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REFERENCE GUIDE 
 
The Admin area allows you to modify account information and setup.  These types of changes include:  updating 
company contact information, adding/editing users and email notifications, editing and monitoring of new product 
requests and other account settings.  Each of the Admin functionalities is represented by buttons across the top 
of the Admin Main page.  This reference guide details the options available under each of the Administrative 
options. 
 

ADMIN MAIN 
 
To access the main administrative page: 
 
Step 1.  Log in and press the Admin button.  Note:  If the Admin button is not available then the username does not have 
Administrative rights. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 2.  After selecting Admin, the ADMIN MAIN page will display.  Each of the Admin options is represented by buttons 
across the top of the page.  See the following sections for information on each of the Admin options. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

Admin
Main
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EDIT COMPANY 
 

The Edit Company area allows the user to update the main company and provider contact information.  To update this 
information: 

Step 1.  Press the Edit Company button from the ADMIN MAIN page.   
 
Step 2.  In the Contact Type drop down menu choose one of the following: 
 

• select Main to edit the Company address or contact information 
 

 

• select Provider Approval to edit the contact information of the person that should receive status 
notifications on new product requests.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 3.  Once the contact type has been selected, update the appropriate contact information.  All fields shaded in blue are 
required.  Press the Update button when done.   
 
 
 
 
 
 
 
 

Edit 
Company



 

 4 

REFERENCE GUIDE 
EDIT USERS 
 
The Edit Users area is used to add new users, change user contact information or passwords on existing users and to 
update the access rights of users.   
 

Add New Users 
 
Step 1.  Press the Edit Company Users button at the top of the ADMIN MAIN page.   
 
 

 
 
 
 
 
Step 3.  Enter applicable information for each new user.  All fields shaded in blue are required.   

  
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Step 4.  Press the Add button once the applicable information has been entered for the new user.  If the submit was 
successful, the user will be brought back to the list of active users for the account and the new entries can be reviewed.  If 
an error occurred, the user will be brought back to the ADD NEW USER page.  The top of this page will list the errors that 
occurred in red.  Fix the error that occurred and press Add when done. 
 
Note:  The most common error is that the selected username is not unique – i.e. another user on the system has that 
username.  To fix this error, either add characters to the username or request a new username. 
 
 
 
 
 
 

Edit Company 
Users 

Step 2.  The EDIT USERS page will display a list 
of active users on the account.  Scroll to the 
bottom of the page and press the Add New 
Users button to continue. 
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Modify User Information 
 
Step 1.  Press the Edit Company Users button at the top of the ADMIN MAIN page.   
 
Step 2.  The EDIT COMPANY USERS page will display a list of active users on the account.  Locate the user that needs to be 
updated and press Modify next to the name to continue. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 3.  This page displays the users current information and allows the following items to be updated:  

• Status 
• Email, phone and fax 
• Password 
• Expiration Cycle 
• Password expiration at first login 
Press the Update button when done to save the changes. 
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Modify User Access 
Step 1.  Press the Edit Company Users button at the top of the ADMIN MAIN page.   
 
Step 2.  The EDIT USERS page will display a list of active users on the account.  Locate the user that needs to be updated 
and press Modify next to the name to continue. 
 
 
 
 
 
 
 
 
 
 
 
 
Step 3.  Press the User Access button at the top of the page. 
 
 
 
 
 
 
 
 
 
 
Step 4.  Modify the Users access and press Update when done. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Edit Company 
Users (Cont)
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REFERENCE GUIDE 
 

ADD NOTIFY  
 
The Add Notify area is used to add or change email notifications.   
 

To Add Email Notifications 
 
Step 1.  Press the Add Notify button from the ADMIN MAIN Page.   

 
 
 
 
 
 
 

 
 
 
 
Step 3.  Under the Delivery Option section, enter the email address of the user in the blank field.  Check the box next to 
Override with User Email if the notification should always go to the person that placed the order.  Under the Select 
Event/Enter Email section, locate the desired notification and then check off the box under the product that notification is to 
be set for.  Press the Add/Update button at the bottom of the page when done. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 2.  The list of current email notifications displays next.  Press the Add Delivery Location button located at the top or 
bottom of the page to continue. 
 

Add 
Notify
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REFERENCE GUIDE 
 

To Modify Existing Email Notifications  
 
Step 1.  Press the Add Notify button from the ADMIN MAIN Page. 
 
Step 2.  The list of current email notifications displays next.  Press the Edit button associated with the email notification(s) 
that need to be changed. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
Step 3.  Under the Delivery Options section, change the recipients email address if necessary and/or change the 
Override with User Email selection.  Under the Select Event/Enter Email section, deselect any notifications that need to 
be removed and select any that need to be added.  Press the Add//Update button (located at the top and bottom of the 
page) when done. 
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NEW PRODUCTS  
 

The New Products area is used to review the status of requests to order a new product.  To review New Product 
requests: 
 
 

Step 1.  From the ADMIN MAIN page, select the New Products button.   
 
Step 2.  A list of all the requests to order new products will display.  Review the Status and Provider Comment columns to 
determine if the product is ready to be ordered.  (see descriptions below)  Rejected and approved requests will stay on the 
report for 90 days. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Approved – the product requested may be ordered from the provider. 
Pending –the provider has not acknowledged the request yet. 
Under Review – the provider has received the request and is in approval process.  See Comments for additional 
information if applicable. 
Rejected – the provider did not accept the product order request. 
 
 
 
 
 
 
 
 
 
 
 
 
 

New 
Products



 

 10 
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QUEUES  
 
To View and/or Remove Current Queues 
 

Step 1.  From the ADMIN MAIN page, select the Queues button.  :  
 
Step 2.  A list of all the current work queues will display next.  
Select the box next to the queue that needs to be removed and 
select the Remove button to continue.  The queue will be 
removed from the list. 
 
 
 
 
 
 
 
 
 
To Add New Queues 
 

Step 1.  From the ADMIN MAIN page, select the Queues button.  :  
 
Step 2.  A list of all the current work queues will display next.  Select the 
Add button to continue. 
 
 
 
 
 
 
 
 
 
 
 
 
Step 2.  Enter a Queue name and 
description on the next page.  Select the 
appropriate Status, Product Type and 
Product from the menus provided.  
Select the Update button when done.  
The Queue will be added to the list. 
 
 
 

Queues 
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ACCT SETTINGS - STANDARD  
 
The Standard account settings include duplicate order check, loan program code, reassign orders, multi-user display and 
privacy protected email.  To change the account settings: 
 
Step 1.  From the ADMIN MAIN page, select the Acct Settings button.    The Standard account settings 
tab automatically displays with the following options: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Duplicate Order Check 
 
Step 2.  Under the Duplicate Order Check section, select the box(es) next to the criteria that should be considered when 
checking for duplicate orders.  The options are:  Loan Number, Borrower First & Last Name, Property Number & Street 
Name.     

 
 
 
 
 
 
 
 
 

Step 3.  Press the Update button when done. 
 

Acct Settings
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Loan Program Code 
 
Step 2.  Press the Modify button under the Loan Program Code section. 

 
 
 
 
 

Step 3.  The LOAN PROGRAM CODE ADMINISTRATION page will display with the following options: 
• Active (A) – check this box to make the selected loan program code available.  Deselect the box if the selected loan 
program code should not be available.  Press the Update button (C) when done. 
• Edit (B) – press this button to change the description of the selected loan program code or to make it the default 
• Add Loan Program Code – complete the Add Loan Program Code (D) and Description (E) fields.  Check the box to 
Make this the default Loan Program Code if applicable.  Press the Add button when done. 
 

 
 
 
 
 
 

Acct Settings
 (Cont)
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E 
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Reassign Orders by Loan Number 
 
Step 2.  Loan number will automatically be selected as the reassign option under Loan Contact Update.  
Select the Continue button to proceed. 
 
 
 
 
 
Step 3.  The Reassign Orders page will display next.  Complete the 
following to continue: 
 
Select Party – If your login has access to multiple accounts, they will 
all be listed in the menu under Select Party.  Select the appropriate 
account that the orders will be reassigned from the drop down menu. 
 
Select Loan Number – Enter the loan number(s) to be reassigned in 
the spaces provided.  Select the Additional button if more loan 
numbers need to be entered.  

 
Select the Continue button when done. 
 
 
 
Step 4.  The next page will display the list of users you may assign the order to.  
Select the user that all of the orders should be reassigned to.  Select the Continue 
button to proceed.  
 
 
 
 
 
 
Step 5.  The Loan Contact information for the selected user will display next.  Confirm the contact information is correct and 
fill in any missing information.  All fields are required.  Select the Done button to complete the order reassignment. 

 
 
 
 
 
 
 

Acct Settings
 (Cont)



 

 14 
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Reassign Orders by Transaction ID 
 
Step 2.  Loan number will automatically be selected as the reassign option under Loan Contact Update.  Select 
Transaction ID as the Reassign by option.  Press the Continue button to proceed.  
 
 
 
 
 
 
 
Step 3.  The Reassign Orders page will display next.  Complete the following to continue: 
 
Select Party – If your login has access to multiple accounts, they will all be listed in the Select Party menu.  Select the 
account that currently has the order(s) that need to be reassigned.  
 
Select Loan Processor – Use the drop down menu to select the name of the processor currently assigned the order(s). 
 
Select Transactions – A list of all the transactions currently assigned to the selected user will display in the 
Transactions box.  Select the transactions that need to be reassigned from the list.  Hold down the control key to select 
multiple transactions.  Once the appropriate transactions have been selected, go to the Assign To box and select the 
name of the user that the order(s) should be reassigned to. 

 
Select the Continue button to complete the reassignment. 

Acct Settings
 (Cont)
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Multi-User Display 
 
Step 2.  Under the Multi-User Display section, select the box next to the description of how the list of Multi-Users should 
display. The options are for the Multi-User to display by the Login or by the Last Name, First Name.  
 

 
 
 
 
 
 

 
Step 3.  Press the Update button when done. 
 
 

Privacy Protected Email 
 
Step 2.  Under the Privacy Protected Email section, select the box next to the items that should be hidden in email 
notifications to anyone in the company.  Data that can be hidden includes:  Borrower Name, Loan Number, Property 
Address and/or email attachments. 
 

 
 
 
 
 
 
 
 

 
 
Step 3.  Press the Update button when done. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Acct Settings
 (Cont)


