


















































































































































































































































































































































































































































































































































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.

Mortgage Office 183 System Setup



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.

| Defas |

First Wotice Days I
Second Matice Days I

Stop printing the First Motices aﬁerl months delinguent
Billing Method | =

First Notice Days

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

MOTE:} Loanstransferred from Processing will default First Notice Days and Second Notices
——| daysasset upin the corresponding Product.
Stop printing the First Notices after months delinquent

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

Billing Method

Indicate which coupon or billing statement isto be prepared. Thisfield displays on the Payment
Information section of the Master Record.

Important!| Defaults are universal to all operators.
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15" Notices

Thisareaisfor your company to create/modify the 1st Notice message. A first notice is areminder

to the borrower the payment has not been made and alate charge will be assessed if the payment is
not received by a certain date.

1st Noticesare printed through the Servicing > Collection Accounts > L etters/Notices> 1st Notices
option.

| fstNotiees |

If you pay by payment coupon, please walil your remittance ﬂ
today.

If your payment is deducted from your checking/savings, ;]

Enter thedesired verbiageand click Save. All standard keyboard symbolssuch astheampersand (&)
and question mark (?) can be used. The verbiage can bein uppercase or lowercase letters. No color,
underlining, bold, or italics can be used.
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Servicing Functions

Usetheselectionsin Servicing Functionsto 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 codesor 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.

¥ Servicing
F Control Mumber

F lnvestors
I3 Standard Fields

3 Servicing Functions —+— ¥ Servicing Functions
3 Escrow Dealers B ACH Bank Code

P State Escrow File P Freeze Codes
b Service Fee Tables P Frepayment Penalty Codes

P Custorn Field Labels
3 Collections

F Attorneys
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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 listingswill becreated for each bank. Y ou may have several banks, but you usually would only
have one ACH Clearing Bank/Agent.

ACH Bank L betas

! Marme ]Elank of America

Bank of America Company ACH Mame iElank af America

Bank of Litah )
Bank Routing !111101128

ENgm || EE

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
The9-digit bank routing number for the ACH Clearing Bank/Agent. If all the ACH accountsare
at this bank, thiswould 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 anew 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 avail able to sel ect when the operator entersthe 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. Thereis no limit to the number of |ate freeze labels for soft, medium, and hard. This
istotally 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.
| FreezeCodes | Dewis |

Soft - Cagsh Only Hame !Cash Only

222 . g&:ﬁ?&t E::S;: Freeze Tyne ® ot © pedium T Har

Medium - All Payments Due

Hard - Loan Being Sald Payment Override

Hard - Legal Action Pending

Hard - Foreclosure

| add | Delete | E

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.

| FreezeCodes || Detais |

Soft - Cash Cnly Hame iNo Coupons
Soft - &l Payiment Past Due e & ) o
Soft - Collect Late Charges Freeze Type Soft ™ pedium Hard

Medium - All Payments Due
Hard - Loan Being Sold

Hard - Legal Action Pending
Hard - Foreclosure H Do not allow escrow analysis

p- Do not print coupons

!— Do not print |ate notice

- Do not allow escrow disbursement

| ndd_| Doicte NI save |
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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 isindicated. The Medium
Freeze Codes are more flexible.

Delete |

Option to delete a Freeze Code.

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

=
m]
3
m

The Freeze Code Description field on the Payment I nformation section of the Master
Record is a unique Freeze Code memo availableto display for each loan. No actionis
taken by the program.
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Prepayment Penalty Codes

The Prepayment Penalty Codes are used in the Loan Information section of the Master Record. This
isanindication asto the probability of apenalty for prepayment. Set up the various codesto display
in thiswindow for the operator to select. The program does not take any action; just a memo entry
field for information.

Prepayment Penalty Codes |

Coide Lahel

0 Mo prepayment penalty m
1 Callect $250 if laan is paid within 2 vears | Eait | Delete |
2 172 of note rate 3 years; 3% for 2 years m
3 Special Terms - check note m

Option to edit the information for a Prepayment Penalty Code.

Delete

Option to delete a Prepayment Penalty Code.

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

In order to organize and utilize the full power of the Mortgage Office Software, it is recommended
acompany set up dealer accounts when applicable. Dealer definition meansto whomthe money will
be paid. Whenthe Dealer Codeisused, the program can consolidate the escrow disbursement to one

check.

It isnot recommended aDealer Code be set up for each fire insurance company or many other types
of dealers. It isbest to set up dealers only when alarge number of escrow paymentswill be madeto
the same dealer. The best example of thiswould be the tax and MIP accounts and alimited number
of fire insurance accounts.

Mortgage Office

k Servicing

¥ Control Mumber
F Investors
I3 Standard Fields

3 Servicing Functions

3 Escrow Dealers +

kb State Escrow File
P Service Fee Tahles

b Custom Field Labels

[ Collections
b Attorneys

b e e . e B . . e e e R

— ¥ Escrow Dealers

State Cushion/CRI
Escrony Type

Tax

Fire Insurance

hd |

Flood Insurance

Life Insurance
Dizahility Insurance
Accident Insurance
Homeowner Fee
Special Assessment
Frint Escrow Dealars
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State Cushion/CPI

The Consumer Price Index or aknown percentage can be entered for each Escrow Typeto 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.

State Defaults |

State
UT-Utah Etlit Delete

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

Add State |

State Defaults |
State | &

Computation Coupaon
Cycle Month | Mumber of Coupons |

CPI Percent Increase

Tax I % Fire | % MIF I %
Flood I %| Life | % Disabiliwl %
Accident % Hnmenwnerl % Spec i %

Months Cushion

Tax [ Fire [ wme [
Flood [ | Life [ Disanilty]
Accidentl_' Humeuwnerl_ Spec |_"

State
From the drop-down list, select the state.
Computation Coupon Cycle Month

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

Indicate the number of couponsin the analyze/computation cycle. Thisisaways 12 for annual
anaysis.

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.

M onths Cushion

The cushion is how many months can be held in addition to the amount needed to pay the

projected premium. Thisisset up in months. It can beaO (blank), 1, or a2. 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 actua 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. AlphatypesA, B, and E are used
where nothing is scheduled to disburse. H isused for escrow holdback fundswhen aloanispaid off.
Escrow TypesR, S, and T are used as reserve for replacement. All alphatypes are excluded from
anaysis.

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.

Escrow Type |

= A

3. [PMI B. IElankruptcy

5 [iteinsurance H. [Holdback Funds
T T
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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 Dedler Records have an option to overdraw the individual Escrow Record if
necessary and permit anegative balance. Only the Tax Dealer hasthe additional Projected Payment
Date selection. The items marked with ared 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 previoudly set up deaer/county dealers for the State indicated.

To add adeadler, click the Add button with no selection in either Sate or Name indicated.

Dealer Code

| TaxDeales |
State | 'l

MName l_;l

[ “hia ] o |

Cealer Code *l

Dealer Mame *I
g L5 & Intemational
Street 1 #
Street2 |
City, State, ZIP # | =l
In Care Of |
Phone |
Fax |
E-rrail |

File Program Mumber | Overdraw Escrow Accounts W

Projected Payment Date
month  Day month  Day month  Day Month  Day

The code assigned to the dealer.
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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 dedler 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 dedler.
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. Thisfileis acustom program. To define the custom program, MC assigns each
file payment program a File Program Number. This number defines the file formatting
instructions, fieldsto read, and how to write the file. A number of countiesin the East as well

as tax service companies have already been programmed. Call Service Support to inquireif a
county or tax service has been set up.

=
m]
3
i

Use this only when payment is to be made for a substantial number of loans to one
dealer.
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Overdraw Escrow Accounts
If box ischecked, the accounts with this deal er can disburse fundsand permit anegeative balance
on theindividual 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 specia attention when setting up.

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

Before setting up any dates, look at when you pay the largest escrow item and
deter minewhen you want to notify the borrower of any adjustmentsin paymentsfor the
period.

Example

Taxes are assessed for the coming year in November and payablein two installments. Thefirst
isdue 11/30 and the second by 5/30. The question isthen 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-approveto pay the
next installment. Thiswill 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 thetax bill isreceived early in October, it can be approved to pay but the check not
written until the analysisis 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) as12-01-X XX X. Coupon Start Date (Cycle) indicatesthefirst payment dateto show on
the payment coupon to the borrower. Analyze Cycle Months/Couponsisthe number of coupons
to print in this cycle. Aggregate is always set at 12 (Miscellaneous Information section of the
Master Record).
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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. Theitems marked with ared asterisk are mandatory. The purpose of the
Deder Codes is to consolidate disbursements to one check when possible.

| Hazardinsurance N Detals |
| Dealer Code 4]

i

Dealer Mame

Lo s, L Intemnational

Straet 1 #|
Street 2 [
City, State, ZIP #] [ =

In Care OF I
Pharia |
Fax I

E-mail f
File Program Mumber | Overdraw Escrow Accourts W

[ ] oste | =

To add adeder, click the Add button. Thewindow will display previously set up dealersfor 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 deaer (if needed).
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City, State, ZIP
City, state, and ZIP Code where the dedler islocated.

In Care Of
The individual to contact at the above address.

Phone
Contact telephone number for the dealer.

Fax
Fax number for the dedler.

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. Thisfileisacustom 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 countiesin the East as well

as tax service companies have aready been programmed. Call Service Support to inquireif a
county or tax service has been set up.

=
O
==
L

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

Overdraw Escrow Accounts
If box is checked, the accounts with this deal er can disburse funds and permit anegetive 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. Theitems marked with ared asterisk are mandatory. The purpose of the
Deder Codes is to consolidate disbursements to one check when possible.

| Dealer Code 4]

i

Dealer Mame

Lo s, L Intemnational

Straet 1 #|
Street 2 [

City, State, ZIP #] [ =

In Care OF I
Pharia |
Fax I

E-mail f
File Program Mumber | Overdraw Escrow Accourts W

EnET ||

To add adeder, click the Add button. Thewindow will display previously set up dealersfor 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 deaer (if needed).

Mortgage Office 202 System Setup



City, State, ZIP
City, state, and ZIP Code where the dedler islocated.

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. Thisfileisacustom program. To define the custom program, MC assigns each
file payment program a File Program Number. This number defines the file formatting
instructions, fieldsto read, and how to writethefile. The Program Number is02 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.

=
O
==
L

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

Overdraw Escrow Accounts
If box ischecked, the accounts with this deal er can disburse fundsand permit anegeative balance

on theindividual 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. Theitems marked with ared asterisk are mandatory. The purpose of the
Deder Codes is to consolidate disbursements to one check when possible.

Flood Insurance | I
| Dealer Code 4]

i

Dealer Mame

Lo s, L Intemnational

Straet 1 #|
Street 2 [
City, State, ZIP #] [ =

In Care OF I
Pharia |
Fax I

E-mail f
File Program Mumber | Overdraw Escrow Accourts W

EnET ||

To add adeder, click the Add button. Thewindow will display previously set up dealersfor 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 deaer (if needed).
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City, State, ZIP
City, state, and ZIP Code where the dedler islocated.

In Care Of
The individual to contact at the above address.

Phone
Contact telephone number for the dealer.

Fax
Fax number for the dedler.

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. Thisfileisacustom 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 countiesin the East as well

as tax service companies have aready been programmed. Call Service Support to inquireif a
county or tax service has been set up.

=
O
==
L

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

Overdraw Escrow Accounts
If box is checked, the accounts with this deal er can disburse funds and permit anegetive 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. Theitems marked with ared asterisk are mandatory. The purpose of the
Deder Codes is to consolidate disbursements to one check when possible.

| Llifelsuance N Details |
| Dealer Code 4]

i

Dealer Mame

Lo s, L Intemnational

Straet 1 #|
Street 2 [
City, State, ZIP #] [ =

In Care OF I
Pharia |
Fax I

E-mail f
File Program Mumber | Overdraw Escrow Accourts W

[ ] oste | =

To add adeder, click the Add button. Thewindow will display previously set up dealersfor 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 deaer (if needed).
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City, State, ZIP
City, state, and ZIP Code where the dedler islocated.

In Care Of
The individual to contact at the above address.

Phone
Contact telephone number for the dealer.

Fax
Fax number for the dedler.

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. Thisfileisacustom 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 countiesin the East as well

as tax service companies have aready been programmed. Call Service Support to inquireif a
county or tax service has been set up.

=
O
==
L

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

Overdraw Escrow Accounts
If box is checked, the accounts with this deal er can disburse funds and permit anegetive 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. Theitems marked with ared asterisk are mandatory. The purpose of the
Deder Codes is to consolidate disbursements to one check when possible.

Disability Insurance |~ Detais |
| Dealer Code 4]

i

Dealer Mame

Lo s, L Intemnational

Straet 1 #|
Street 2 [
City, State, ZIP #] [ =

In Care OF I
Pharia |
Fax I

E-mail f
File Program Mumber | Overdraw Escrow Accourts [

EnET ||

To add adeder, click the Add button. Thewindow will display previously set up dealersfor 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 deaer (if needed).
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City, State, ZIP
City, state, and ZIP Code where the dedler islocated.

In Care Of
The individual to contact at the above address.

Phone
Contact telephone number for the dealer.

Fax
Fax number for the dedler.

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. Thisfileisacustom 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 countiesin the East as well

as tax service companies have aready been programmed. Call Service Support to inquireif a
county or tax service has been set up.

=
O
==
L

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

Overdraw Escrow Accounts
If box is checked, the accounts with this deal er can disburse funds and permit anegetive 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. Theitems marked with ared asterisk are mandatory. The purpose of the
Deder Codes is to consolidate disbursements to one check when possible.

| Llifelsuance N Details |
| Dealer Code 4]

i

Dealer Mame

Lo s, L Intemnational

Straet 1 #|
Street 2 [
City, State, ZIP #] [ =

In Care OF I
Pharia |
Fax I

E-mail f
File Program Mumber | Overdraw Escrow Accourts W

EnET ||

To add adeder, click the Add button. Thewindow will display previously set up dealersfor 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 deaer (if needed).
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City, State, ZIP
City, state, and ZIP Code where the dedler islocated.

In Care Of
The individual to contact at the above address.

Phone
Contact telephone number for the dealer.

Fax
Fax number for the dedler.

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. Thisfileisacustom 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 countiesin the East as well

as tax service companies have aready been programmed. Call Service Support to inquireif a
county or tax service has been set up.

=
O
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Use this only when payment is to be made for a substantial number of loans to one
dealer.

Overdraw Escrow Accounts
If box is checked, the accounts with this deal er can disburse funds and permit anegetive 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. Theitems marked with ared asterisk are mandatory. The purpose of the
Deder Codes is to consolidate disbursements to one check when possible.

| HomeownerFee | petails |
| Dealer Code 4]

i

Dealer Mame

Lo s, L Intemnational

Straet 1 #|
Street 2 [
City, State, ZIP #] [ =

In Care OF I
Pharia |
Fax I

E-mail f
File Program Mumber | Overdraw Escrow Accourts [

EnET ||

To add adeder, click the Add button. Thewindow will display previously set up dealersfor 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 deaer (if needed).
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City, State, ZIP
City, state, and ZIP Code where the dedler islocated.

In Care Of
The individual to contact at the above address.

Phone
Contact telephone number for the dealer.

Fax
Fax number for the dedler.

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. Thisfileisacustom 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 countiesin the East as well

as tax service companies have aready been programmed. Call Service Support to inquireif a
county or tax service has been set up.

=
O
==
L

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

Overdraw Escrow Accounts
If box is checked, the accounts with this deal er can disburse funds and permit anegetive 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. Theitems marked with ared asterisk are mandatory. The purpose of the
Deder Codes is to consolidate disbursements to one check when possible.

Special Assessment 8 Details |
| Dealer Code 4]

i

Dealer Mame

Lo s, L Intemnational

Straet 1 #|
Street 2 [
City, State, ZIP #] [ =

In Care OF I
Pharia |
Fax I

E-mail f
File Program Mumber | Overdraw Escrow Accourts [

EnET ||

To add adeder, click the Add button. Thewindow will display previously set up dealersfor 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 deaer (if needed).
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City, State, ZIP
City, state, and ZIP Code where the dedler islocated.

In Care Of
The individual to contact at the above address.

Phone
Contact telephone number for the dealer.

Fax
Fax number for the dedler.

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. Thisfileisacustom 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 countiesin the East as well

as tax service companies have aready been programmed. Call Service Support to inquireif a
county or tax service has been set up.

=
O
==
L

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

Overdraw Escrow Accounts
If box is checked, the accounts with this deal er can disburse funds and permit anegetive 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 Deders). It is recommended after the data has been entered to
print a hard copy for reference.

Print Escrow Dealers |

‘ & Al & Single & Tupe I

The operator can indicate to print All Escrow Dedlers, a Sngle dealer by state and Dealer Code, or
aTypeincluding al states and Deder Codes.

Creates a .pdf (portable document format) of the report. The toolbar within the PDF report
display screen contains optionsto save to afile, print, or e-mail the report.

Escrow Dealers

1-Tax

ST/ Dealer
Prov. Code Dealer Name Address In Care Of Phone Fax E-mail Tax Program oD

Ut 57 Weber County 2550 Washington Bivd Weber County Assessor  (801) 621-3456 (801) 621-5555 assessor@webercountyut.gov ¥
Ogden UT 84401
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State Escrow File

It is state law that determines if alender 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.

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 programwill produce an error report. Itismandatory if you are
going to pay interest that the information be on file.

State Escrow File |

State Accrue Interest Pay Code Interest Rate
AR Yes Annual I 1.0000 % Edit Delete
T Mo Annual | % Edit Delete

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

Delete

Delete an Escrow State File.

Retain the information entered or modified.

Add State |

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

State Escrow File |

State *lGA 'i Accrue and Pay Interest T
Payinterest"a" Only [

Early Payoff | Mo Interast a|

LastUser | | Date Changed I:I
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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 isindicated, click this box to indicate interest is to be paid on escrow
balancesfor loanswith this property state. When this box is checked, the screen expandsfor

additional information to be entered.

State Escrow File |

State *lGA 'i Accrue v

Interest Rate I % Compute Code I "i

Fay Code | *I

Interest Calculated an | 'i

Compute an Compute on

A--Fire Loss Draft - E--E=c. Refund-Chk C

Compute on Compute on Compute on

R--Callection - 5-Collection r T-Collection r

R--Collection

Compute Code I "i Interest Calculated on | '1

Interest Rate | %

Early Payoff | _'_l

LastUser [ | Date Changed I:I
m Cancel |

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.
Annual
Semi-Annual

Quarterly
Monthly

Mortgage Office 218

System Setup



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

Month End
Beginning
Average

Daily Average

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

360
365
366
Loan Day Calc

Compute On
Indicate to compute interest on Escrow Types A and/or E.
R, Sor T Collection
Indicateto set uptheR, S, and/or T Escrow Typesto accrueinterest. Additional information
will berequired. Sincetheinterest on R, S, and/or T recordsisaccrued only and never paid,
the Pay Code and Early Payoff are skipped.
Early Payoff
Select from the options the method to use when aloan pays off early:
¢ No Interest
e |nterest to Date
e 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.

Service Fee Tahles |

Table Humber Description Humber of Entries Computed On
1 125% Service Fee 2 Tiered on Total Loan m
2 Tiered 1 1 Loan Balance m
Add Table
Table Number

Indicates the number used to reference the specific table.

Description
User-defined description of the Service Fee Table.

Number of Entries
Thisrefersto the number of various |oan 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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Add Table

Service Fee Tahles |

Tahle *I Description *I " Loan #mount & Tiered on Total Loan

| addiem |
Table (* Mandatory Field)
Enter the number to identify the new Service Fee Table.
Description (* Mandatory Field)

Enter abrief description for the new table.

=
m]
3
i

Click either Loan Amount or Tiered on Total Loan. Different informationisrequired
depending on selection.

L oan Amount

The Servicing package allows breaks within the service fee structure. Set up the service feefor
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 feerate.

Service Fee Tahles |

Tahle 6

Semvice Fee Rate Balance Below

[ % s
[ Soe ] concor

Service Fee Rate

Enter the servicing fee.
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Balance Below

Enter thefeethat 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.

Theprogramwill computethe servicefeefor theentireloan balance at the servicingratefee. 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
loanisat or below $1,000,000, 25% when the loan is at or below $500,000, then 10% when the
loan isbelow $250,000. The program will only compute the feefor thetotal loan balance within
the range specified.

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

Cancel

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 Tahles |

Tahle 6

Service Fee Rate Lp To Amount

[ % Is
| saw |
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.

Cancel

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

Attach ThisTableto aLoan
The Servicing Fee (to be paid to the servicer by theinvestor) isset up intheindividual | nvestor

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 charactersfor
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 allowsfor various noticesand | ettersto be printed to send to the
borrower indicating payments have not been received. Unableto contact notices, reminderstheloan
payment is due, or late charges assessed are all part of the Mortgage Office Software Collections
program.

k Senvicing
P Control Mumber

F Investors
3 Standard Fields

3 Servicing Functions
3 Escrow Dealers

b State Escrow File

P Service Fee Tables
P Customn Field Labels
3 Collections H-— ¥ Collections

b Aftorneys Delinguent Contact

b Lnahle to Contact

F Confirm Action Date

b Action Date Reminder
Data For

P Demand Leter

b Attorney Letter

F Mon Payment Letter
Other

F MSF Return Payment Motice
P Late Charge/Fees Due
b Default Motice (2 Month)
b Action Letters

P Collector Assignments
B Attorneys
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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 threeto apage on perforated paper sized to fit awindow envelope.

Unahle to Contact |

*Text area is sized according to space available on the notice. Typing beyond the text area dimensions
may misalign the notice.

e hawve been trying to contact you regarding your mortgage loan. ;i
Please call us ASAP at 1-8585-029-9999. Your credit may be at risk.

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.

Theverbiage can bein uppercase or lowercaseletters. No color, underlining, bold, or italicscan
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 threeto apage on perforated paper sized to fit awindow envelope.

Confirm Action Date |

*Text area is sized according to space available on the notice. Typing beyond the text area dimensions
may misalign the notice.

I just want to make sure you understand you have set a date for i —
vour payment to be made. If not paid on the date you set, I will
contact wou again.

Thank wyou,

John Doe

Loan Counselor

§85-5858-8888

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.

Theverbiage can bein uppercase or lowercaseletters. No color, underlining, bold, or italicscan
be used.
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Action Date Reminder

TheAction Date Reminder noticesare used by the collector to remind borrowersof apromise 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 threeto apage on perforated paper sized to fit awindow envelope.

Action Date Reminder |

may misalign the notice.

*Text area is sized according to space available on the notice. Typing beyond the text area dimensions

The payment you promised will be due in five days.
sure you keep the promise you made.
Thank wou,

John Doe
Loan Counselor
§85-5858-8888

Please make

-

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.
Theverbiage can bein uppercase or lowercaseletters. No color, underlining, bold, or italicscan

be used.

Mortgage Office 228

System Setup



Demand Letter

Demand Letters are available to be sent to delinquent borrowers. Most of the letter is preformatted
by the program. Accessto the datathat iscompany defined to be printed on lettersisavailablein this

option.

Theletter is printed through Servicing > Collection Accounts > L etters/Notices > Datafor Demand
Letter.

Demand Letter |

The information above is provided so you may write a letter ;}
demanding pavments., ALl collection efforts have been exhausted.
THIS INFORMATION IS STRICTLY COWFIDENTIAL. _vj

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.
Theverbiage can bein uppercase or lowercaseletters. No color, underlining, bold, or italicscan
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. Accessto the datathat iscompany defined to be printed on lettersisavailablein this
option.

Theletter is printed through Servicing > Collection Accounts> L etters/Notices > Datafor Attorney
Letter.

| Aomeyleter |

The information above is provided so you may write a letter ;}
demanding pavments., ALl collection efforts have been exhausted.
THIS INFORMATION IS STRICTLY COWFIDENTIAL. _vj

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.

Theverbiage can bein uppercase or lowercaseletters. No color, underlining, bold, or italicscan
be used.
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Non Payment Letter

This option is to create/modify the message for the Non Payment L etter 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.

Non Payment Letter |

Dear Customer, ;ﬂ

Last mwonth we did not receive the pavieent duse on your loan., The
armount now due on your loan is shown below. It is extremely
important that vou pay the amount due immediately. Payients of
less than the total due will be returned unless we have previously

agreed in writing to aceept partial pavments. Failure to pay the
amount due will constitute default of the loan under the terms of
the note.

If there are unusual circumstances that will prevent pavioent being
made by the date indicated shove, it is strongly suggested ywou call
for an appointment to discuss other possible arrangements.

Sincerely,

John Doe
3r. Collector
(800) 395-99599 ]

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.
Theverbiage can bein uppercase or lowercaseletters. No color, underlining, bold, or italicscan
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

e Zero Principal Balance

» Freeze Code of Medium - No Late Notice or Hard

« Mail Code of Do Not Mail or Do Not Print Late Notice

The notices are designed to print threeto apage on perforated paper sized to fit awindow envelope.

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

Payment Notice.
NSF Heturn Payment Notice |
Returned Check Fee l $ 2000
Message
The attached check has been returned Insufficient Funds. Your ‘ﬂ

payment has been reversed and your account charged as indicated. If
vou have gquestions, please call (801) 621-3200.

i

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.
Theverbiage can bein uppercase or lowercaseletters. No color, underlining, bold, oritalicscan
be used.

The NSF Return Payment Notice messageislimited to 280. Spacesareincluded 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 awindow envelope.

Theletter isprinted through Servicing > Collections Accounts > L etters/Notices> Late Charge/Fees
Due.

Late Charge/Fees Due |

Message

The amount shown is due and payable upon receipt. If you have __I
gquestions, contact the Mortgage Department at (S01) 621-3900.

=l

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.

Theverbiage can bein uppercase or lowercaseletters. No color, underlining, bold, or italicscan
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).

Default Notice (2 Month) |

Message

This notice 1is sent to you because of your falilure to pay your ;J
mortgage payment. If you continue to neglect your payment, a late
fee will be assessed Lo your account.

F¥ou are now considered to be in default. Technically, the terms of
vour contract state that the total amount due 1s the current
halance.

Please remit your payment as soon as possible.

If wou have gquestions, please call us at the number kbelow.

The HMortgage Department
(801) B621-3900

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.

Theverbiage can bein uppercase or lowercase | etters. No color, underlining, bold, or italicscan
be used.

The Default Notice message is limited to 1,000 characters. Spaces areincluded 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 defaullt,
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.

Action Letters |

Name
a0 Days Delinguent m
Add Letter

Option to edit an existing letter.

Option to delete an existing letter.

Add Letter

Click Add L etter to create an Action Letter.

Action Letters |

Letter Mame I

¥ The borrower's name, address, loan number and the date are all automatically included in the header of the letter. Click "Print Preview” to view a sample.

=

[ Sor ] P proion |
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Letter Name
Enter abrief 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.

Print Preview

Onceset up, the operator can preview asampl e of theletter and make modificationsif 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 alow room for the field being printed.

Mortgage Office

Common Inserts

LoaniBHorrower Information

Accu_unt Numher :
Borrower
Primary SSH
Co-Borrower
Cu-Bu_rruwer SSN :
Mail Address 1
Mail Address 2
City, State & ZIP

Orig. Loan Amt. :

Maturity Date

Principal Balance |

Partial Balance
Int. Paid to Date
HNext Pmt. Date
Lat_e Fees Due :
Property Address
Property C57
Last Pmt. Date
_Bu_rruwer F'hu_ne :

Business Phone

FHAMAPRMI Num.
Current Int. Rate
Current P&
Sub. Pmllerlt ;
DDA Number
Fees-Charges Due

First Pmt. Date

Bal. at Maturity

-

TRMHLRERERE

ayoff Information
Paid in Full Date

Payolf Code
Payoff Code Desc. |
FF Company Hame

FF Company Add.
FF City, State & ZIP
Contact Person |
Contact Phone
New I__uan Number
Total Payoff Amt.
Principal Paid Off |

Data Fields
Instaliments Due |

Escrow Constant
One I_n_stallment
Total Inst. Due
Total Due |
Promise Action

Twao Instaliments

LC * Instaliments

| 1st Install Due |
2nd Install Due
3r_d Install [_)ug |

. Current LTV |

Last Contact

CL End Draw Date

Page Break |

Current Date

Two Weeks

=
i
2
LT
ik
=
i

Three Weeks
Investar Fields

Investor Name

City, State & ZIP

A Other Inserts

Fire Dealer
Dealer Address |
C'rt_v, Statp & ZIP
Fire Escrow ID |

PMI Dealer
Dealer Address |

City, State & ZIP

1
]
=3
=
=
LT
i
=
i

2

w

7
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Formatting

Two Columns | Three Columns Four Columns Five Columns

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 columnsin theletter, click the appropriate button and replacethewords* 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

TheCollection programisdesigned to assign aparticular collector to certain type/criteriadelinquent
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.

Collector Assignments |

Name E-mail
John Baker JBaken@company.com m
Jane Craft JaneCraft@icompary. corm m

m Update Assignments | Delete Special Assignments |

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 thelogin namesof individuals
not currently set up will display in the drop-down list.

Oncetheselection of theloginisindicated, the nameisthen displayedinthe Collector’ sAssignment
list. The operator must then click the Edit button by login name.

Collector Assignments |

Account Range Location Control Delinguency Alphahetical

DN DN DN KN KN

Close
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Account Range

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

Collector Assignments |

Account Range | I Thrul I

Location

The Locations previoudy 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.

Collector Assignments |
Location | 'I

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.

Collector Assignments |

Control | ;}

Delinquency

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

Collector Assignments |
Delinguancy | 'l
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Alphabetical

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

Collector Assignments |

Borrower Last Name
Beginning Letter

|_
Ending Letter |

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

Collector Assignments |

Account Range Location Control Delinquency Alphabetical
Wiew Loans Brookside 29 31-45 Days Wiew Loans

Update Assignments [

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
filewill 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 Special Assignments

Delete previously set up collection criteriafor al 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.

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

Attorneys / Trustees

Code HName Company

005 Anthony Jones Strith and Jones m
Add Attorney ! Trustee |

Option to edit the attorney/trustee information.

Delete

Option to delete an attorney/trustee.

Add Attorney | Trustee |

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

m Cancel | Foreclosure Action Labels |

Attorney / Trustee Detail |
Attorney Code *i l

Attorney Code

Enter the Attorney Code and click Save.
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m Cancel |§ Foreclosure Action Labels |

Attorney / Trustee Detail |

Attorney Code *129

Mame |

Company |
Street 1 |
Strest 2 |
|
|

City, State, ZIP

Phone

Phone Ext |
Fax |
E-mail =4 |

Tax D Mumber I

Reminder Message

Mo Response Message

m Cancel | Foreclosure Action Labels

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 |D Number
Thetax ID number can be entered.

M essage

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

Foreclosure Action Labels |

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

Select Attorney State |

Attorney Code 29 MName Lawrence Howe Company Dewey and Howe

State

Add State | |

Click to add a state to the attorney code.

Select Attorney State |

Attorney Code 29 MName Lawrence Howe Company Dewey and Howe

State ok =]
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State

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

Select Attorney State |

Attorney Code 239 Name Lawrence Howe Company Dewey and Howe

State

T Edit Delete |
Add State |

Click Edit to display the Action Labels screen.
| Adionlabes |

Attorney Code 29 MName Lawrence Howe Company Dewey and Howe

State

Description Days
ISend File to Attorney

20
45
G0
7a
a0

IAﬂorney Letter to Borrowwer

Im'torney Motice to Borravwer

[Pulslish First Time

IMaiI Copy to Borrowwer

[Fublish Second Time

|Mai| Copy to Borrovwer
Hctity PMI Comparry
[Hctice of Sale Date

TR ok GRSEN R ool B

120
145

L=

(o2

A

e

Lo

b

LI

o

i

(o)

Lo

=
=

Set the label description, then the number of days after the Tracking Start Date this item must
be done. Onceforeclosure begins, the various | etters or notices must be sent in atimely manner.

Onthethe Tracking screen (Servicing > Forecl osure > Tracking), the program will computethe

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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¥ Maintenance
[ ScrolEx Setup

3 Company - Miscellaneous
O vView Onhby

O Interest Tables

[ Processing

[ Construction

[ Senvicing

[ Credit Ling =g ¥ Credit Line

2 System Implementation
I3 Check Format
O Compliance Audit

3 System

P Payment- Interest Tahles
F Payment- Loan &mt Tables
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Payment - Interest Tables

If the Credit Line P& 1 payment isafactor timesthe current principal balance based upon theinterest
rate, the program will read this table to determine the factor for computing the P& | 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.

Interest Tahles |

Table Humber Description Humber of Entries

1 yariable Rate 4 m

Option to modify the table information.

Delete _
Option to delete the table.

Click Add to create anew table.

Interest Tahles |

Table * i Description 4 |

Table
Enter the table number.
Description

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

Interest Tables

Tahle 29

Interest Rate FPercent of Balance
I % I %

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.

Per cent of Balance

Percentage factor by which to multiply the loan balance to calculate the new P&1 payment.
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Payment - Loan Amt Tables

If the Credit Line P& payment is based upon the principal balance, this table will be used to
compute the P& 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& 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.

Loan Amount Tables |

Table Humber Description Humber of Entries

1 Yaried on Balance A m

Option to modify the table information.

Option to delete the table.

Click Add to create anew table.

Loan Amount Tables |

Table * i Description 4 |

| add | Ciose |
Table
Enter the table number.
Description

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

Loan Amount Tahles

Tahle 29

Fercent of Balance Loan Balance

[ %] s
[“Sumi ] ~cocor—|

Per cent of Balance
Percentage factor by which to multiply the loan balance to calculate the new P&1 payment.
L oan 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 acheck should be written. Transaction dateisthe 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.

Check Format |

Package

Canstruction
Frocessing
Sewicing Select |

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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Servicing Check Format |
Check Properties

*Intarnet Explorer Broweser settings must be adjusted for checks to print carrectly. (Set Up.) [
1 Check per page

Your Company Mame Appears Here

2650 Washington Blvd. Tran:
Suite 203

Qgelen UT 54401-3623 LU

Payee_Mame_1

Payee_Mame_1

Payee_Address1

Payee_Address2

Payee_City Payee_State Payee_ZIP

-
4] | 5

I(DJ Al - Borroweer Info / (R) Comments j Add Field Nudge |Carriage Return =] Measure From...
Field From Top From Left or _From Right =

]

Current Date +=|10000 " +=30000 +=|0d000 Delete |

;

Check Number +=|10000 " +=00000 +=[10000 Delete

;

Mumetic Amount 4=t 7000 " +=[00000 +={l0000 » Delete |

Alpha Amount +=20000 " +=[10000 +=|00000 ¢ Delete

17
HEEEEEE

All- Payee Info +=23000 +=z0000 » N Delete |

1

Comments +=|37500 +=to000 - N Delete

;

All - Borrower Info +=[42500 " +=[t0000 +={00000 Delete | =l

Check Properties

Click Check Propertiesto display the printing parametersfor the check. Themargins, pagesize,
and check width aredisplay only; no modificationis permitted. The check and check stub height
may be modified, but their combined height cannot exceed the maximum check height.
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Check Format Properties |

Frinter Top Margin 0.2500  fin
Printer Bottorm Margin (22100 fin
Printer Right Margin 0.2:500

n

Printer Left Margin 02500  fin

Page Width [p5000 ]in

Fage Heinht in

Faont IAII Caps vl

Font Size ]8.0

Check Height Ezs00 in Max
Check Width |F812s |in

Check Stub Height 7500 in  Max

Font

Choosefrom Arial, Helvetica, TimesNew Roman or Courier for thefont. If All Capsis selected,
the font will be Aria. Indicate the font size and click Save.

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

Select afield 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 Deleteto
remove the field from the check setup.

After afield 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.

M easure 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 theitem to print. It is
possible for anitemin onefield to print over an itemin another field. Use carein the formatting
of acheck 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 aresult 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 isprovided 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.

¥ Maintenance
3 ScrolEx Setup
3 Company - Miscellaneous
1 view Onhy
[ Interest Tahles
[ Processing
@ Construction
3 Servicing
[ Credit Line
[ System Implementation
[ Check Format
O Compliance Audit —)-— ¥ Compliance Audit
[ System ¥ Loan Review

B File Organization
¥ Document Compliance

b Application

Evidence of Title

Deed of Trust or Morgage
Mote and Riders
Commitrment
Closing/Disclosure Staterment
Title Palicy

Hazard Insurance

MIF Insurance

Yerification of Disclosures

i . i . B . i
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Loan Review - File Organization

Thefirst step is to get the files organized. This program defines the “ stacking order” of documents
in the folder. Determine the items required to bein aclosed 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, thetitle policy, appraisal, survey, waiversto
easementsor titlevariations, 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 theright.

A File Organization Labels Left Side

Header: |

ICopy of Mote

|addendum to Hote
iAddendum Mortgage/Deed of Trust
[Title Policy

i.&.ppraisal

Frta e e T KR S R i L e

25, |
26. |
27. |
28, |
23. |
an, |

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 isin the loan file. The program providesfor 10 topicsto
be reviewed. Under each topic, various itemsto 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:

» Application

» Evidenceof Title

» Deed of Trust or Mortgage
* Note and Riders

o Commitment

Closing/Disclosure Statement
Title Policy

Hazard Insurance

MIP Insurance

Verification of Disclosures

Application |

I1 003 completed and signed by the applicant

iAppraisaI completed and signed by the appraizer

ICred'rt Report - not older than 90 days

;Verificaﬁon of Employment - signed - agrees with 1003 app

i\u’erificatic-n of Deposit - signed - agrees with 1003 app

iFinaI Compliance Inspection Report received and campleted

!Prepaid penalty clause satisfactory

Lol coiiind A T Bmadbdl bl e

L oo
o O

12, |

ST
o

15 |

16, |

17. |

18 |

19|

a0, |

Thelist of itemsto 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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