicing > Collection Accounts > Letters/Notices > 1st Notices
option.

Enter the desired verbiage and click Save. All standard keyboard symbols such as the ampersand (&)
and question mark (?) can be used. The verbiage can be in uppercase or lowercase letters. No color,
underlining, bold, or italics can be used.
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Servicing Functions

Use the selections in Servicing Functions to set up ACH Bank Codes, Freeze Codes, and Prepayment
Penalty Codes. The codes are used as part of the Master Record.

The operator can set up various codes or change the wording on some of the set codes. However, the
function of the code cannot be changed. The codes are used as part of the Master Record. Refer to
the Master Record field for appropriate usage.
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ACH Bank Code

This option is to set up the ACH Clearing Bank/Agent. The selection of this name will then be
available in the Payment Information section of the Master Record when ACH is selected as the
Automatic Payment Flag.

ACH listings will be created for each bank. You may have several banks, but you usually would only
have one ACH Clearing Bank/Agent.

Name

The bank name identifying the ACH Clearing/Processing Bank.

Company ACH Name

The company name the bank or clearing agent above uses through automated clearing house.

Bank Routing

The 9-digit bank routing number for the ACH Clearing Bank/Agent. If all the ACH accounts are
at this bank, this would also be used in the Routing Number for the destination bank. However,
if your ACH Clearing Bank/Agent is not the receiving or destination bank, the Routing Number
will need to be entered on the individual loan record.

After the first bank has been input, click Add to create a new ACH Clearing Bank/Agent.

To remove a bank, highlight the name under the ACH Bank header and click Delete. To modify,
highlight the name, make any desired changes, and click Save.
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Freeze Codes

Freeze Codes are used to stop payment from being processed and updated or to bring attention to a
special situation. The Freeze Codes set up are available to select when the operator enters the Freeze
Code field on the Payment Information section of the Master Record.

The descriptions are not hard coded and can be changed for each company to match their
terminology. There is no limit to the number of late freeze labels for soft, medium, and hard. This
is totally company defined.

Soft Freeze – Payment can be overridden by the operator if the conditions listed are met.
Medium Freeze – Payment will not be applied and other functions can be stopped.
Hard Freeze – No action of any type is permitted on this loan.

Soft

The Soft Freeze will allow for the payment to be accepted with approval. Disbursement from the
escrow account can be made. All other functions are accepted.

Medium

The Medium Freeze will not allow payments to be accepted. When this level is selected, the
operator may indicate the restrictions by checking the appropriate boxes.
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The Freeze Code Description field on the Payment Information section of the Master
Record is a unique Freeze Code memo available to display for each loan. No action is
taken by the program.

Hard

The Hard Freeze will not permit any action whatsoever. It stops all action including late charge
assessments, late notices, and coupons. If interest accrued is to stop, make sure the Accrue
Interest box on the Miscellaneous Information section of the Master Record is not checked.

Click Add and indicate the name and freeze type. The explanation of what the code will restrict
when payments are processed will display in red when Soft or Hard is indicated. The Medium
Freeze Codes are more flexible.

Option to delete a Freeze Code.

Click Save after modifying an existing Freeze Code or adding a new one.
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Prepayment Penalty Codes

The Prepayment Penalty Codes are used in the Loan Information section of the Master Record. This
is an indication as to the probability of a penalty for prepayment. Set up the various codes to display
in this window for the operator to select. The program does not take any action; just a memo entry
field for information.

Option to edit the information for a Prepayment Penalty Code.

Option to delete a Prepayment Penalty Code.

A window will display to enter the Prepayment Penalty Code label.
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Escrow Dealers

In order to organize and utilize the full power of the Mortgage Office Software, it is recommended
a company set up dealer accounts when applicable. Dealer definition means to whom the money will
be paid. When the Dealer Code is used, the program can consolidate the escrow disbursement to one
check.

It is not recommended a Dealer Code be set up for each fire insurance company or many other types
of dealers. It is best to set up dealers only when a large number of escrow payments will be made to
the same dealer. The best example of this would be the tax and MIP accounts and a limited number
of fire insurance accounts.
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State Cushion/CPI

The Consumer Price Index or a known percentage can be entered for each Escrow Type to increase
or decrease from the amount last paid when calculating a new monthly constant during escrow
analysis. The increase can be entered for the various Escrow Types by state.

The states previously set up will display on the screen when the option is entered. The operator can
Edit or Delete the information.

State 

From the drop-down list, select the state.

Computation Coupon Cycle Month

Enter the month determined to analyze the accounts and send out new payment coupons.
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Number of Coupons

Indicate the number of coupons in the analyze/computation cycle. This is always 12 for annual
analysis.

CPI Percent Increase

The percentage can be entered as a 2.2 numeric field increase or a 2.2- (enter the [-] negative
after the number) negative sign for a decrease. The percentage increase can be collected in
addition to the cushion (explained below) as per RESPA Regulations.

Months Cushion

The cushion is how many months can be held in addition to the amount needed to pay the
projected premium. This is set up in months. It can be a 0 (blank), 1, or a 2. FHA premiums (one
of the Type 3 Escrows) have to be a zero.
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Escrow Type

The Servicing package offers nine numeric and several alpha type escrows. The labels are user
defined. However, care should be taken to not change actual type functionality. In other words,
Escrow 2 is for Hazard, Fire, or whatever you want the label to indicate, but it is still for fire
insurance collections. In any case, do not change Escrow Types 1, 2, or 3. There are reports and
functions tied specifically to these Escrow Types.

Escrow Types 1 through 9 are used for scheduled disbursements. Alpha types A, B, and E are used
where nothing is scheduled to disburse. H is used for escrow holdback funds when a loan is paid off.
Escrow Types R, S, and T are used as reserve for replacement. All alpha types are excluded from
analysis.

In order for the customer to organize and utilize the full power of the Mortgage Office program, it
is recommended a company set up Dealer accounts when applicable. Dealer definition means to
whom the money will be paid. Funds disbursed from the program will have one check prepared to
one Dealer when the Dealer Code is used.
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Tax

These dealer codes are entered when setting up the Escrow Record (Servicing > Transfer - New
Loans > Receive From Processing) or (Servicing > Transfer - New Loans > Enter New Loans).

All of the Escrow Dealer Records have an option to overdraw the individual Escrow Record if
necessary and permit a negative balance. Only the Tax Dealer has the additional Projected Payment
Date selection. The items marked with a red asterisk are mandatory.

In setting up the Dealer Code for Tax Records, first the operator indicates the State and the Name.
The Name will display any previously set up dealer/county dealers for the State indicated.

To add a dealer, click the Add button with no selection in either State or Name indicated.

Dealer Code

The code assigned to the dealer.
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Use this only when payment is to be made for a substantial number of loans to one
dealer.

Dealer Name

Name of the dealer.

Street 1

The street or P.O. Box for the dealer.

Street 2

Additional mailing address information for the dealer (if needed).

City, State, ZIP

City, state, and ZIP Code where the dealer is located.

In Care Of

The individual to contact at the above address.

Phone

Contact telephone number for the dealer.

Fax

Fax number for the dealer.

E-mail

E-mail address for the dealer.

File Program Number

The File Program Number is used when receiving billings and/or disbursement information
electronically. This file is a custom program. To define the custom program, MC assigns each
file payment program a File Program Number. This number defines the file formatting
instructions, fields to read, and how to write the file. A number of counties in the East as well
as tax service companies have already been programmed. Call Service Support to inquire if a
county or tax service has been set up.
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Overdraw Escrow Accounts

If box is checked, the accounts with this dealer can disburse funds and permit a negative balance
on the individual Escrow Record. The escrow accounts will not disburse the payment of funds
and permit a negative balance if box is not checked.

Projected Payment Date

Up to four payment periods can be set up. The dates to pay are entered by month and day. This
area needs special attention when setting up.

Example

Taxes are assessed for the coming year in November and payable in two installments. The first
is due 11/30 and the second by 5/30. The question is then asked when are the new coupon books
going to be printed and the escrow account analyzed?

Since the bill in November sets the amount to pay, this also determines the amount to collect.
Therefore, set up the record to pay the November portion of the tax and pre-approve to pay the
next installment. This will set my analysis. If the tax is paid in November, there is no way the
bill can be paid, the account analyzed, and the coupon sent out in December.

However, if the tax bill is received early in October, it can be approved to pay but the check not
written until the analysis is performed in October, collect any deficit in November and send out
the new coupons the last part of November with a December date.

Indicate the Analyze Cycle Months/Coupons as 12 (December month) and Coupon Start Date
(Cycle) as 12-01-XXXX. Coupon Start Date (Cycle) indicates the first payment date to show on
the payment coupon to the borrower. Analyze Cycle Months/Coupons is the number of coupons
to print in this cycle. Aggregate is always set at 12 (Miscellaneous Information section of the
Master Record).

Care must be taken to properly plan on the dates to pay and the dates to analyze the
escrow accounts.

Before setting up any dates, look at when you pay the largest escrow item and
determine when you want to notify the borrower of any adjustments in payments for the
period.
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Fire Insurance

These dealer codes are entered when setting up the Escrow Record (Servicing > Transfer - New
Loans > Receive From Processing) or (Servicing > Transfer - New Loans > Enter New Loans).

All of the Escrow Dealer Records have an option to overdraw the individual Escrow Record and
permit a negative balance. The items marked with a red asterisk are mandatory. The purpose of the
Dealer Codes is to consolidate disbursements to one check when possible.

To add a dealer, click the Add button. The window will display previously set up dealers for the
Escrow Type.

Dealer Code

The code assigned to the dealer.

Dealer Name

Name of the dealer.

Street 1

The street or P.O. Box for the dealer.

Street 2

Additional mailing address information for the dealer (if needed).
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Use this only when payment is to be made for a substantial number of loans to one
dealer.

City, State, ZIP

City, state, and ZIP Code where the dealer is located.

In Care Of

The individual to contact at the above address.

Phone

Contact telephone number for the dealer.

Fax

Fax number for the dealer.

E-mail

E-mail address for the dealer.

File Program Number

The File Program Number is used when receiving billings and/or disbursement information
electronically. This file is a custom program. To define the custom program, MC assigns each
file payment program a File Program Number. This number defines the file formatting
instructions, fields to read, and how to write the file. A number of counties in the East as well
as tax service companies have already been programmed. Call Service Support to inquire if a
county or tax service has been set up.

Overdraw Escrow Accounts

If box is checked, the accounts with this dealer can disburse funds and permit a negative balance
on the individual Escrow Record. The escrow accounts will not disburse the payment of funds
and permit a negative balance if box is not checked.
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MIP

These dealer codes are entered when setting up the Escrow Record (Servicing > Transfer - New
Loans > Receive From Processing) or (Servicing > Transfer - New Loans > Enter New Loans).

All of the Escrow Dealer Records have an option to overdraw the individual Escrow Record and
permit a negative balance. The items marked with a red asterisk are mandatory. The purpose of the
Dealer Codes is to consolidate disbursements to one check when possible.

To add a dealer, click the Add button. The window will display previously set up dealers for the
Escrow Type.

Dealer Code

The code assigned to the dealer.

Dealer Name

Name of the dealer.

Street 1

The street or P.O. Box for the dealer.

Street 2

Additional mailing address information for the dealer (if needed).
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Use this only when payment is to be made for a substantial number of loans to one
dealer.

City, State, ZIP

City, state, and ZIP Code where the dealer is located.

In Care Of

The individual to contact at the above address.

Phone

Contact telephone number for the dealer.

Fax

Fax number for the dealer.

E-mail

E-mail address for the dealer.

File Program Number

The File Program Number is used when receiving billings and/or disbursement information
electronically. This file is a custom program. To define the custom program, MC assigns each
file payment program a File Program Number. This number defines the file formatting
instructions, fields to read, and how to write the file. The Program Number is 02 followed by the
industry standard code for the MIP company, e.g., Radian Guaranty Inc. would be 02033.

The industry standard codes for MIP companies are as follows:

001 = Genworth Mortgage Insurance Corp. 013 = United Guaranty Residential Insurance Co.
003 = Mortgage Guaranty Insurance Corp. 019 = Triad Guaranty Insurance Co.
004 = PMI Mortgage Insurance Corp. 033 = Radian Guaranty Inc.
011 = Republic Mortgage Insurance Corp. 038 = CMG Mortgage Insurance Co.

Overdraw Escrow Accounts

If box is checked, the accounts with this dealer can disburse funds and permit a negative balance
on the individual Escrow Record. The escrow accounts will not disburse the payment of funds
and permit a negative balance if box is not checked.
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Flood Insurance

These dealer codes are entered when setting up the Escrow Record (Servicing > Transfer - New
Loans > Receive From Processing) or (Servicing > Transfer - New Loans > Enter New Loans).

All of the Escrow Dealer Records have an option to overdraw the individual Escrow Record and
permit a negative balance. The items marked with a red asterisk are mandatory. The purpose of the
Dealer Codes is to consolidate disbursements to one check when possible.

To add a dealer, click the Add button. The window will display previously set up dealers for the
Escrow Type.

Dealer Code

The code assigned to the dealer.

Dealer Name

Name of the dealer.

Street 1

The street or P.O. Box for the dealer.

Street 2

Additional mailing address information for the dealer (if needed).
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Use this only when payment is to be made for a substantial number of loans to one
dealer.

City, State, ZIP

City, state, and ZIP Code where the dealer is located.

In Care Of

The individual to contact at the above address.

Phone

Contact telephone number for the dealer.

Fax

Fax number for the dealer.

E-mail

E-mail address for the dealer.

File Program Number

The File Program Number is used when receiving billings and/or disbursement information
electronically. This file is a custom program. To define the custom program, MC assigns each
file payment program a File Program Number. This number defines the file formatting
instructions, fields to read, and how to write the file. A number of counties in the East as well
as tax service companies have already been programmed. Call Service Support to inquire if a
county or tax service has been set up.

Overdraw Escrow Accounts

If box is checked, the accounts with this dealer can disburse funds and permit a negative balance
on the individual Escrow Record. The escrow accounts will not disburse the payment of funds
and permit a negative balance if box is not checked.
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Life Insurance

These dealer codes are entered when setting up the Escrow Record (Servicing > Transfer - New
Loans > Receive From Processing) or (Servicing > Transfer - New Loans > Enter New Loans).

All of the Escrow Dealer Records have an option to overdraw the individual Escrow Record and
permit a negative balance. The items marked with a red asterisk are mandatory. The purpose of the
Dealer Codes is to consolidate disbursements to one check when possible.

To add a dealer, click the Add button. The window will display previously set up dealers for the
Escrow Type.

Dealer Code

The code assigned to the dealer.

Dealer Name

Name of the dealer.

Street 1

The street or P.O. Box for the dealer.

Street 2

Additional mailing address information for the dealer (if needed).
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Use this only when payment is to be made for a substantial number of loans to one
dealer.

City, State, ZIP

City, state, and ZIP Code where the dealer is located.

In Care Of

The individual to contact at the above address.

Phone

Contact telephone number for the dealer.

Fax

Fax number for the dealer.

E-mail

E-mail address for the dealer.

File Program Number

The File Program Number is used when receiving billings and/or disbursement information
electronically. This file is a custom program. To define the custom program, MC assigns each
file payment program a File Program Number. This number defines the file formatting
instructions, fields to read, and how to write the file. A number of counties in the East as well
as tax service companies have already been programmed. Call Service Support to inquire if a
county or tax service has been set up.

Overdraw Escrow Accounts

If box is checked, the accounts with this dealer can disburse funds and permit a negative balance
on the individual Escrow Record. The escrow accounts will not disburse the payment of funds
and permit a negative balance if box is not checked.
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Disability Insurance

These dealer codes are entered when setting up the Escrow Record (Servicing > Transfer - New
Loans > Receive From Processing) or (Servicing > Transfer - New Loans > Enter New Loans).

All of the Escrow Dealer Records have an option to overdraw the individual Escrow Record and
permit a negative balance. The items marked with a red asterisk are mandatory. The purpose of the
Dealer Codes is to consolidate disbursements to one check when possible.

To add a dealer, click the Add button. The window will display previously set up dealers for the
Escrow Type.

Dealer Code

The code assigned to the dealer.

Dealer Name

Name of the dealer.

Street 1

The street or P.O. Box for the dealer.

Street 2

Additional mailing address information for the dealer (if needed).
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Use this only when payment is to be made for a substantial number of loans to one
dealer.

City, State, ZIP

City, state, and ZIP Code where the dealer is located.

In Care Of

The individual to contact at the above address.

Phone

Contact telephone number for the dealer.

Fax

Fax number for the dealer.

E-mail

E-mail address for the dealer.

File Program Number

The File Program Number is used when receiving billings and/or disbursement information
electronically. This file is a custom program. To define the custom program, MC assigns each
file payment program a File Program Number. This number defines the file formatting
instructions, fields to read, and how to write the file. A number of counties in the East as well
as tax service companies have already been programmed. Call Service Support to inquire if a
county or tax service has been set up.

Overdraw Escrow Accounts

If box is checked, the accounts with this dealer can disburse funds and permit a negative balance
on the individual Escrow Record. The escrow accounts will not disburse the payment of funds
and permit a negative balance if box is not checked.
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Accident Insurance

These dealer codes are entered when setting up the Escrow Record (Servicing > Transfer - New
Loans > Receive From Processing) or (Servicing > Transfer - New Loans > Enter New Loans).

All of the Escrow Dealer Records have an option to overdraw the individual Escrow Record and
permit a negative balance. The items marked with a red asterisk are mandatory. The purpose of the
Dealer Codes is to consolidate disbursements to one check when possible.

To add a dealer, click the Add button. The window will display previously set up dealers for the
Escrow Type.

Dealer Code

The code assigned to the dealer.

Dealer Name

Name of the dealer.

Street 1

The street or P.O. Box for the dealer.

Street 2

Additional mailing address information for the dealer (if needed).
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Use this only when payment is to be made for a substantial number of loans to one
dealer.

City, State, ZIP

City, state, and ZIP Code where the dealer is located.

In Care Of

The individual to contact at the above address.

Phone

Contact telephone number for the dealer.

Fax

Fax number for the dealer.

E-mail

E-mail address for the dealer.

File Program Number

The File Program Number is used when receiving billings and/or disbursement information
electronically. This file is a custom program. To define the custom program, MC assigns each
file payment program a File Program Number. This number defines the file formatting
instructions, fields to read, and how to write the file. A number of counties in the East as well
as tax service companies have already been programmed. Call Service Support to inquire if a
county or tax service has been set up.

Overdraw Escrow Accounts

If box is checked, the accounts with this dealer can disburse funds and permit a negative balance
on the individual Escrow Record. The escrow accounts will not disburse the payment of funds
and permit a negative balance if box is not checked.
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Homeowner Fee

These dealer codes are entered when setting up the Escrow Record (Servicing > Transfer - New
Loans > Receive From Processing) or (Servicing > Transfer - New Loans > Enter New Loans).

All of the Escrow Dealer Records have an option to overdraw the individual Escrow Record and
permit a negative balance. The items marked with a red asterisk are mandatory. The purpose of the
Dealer Codes is to consolidate disbursements to one check when possible.

To add a dealer, click the Add button. The window will display previously set up dealers for the
Escrow Type.

Dealer Code

The code assigned to the dealer.

Dealer Name

Name of the dealer.

Street 1

The street or P.O. Box for the dealer.

Street 2

Additional mailing address information for the dealer (if needed).
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Use this only when payment is to be made for a substantial number of loans to one
dealer.

City, State, ZIP

City, state, and ZIP Code where the dealer is located.

In Care Of

The individual to contact at the above address.

Phone

Contact telephone number for the dealer.

Fax

Fax number for the dealer.

E-mail

E-mail address for the dealer.

File Program Number

The File Program Number is used when receiving billings and/or disbursement information
electronically. This file is a custom program. To define the custom program, MC assigns each
file payment program a File Program Number. This number defines the file formatting
instructions, fields to read, and how to write the file. A number of counties in the East as well
as tax service companies have already been programmed. Call Service Support to inquire if a
county or tax service has been set up.

Overdraw Escrow Accounts

If box is checked, the accounts with this dealer can disburse funds and permit a negative balance
on the individual Escrow Record. The escrow accounts will not disburse the payment of funds
and permit a negative balance if box is not checked.
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Special Assessment

These dealer codes are entered when setting up the Escrow Record (Servicing > Transfer - New
Loans > Receive From Processing) or (Servicing > Transfer - New Loans > Enter New Loans).

All of the Escrow Dealer Records have an option to overdraw the individual Escrow Record and
permit a negative balance. The items marked with a red asterisk are mandatory. The purpose of the
Dealer Codes is to consolidate disbursements to one check when possible.

To add a dealer, click the Add button. The window will display previously set up dealers for the
Escrow Type.

Dealer Code

The code assigned to the dealer.

Dealer Name

Name of the dealer.

Street 1

The street or P.O. Box for the dealer.

Street 2

Additional mailing address information for the dealer (if needed).
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Use this only when payment is to be made for a substantial number of loans to one
dealer.

City, State, ZIP

City, state, and ZIP Code where the dealer is located.

In Care Of

The individual to contact at the above address.

Phone

Contact telephone number for the dealer.

Fax

Fax number for the dealer.

E-mail

E-mail address for the dealer.

File Program Number

The File Program Number is used when receiving billings and/or disbursement information
electronically. This file is a custom program. To define the custom program, MC assigns each
file payment program a File Program Number. This number defines the file formatting
instructions, fields to read, and how to write the file. A number of counties in the East as well
as tax service companies have already been programmed. Call Service Support to inquire if a
county or tax service has been set up.

Overdraw Escrow Accounts

If box is checked, the accounts with this dealer can disburse funds and permit a negative balance
on the individual Escrow Record. The escrow accounts will not disburse the payment of funds
and permit a negative balance if box is not checked.
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Print Escrow Dealers

This selection provides a hard copy printout of the information set up in Escrow Dealers
(Maintenance > Servicing > Escrow Dealers). It is recommended after the data has been entered to
print a hard copy for reference.

The operator can indicate to print All Escrow Dealers, a Single dealer by state and Dealer Code, or
a Type including all states and Dealer Codes.

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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State Escrow File

It is state law that determines if a lender will pay interest on escrow funds deposited with them.
Instead of having the information attached to each loan, MC has designed a program where the
payment of interest for each state can be set up and maintained in one place.

Edit the information for a previously set up Escrow State File.

Delete an Escrow State File.

Retain the information entered or modified.

Add the information to accrue interest on Escrow Records for a new state.

If you intend to pay interest on escrow funds and have not set up the state information
at the time of Servicing Escrow Payable (Accounting > Interest Accruals > Servicing
Escrow Payable), the program will produce an error report. It is mandatory if you are
going to pay interest that the information be on file.
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State

To set up a new state, select the two-character state from the drop-down list. This is
referencing the property state identified per loan.

Accrue

After Early Payoff is indicated, click this box to indicate interest is to be paid on escrow
balances for loans with this property state. When this box is checked, the screen expands for
additional information to be entered.

Interest Rate

Enter the rate to be used the computing the amount for Servicing Escrow Payable
(Accounting > Interest Accruals > Servicing Escrow Payable). The Interest Rate should be
set by company policy or state law.

Pay Code

Indicate the method from the drop-down list.

C Annual
C Semi-Annual
C Quarterly
C Monthly
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Compute Code

From the drop-down list, select a code for computing the interest.

C Month End
C Beginning
C Average
C Daily Average

Interest Calculated On

Select from the drop-down list a code to indicate the number of days per period.

C 360
C 365
C 366
C Loan Day Calc

Compute On

Indicate to compute interest on Escrow Types A and/or E.

R, S or T Collection

Indicate to set up the R, S, and/or T Escrow Types to accrue interest. Additional information
will be required. Since the interest on R, S, and/or T records is accrued only and never paid,
the Pay Code and Early Payoff are skipped.

Early Payoff

Select from the options the method to use when a loan pays off early:

C No Interest
C Interest to Date
C Interest to Prior Month (not already paid)

Last User/Date Changed

The program will automatically record the user name of the individual who last modified the
state information and the date it was changed.

Pay Interest “A” Only

Option to pay interest on Escrow Type A only.
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Service Fee Tables

Rather than one fixed servicing fee, MC has provided flexibility and a means by which a company
can set up varying servicing rates based on various loan amounts within each servicing rate.

Table Number

Indicates the number used to reference the specific table.

Description

User-defined description of the Service Fee Table.

Number of Entries

This refers to the number of various loan balance levels the servicing fee will be computed on,
e.g., 50% servicing fee for loans up to $1,000,000, 25% service fee for loans up to $500,000,
10% for loans under $250,000.

Computed On

The Service Fee can be set up to be computed on Loan Amount or Tiered on Total Loan.

Option to edit the Service Fee Table information.

Option to delete a Service Fee Table.
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Click either Loan Amount or Tiered on Total Loan. Different information is required
depending on selection.

Table (* Mandatory Field)

Enter the number to identify the new Service Fee Table.

Description (* Mandatory Field)

Enter a brief description for the new table.

Loan Amount

The Servicing package allows breaks within the service fee structure. Set up the service fee for
the loan Balance Below the dollar amount specified for given service fee rate. When the loan
balance goes below the specified dollar amount, the program will automatically change to the
new service fee rate.

Service Fee Rate

Enter the servicing fee.
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Balance Below

Enter the fee that will be computed for having that balance. If you are servicing loans at the same
balance, then set the dollar amount greater than any of your loans.

The program will compute the service fee for the entire loan balance at the servicing rate fee. The
program is not designed to compute various service fees for the same loan at the variable fee
until the balance arrives at that level. For example, compute the servicing fee at 50% when the
loan is at or below $1,000,000, 25% when the loan is at or below $500,000, then 10% when the
loan is below $250,000. The program will only compute the fee for the total loan balance within
the range specified.

Click to save the Service Fee Rate and Balance Below entered.

Click to close the window. Any entries or modifications will not be saved.

Tiered on Total Loan

A tiered service fee will be computed up to the tiered amounts entered in one of the various
levels available.

Service Fee Rate

Enter the Servicing Fee.

Up To Amount

The Service Fee is computed according to the total loan amount as the fee indicates up to that
dollar amount of the tiered amount indicated.
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Click to save the Service Fee Rate and Up To Amount entered.

Click to close the window. Any entries or modifications will not be saved.

Attach This Table to a Loan

The Servicing Fee (to be paid to the servicer by the investor) is set up in the individual Investor
Information Record. (Servicing > Loan Database > Investor Information). Select the Service
Fee Table to be referenced from the choices indicated when the field is entered.
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Custom Field Labels

There are 105 blank fields available for operators to define their descriptions and functions. The
fields display in the Master Record section Custom Fields.

There are 10 Yes/No fields, 10 Date, Monetary,
Percent and Numeric fields, and 55 Text fields
available. The program provides 20 characters for
each field description. This variety gives the
operator flexibility to set up additional fields as
needed.

Enter the description for the field and click Save.
To delete a custom field label, highlight the text
and press the Delete key.
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Collections

This selection provides access to the verbiage for the delinquent notices available to be sent by the
collection department. The program allows for various notices and letters to be printed to send to the
borrower indicating payments have not been received. Unable to contact notices, reminders the loan
payment is due, or late charges assessed are all part of the Mortgage Office Software Collections
program.
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Unable to Contact

The Unable to Contact notices are used by the collector to inform borrowers you are trying to
contact them. The notices can be entered into a print queue from the collector’s Collection Accounts
option or from Servicing > Collection Accounts > Letters/Notices > Print Notices.

The notices are designed to print three to a page on perforated paper sized to fit a window envelope.

Enter the desired verbiage to be used on the notice and press Save.

All standard keyboard symbols such as the ampersand (&) and question mark (?) can be used.
The verbiage can be in uppercase or lowercase letters. No color, underlining, bold, or italics can
be used.
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Confirm Action Date

The Confirm Action Date notices are used by the collector to confirm a payment date with the
borrower. The notices can be entered into a print queue from the collector’s Collection Accounts
option or from Servicing > Collection Accounts > Letters/Notices > Print Notices.

The notices are designed to print three to a page on perforated paper sized to fit a window envelope.

Enter the desired verbiage to be used on the notice and press Save.

All standard keyboard symbols such as the ampersand (&) and question mark (?) can be used.
The verbiage can be in uppercase or lowercase letters. No color, underlining, bold, or italics can
be used.
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Action Date Reminder

The Action Date Reminder notices are used by the collector to remind borrowers of a promise date.
The notices can be entered into a print queue from the collector’s Collection Accounts option or
from Servicing > Collection Accounts > Letters/Notices > Print Notices.

The notices are designed to print three to a page on perforated paper sized to fit a window envelope.

Enter the desired verbiage to be used on the notice and press Save.

All standard keyboard symbols such as the ampersand (&) and question mark (?) can be used.
The verbiage can be in uppercase or lowercase letters. No color, underlining, bold, or italics can
be used.
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Demand Letter

Demand Letters are available to be sent to delinquent borrowers. Most of the letter is preformatted
by the program. Access to the data that is company defined to be printed on letters is available in this
option.

The letter is printed through Servicing > Collection Accounts > Letters/Notices > Data for Demand
Letter.

Enter the desired verbiage to be used on the letter and press Save.

All standard keyboard symbols such as the ampersand (&) and question mark (?) can be used.
The verbiage can be in uppercase or lowercase letters. No color, underlining, bold, or italics can
be used.
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Attorney Letter

Attorney Letters are available to be sent to delinquent borrowers. Most of the letter is preformatted
by the program. Access to the data that is company defined to be printed on letters is available in this
option.

The letter is printed through Servicing > Collection Accounts > Letters/Notices > Data for Attorney
Letter.

Enter the desired verbiage to be used on the letter and press Save.

All standard keyboard symbols such as the ampersand (&) and question mark (?) can be used.
The verbiage can be in uppercase or lowercase letters. No color, underlining, bold, or italics can
be used.
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Non Payment Letter

This option is to create/modify the message for the Non Payment Letter to be sent to delinquent
borrowers. Access to the data that is company defined to be printed on letters is available in this
option.

The letter is printed through Servicing > Collections Accounts > Letters/Notices > Non Payment
Letter.

Enter the desired verbiage to be used on the letter and press Save.

All standard keyboard symbols such as the ampersand (&) and question mark (?) can be used.
The verbiage can be in uppercase or lowercase letters. No color, underlining, bold, or italics can
be used.

The Non Payment Letter message is limited to 1,400 characters. Spaces are included in the
character count.
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NSF Return Payment Notice

This option is to create/modify the message for the NSF Return Check Notice.

A notice cannot be printed for loans that have a:

C Zero Principal Balance
C Freeze Code of Medium - No Late Notice or Hard
C Mail Code of Do Not Mail or Do Not Print Late Notice

The notices are designed to print three to a page on perforated paper sized to fit a window envelope.

The letter is printed through Servicing > Collections Accounts > Letters/Notices > NSF Return
Payment Notice.

Enter the desired verbiage to be used on the letter and press Save.

All standard keyboard symbols such as the ampersand (&) and question mark (?) can be used.
The verbiage can be in uppercase or lowercase letters. No color, underlining, bold, or italics can
be used.

The NSF Return Payment Notice message is limited to 280. Spaces are included in the character
count.
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Late Charge/Fees Due

This option is to create/modify the message for the Late Charge/Fees Due notice. This notice will
be produced for accounts with an amount in Late Fees Due on the Payment Information section of
the Master Record and/or Fees - Charges Due on the Fees and Balances section. This is used to
collect previously assessed Late Charges/Fees Due not collected.

The notices are designed to print three to a page on perforated paper sized to fit a window envelope.

The letter is printed through Servicing > Collections Accounts > Letters/Notices > Late Charge/Fees
Due.

Enter the desired verbiage to be used on the letter and press Save.

All standard keyboard symbols such as the ampersand (&) and question mark (?) can be used.
The verbiage can be in uppercase or lowercase letters. No color, underlining, bold, or italics can
be used.

The Late Charge/Fees Due message is limited to 280 characters. Spaces are included in the
character count.
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Default Notice (2 Month)

This option is to create/modify the message for the Default Notice (2 Month). This notice will be
produced for any loan in your portfolio that is two months delinquent.

Print the notices through Servicing > Collections Accounts > Letters/Notices > Default Notice (2
Month).

Enter the desired verbiage to be used on the letter and press Save.

All standard keyboard symbols such as the ampersand (&) and question mark (?) can be used.
The verbiage can be in uppercase or lowercase letters. No color, underlining, bold, or italics can
be used.

The Default Notice message is limited to 1,000 characters. Spaces are included in the character
count.
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Action Letters

Use this selection to create and modify letters that can be sent to delinquent borrowers. By default,
the borrower’s name, address and account number, and the date are automatically included in the
header of the letter. There is no limit to the number of letters that can be created.

The letters are printed from Servicing > Collection Accounts > Letters/Notices > Print Action
Letters. When the letter is printed, a comment line is added in Comments indicating the date and
time the letter was printed.

Option to edit an existing letter.

Option to delete an existing letter.

Click Add Letter to create an Action Letter.
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Letter Name

Enter a brief description of the letter.

Borrower Information

When unchecked, the borrower's name, address, account number, and current date will be
suppressed on the top of the letter. This makes it possible to address the letter to an escrow
dealer, etc. The operator must adjust the placement if aligning to print in a window envelope.

After completing the letter or making any modifications, click Save to retain the information.

Once set up, the operator can preview a sample of the letter and make modifications if necessary.
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Available Fields

The following are the fields available to be inserted in any letter. Just click the appropriate button
in the position where the field is to be printed on the letter. The selected fields will display in
brackets on the setup screen and on print preview, e.g., [Borrower]. The program will adjust the
verbiage entered by the operator to allow room for the field being printed.
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Formatting

To make a word or phrase bold, italic, or underlined, click the desired attribute and replace the
words “Type Here” with the word or phrase.

Click the Space button to add one space per click to the letter. Inserted data will not move those
spaces.

Columns – To create columns in the letter, click the appropriate button and replace the words “Type
Here” with the desired verbiage or insert you want in each column. If there are multiple lines in
column 1, press Enter and type the data for the next line in column 1. Finish entering the data in
column 1 before moving on to column 2. The columns will always start flush with the left margin.
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Collector Assignments

The Collection program is designed to assign a particular collector to certain type/criteria delinquent
loans. When a borrower becomes delinquent, the loan is automatically added to the collector’s
assigned loans by the program (Servicing > Collection Accounts > Assigned Collector). Setting up
Collector Assignments will enable the program to assign the loan directly to specific collectors for
working through the collection effort.

Option to edit the collector’s assignments.

Option to delete a previously set up collector.

Set up an additional collector with specific collection assignments.

The program will display the current login names available to select from a drop-down list
(Maintenance > Company - Miscellaneous > Login Names). Only the login names of individuals
not currently set up will display in the drop-down list.

Once the selection of the login is indicated, the name is then displayed in the Collector’s Assignment
list. The operator must then click the Edit button by login name.
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Account Range

Option to build a queue of account ranges for the collector.

Location

The Locations previously set up in Maintenance > Company - Miscellaneous > Location Codes
will be displayed. From the drop-down list, select the location to be assigned to this collector.

Control

Entire Control(s) can be assigned to the collector. Controls previously set up in Maintenance >
Servicing > Control Number will display. From the drop-down list, select the control to be
assigned to this collector.

Delinquency

The number of days delinquent range can be selected from the drop-down list.
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Alphabetical

An alphabetical range of borrower last names can be assigned to a collector.

When the selection(s) have been set up, the criteria will display in the Collector Assignments
box just above the particular option.

Assigns the accounts in the Collection file to the collector by priority of Account Range,
Location, Control, Delinquency, and Alphabetical. Once the assignments have been made, the
file will be updated as new accounts become delinquent (Servicing > Collection Accounts). If
assignments are to be changed or collectors have been added, use this option to update the file
and assign the delinquent loan (Servicing > Collection Accounts).

Delete previously set up collection criteria for all collectors so new Special Assignments can be
made.
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Attorneys

This option is for setting up the Attorneys/Trustees and Action Labels used by the lender for
foreclosure and/or bankruptcy cases. The attorneys display in the Bankruptcy Record and on the
Foreclosure Tracking screen.

The first screen displays all Attorneys/Trustees. From this screen, Attorneys/Trustees can be added
or modified.

Option to edit the attorney/trustee information.

Option to delete an attorney/trustee.

Click Add Attorney/Trustee to enter the attorney/trustee information.

Attorney Code

Enter the Attorney Code and click Save.
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Name

The name of the attorney/trustee.

Company

The name of the company if applicable.

Street 1

Mailing street address to be used on checks, letters, etc.

Street 2

A second line for the mailing street address to be used on checks, letters, etc.

City, State, ZIP

The mailing city, state and ZIP Code for the attorney/trustee.
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Phone/Phone Ext

Attorney/trustee telephone number and extension.

Fax

Attorney/trustee fax number.

E-mail Address

E-mail address for the attorney/trustee. Click on the e-mail icon to begin an e-mail to the
attorney/trustee. Refer to the ScrolEx option in the Reference Manual manual for complete
documentation.

Tax ID Number

The tax ID number can be entered.

Message

The verbiage entered in the message area is used in the automatic e-mail reminders sent to the
attorney/trustee at predetermined dates set up in the Action Labels.

Different labels can be set up for each state attorney code.

Click to add a state to the attorney code.
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State

From the drop-down list, select the state and click Save.

Click Edit to display the Action Labels screen.

Set the label description, then the number of days after the Tracking Start Date this item must
be done. Once foreclosure begins, the various letters or notices must be sent in a timely manner.

On the the Tracking screen (Servicing > Foreclosure > Tracking), the program will compute the
number of days you have indicated with the label and enter the exact date by which this action
must be done.
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Credit Line
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Payment - Interest Tables

If the Credit Line P&I payment is a factor times the current principal balance based upon the interest
rate, the program will read this table to determine the factor for computing the P&I payment.

The tables set up in this option are selected on the Credit Line Information section of the Master
Record when indicating the Payment Type.

Option to modify the table information.

Option to delete the table.

Click Add to create a new table.

Table

Enter the table number.

Description

Enter a brief description of the table.
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A window displays to enter the interest rate and percentage of balance.

Interest Rate

The current interest rate being charged. If this rate is the same rate as the loan, the program
will use the percentage shown.

Percent of Balance

Percentage factor by which to multiply the loan balance to calculate the new P&I payment.
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Payment - Loan Amt Tables

If the Credit Line P&I payment is based upon the principal balance, this table will be used to
compute the P&I payment using the factor for the loan range. The rate set up in the table is
multiplied by the loan balance to establish the new P&I payment.

The tables set up in this option are selected on the Credit Line Information section of the Master
Record when indicating the Payment Type.

Option to modify the table information.

Option to delete the table.

Click Add to create a new table.

Table

Enter the table number.

Description

Enter a brief description of the table.

250Mortgage Office System Setup



A window displays to enter the interest rate and percentage of balance.

Percent of Balance

Percentage factor by which to multiply the loan balance to calculate the new P&I payment.

Loan Balance

To determine the percentage factor by matching the balance range to the Principal Balance
(UPB) on the Payment Information section of the Master Record.
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Check Format

This selection is used to set up the format for checks used to make disbursements and checks that
will be written when disbursing from the Escrow Account and refund of escrow funds to the
borrower. The program displays a drop-down list of fields to help arrange the check.

No check can be issued unless there has been a transaction from the loan. Funds must be posted
against the account before a check should be written. Transaction date is the date of the Transaction
Update, not the date the transaction was entered into the program or the date the Pseudo Post was
performed.

Regular Escrow Disbursement and Aggregate Escrow Excess Refund check formats must be set up
prior to any disbursement of escrow funds.

The check format setup instructions are the same for all three packages.

Package

Choose the appropriate package and click Select. A screen displays for the operator to position
each item on the check, and to determine the check size and the check stub size.
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Click Check Properties to display the printing parameters for the check. The margins, page size,
and check width are display only; no modification is permitted. The check and check stub height
may be modified, but their combined height cannot exceed the maximum check height.
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Font

Choose from Arial, Helvetica, Times New Roman or Courier for the font. If All Caps is selected,
the font will be Arial. Indicate the font size and click Save.

This allows the operator to print a test alignment to verify the format has been set up correctly.
This will not print if the operator’s browser settings are not adjusted correctly.

Select a field from the drop-down list and click Add Field to include that field on the printed
check. After the field has been added, indicate where the information should print on the check.
In Servicing (D) indicates Disbursement check and (R) indicates Refund check. Click Delete to
remove the field from the check setup.

After a field has been selected, it displays on the screen. Adjustments can then be made.

Nudge

The amount selected from the drop-down list is the amount the field will adjust from the
indicated measurement each time the plus (+) or minus (-) is selected. 

Measure From

To left justify the field, measure from the left. To right justify the field, measure from the right.
All measurements are taken from the edge of the page. Note the length of the item to print. It is
possible for an item in one field to print over an item in another field. Use care in the formatting
of a check to avoid printing over other information. Check the length of the field and make sure
it can print within the space allowed on the size of the check.
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Compliance Audit

Quality loans are a result of adherence to standards and company policy for the proper evaluation
and validation of loan information. This selection is used to set up the wording on the various
screens used in the Compliance Audit feature on the main Mortgage Office menu. It is provided so
management can set up guidelines for what the underwriter should be looking for. These guidelines
must be set up by management.

These screens should be used on every loan, and the recorded information printed and placed in the
borrower loan file. This section becomes a quality control prior to loan closing.
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Loan Review - File Organization

The first step is to get the files organized. This program defines the “stacking order” of documents
in the folder. Determine the items required to be in a closed loan folder and what documents you
want retained in the folder. Then decide the order in which the documents should be placed for
consistency. Start with the most important item on top, progressively going down to the least
important. Thirty labels may be set up for the left side and 30 labels for the right side of the folder.

For example, organize your loan folders with loan documents on the left. Some like to have a copy
of the note on the top, then the trust deed or mortgage, the title policy, appraisal, survey, waivers to
easements or title variations, water certificates, sewer approval, certificate of completion, occupancy
approval, and miscellaneous documents about the property. Under this are the various other copies
and miscellaneous work papers, etc. The borrower application, loan credits, and security are placed
on the right.

The setup/operating instructions for the right side are the same as for the left side.
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Document Compliance

This selection is to set up what management wants the Quality Control Department to review and
verify to assure the proper documentation is in the loan file. The program provides for 10 topics to
be reviewed. Under each topic, various items to review can be set up.

The items set up here are used in Processing > Approve - Closing > Preclosing Review and
Compliance Audit > Loan Review > Document Compliance.

The 10 preset headers are the following:

C Application
C Evidence of Title
C Deed of Trust or Mortgage
C Note and Riders
C Commitment

C Closing/Disclosure Statement
C Title Policy
C Hazard Insurance
C MIP Insurance
C Verification of Disclosures

The list of items to check under each of the above headings is customer defined. This should allow
plenty of flexibility to make this area a company-defined quality check of the loans produced and
closed.
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