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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.

SEARCH EXPRESS ORDER
PROVIDER DOCS || ADMINISTRATION

DATA LIPLOAD
S .
T oo |

ORDER PRODUCTS

COMING 500N

Welcome: Customer Test Mortgage Today Is:

—— PLACE & NEW ORDER |

Loan Purpose Branch

Multi-User

| b || * Custarner Test Martgage % || Lagin, Training W

Appraisal f evaluations
Flood

Autormated Yaluations
Title

ClosinalEscrow Consumer Credit

wVerifications Title & Closing/Escro

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.

EDIT COMPANY USERS ADD NOTIFY COMING SOON MEW PRODUCTS

QUEUES

Current Information

Main Address

Customer Test Mortgage
Company ID: 18934
456 Parsons St South

Billing Address

485 Parsons St South

Suite 15000
Houston, TH 77042

Contact:
Contact Phone:
Contact Fax:
Contact Email:

Mary 1 King Jr.
123 457-7777
564 567-83950
jking@yahoo.com

Suite 150
Houston, Tx 77077

Contact:  John 1 King Jr.

Contact Phone:  (456) 789-4568
Contact Fax: (564) 567-8950
Contact Email:  jking@yahoo.com
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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
CONTACT TYPE
Type:|Main -
e —
— EDIT BRANCH/LOCATION |
CUSTOMER TEST MORTGAGE COMPANY INFORMATION

Mame Address Line 1 Address Line 2

|Cust0mer Test Mortgage | |456 Parsons St South | |Suite 15000 |

City State Zip Phone Fax

Houston [tz =] [r7oaz | [(855) 555-4654 | [t855) 555-2330 |

CONTACT INFORMATION
First Mame MI Last Hame Phaone Fax Ernail
Mary | [King r. | [(456) 789-4568 |[564 567-8950 3| [king@yahea.cam
BACK | RESET | UPDATE |
. select Provider Approval to edit the contact information of the person that should receive status
notifications on new product requests.
CONTACT TYPE
Tl,lpe:lprouiderApproual vl
—|_EDIT BRANCH/LOCATION |
CONTACT INFORMATION
First Name MI Last Mame Phaone Fax Ernail
Mary | [king ar. | [(456) 789-4568 |[564 567-8950 »3| [donusic@realec.com
BACK | RESET | UPDATE

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.
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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 2. The EDIT USERS page will display a list Add New/Existing Users

of active users on the account. Scroll to the R 0T T st Morlgags
bottom of the page and press the Add New =

Users button to continue.

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

Password

Exipre at Add/Edit
First Orders
Login

View
All Admin
Orders

Password
Expiration
Cycle

Confirm
Password

First Name Last Name UserName E-Mail Password

| I I I | I I l|B0_Jasys| I 0| 0|0
| I I I If I I ||50_Jaays| T i N i
| I I I I I I ||50_Jdays| T 0| 0|0
| I I I If I I ||50_Jaays| T i N i
| I I I I I I ||50_Jdays| T 0| 0|0
| I I I If I I ||50_Jaays| T i N i
| I I I I I I |[[50_] aay| T 0| o0| Do
| I I I If I I ||50_Jaays| T i N i
| I I I I I I ||50_Jdays| T 0| 0|0
| || || I I || || ||[50_Jaays| I i s
BACK | CLEAR FORM | ADD | ‘

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.
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Modify User Information

Step 1. Press the Edit Company Users button at the top of the ADMIN MAIN page. EDIT COMPANY USERS

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.

. a First Last
Modify Active Username Name Name
_ V/ custadrnin Custormer Adrin
< _ )V/ dchavez Diana Chavez
v
_ V/ Mario Mario Crarnis

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.

Update User Information - custadmin for Customer Test Mortgage

Change User Status
@ Active

O Inactive

Change User Information

E-Mai:| ] Phone:| |l Fmx[ ]

Change User Password

Password Confirm Password Expiration Date Expiration Cycle Expires at First Login
|oooooooooo | |oooooooooo | 102872005 days r

[l Reset Password Question

CAMCEL UPDATE
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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.

First Last
MName MName

Modify Active Username

v/ custadriin Custormer Admin

< _ )v/ dchavez Diana Chavez
v

v/ Mario Mario Crarmis

Step 3. Press the User Access button at the top of the page.

ADMIN MAIN

Update User Information - custadmin for (

Change User Status

¥ Active

{:} Inactive

Step 4. Modify the Users access and press Update when done.

UPDATE USER ACCESS - custadmin for Customer Test Mortgage

DEFAUL he User does not have access to the Crder products module and cannot place orders,

Add,/Edit: Allows the user access ta the Order Products module ta place new arders and change the status, add comments, or
add product arders to existing transactions, The user must have the ability to add arders at their default location ta be granted
addfEdit Orders at ather locations.

DEFAULT: The User can only view orders they have submitted.

Wiev All Orders: Allows the user to view all orders that are placed at any location assodated with their Parent company,
ragardless if thay are = valid user at that location.

Multi User Orderin

DEFAULT: The user does not have access to select any user on the party to place an order with,

O

Order from any User: The user has access to select any user on the party to place an order with.

Reports
DEFAULT:Allows the user access to the Reports module to process and view reparts, The data included in the reparts is

@ determined by the user's View Order access,
(&) Suppress Reports: The user does not have accass to the Reports module and cannot process or view raports,

Administration

O DEFAULT: The User does not have access to the Administration module,

(O] Admin: Allows the user access to the Administration moduls to perform Administrative tasks.

CANCEL | UPDATE |
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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 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.

Service Cancelled (240) Verifications
Service Delayed (250) vatifications
Service On Hald (230) Verifications
Senice Routed to Pravider Failed (110} “erifications
T ——
CANCEL (mnnimimr mc.m:; )
N ——

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.

DELIVERY OPTIONS I

Send all selected notifications to the following email address |
[T Override with User Email

H SELECT EVENT / ENTER EMAIL |

e ) B Bl i) ene s By
Documents Shipped Information{40) - - r r r r
Documents Shipped Received(691) r r I - r r
Laan Funded{730) r - r - r -

Reguest Approved(156) - r r r r -
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To Modify Existing Email Notifications

Step 1. Press the Add Notify button from the AbDMIN 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.

—| Email

Delivery 2: Email
Default Address: user! @vahoo.com

Event Product Type
Comment (2200 Closing/Es crou
Comment (220 Flood
Comment (220 Title

Product Delivered by Provider {150% Title

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.

DELIVERY OPTIONS I

Send all selected notifications to the following email address (donusic@realec.com
[T Cwerride with User Email

— SELECT EYENT / ENTER EMAIL |

Consumer Bundled Mortgage

S B Credit Services  Insurance LlesnubaEing
Documents Shipped Information{G3a0} [ [ Il I [
Documents Shipped Received(Ba1) - - Il I I

Loan Funded(7 30} [ [ Il I [v
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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:

NEW PR

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.

Product Type Product Status Provider Request

Comment Date
Appraisal / eValuations Field Review (2000] FPending 4029/2004 1:22:32 PM
Appraisal / eYaluations Full (1004) Approved FIFI2003 4:34:32 PM
Appraisal / e¥aluations | Condominium Addendurm Form (1073af465a)| Approved 3/8/ 2004 6139147 PM
Appraisal / aValuations Fiald Review (20007 Approved 4/ 29/2004 1:22:32 PM
Business Credit Buziness Profile Report Under Review|Mead Sf16/2002 5:57:28 PM

contract

signed
Closing /Escrow Closing and Escrow Services Approved F10/2004 &:30:19 PM
Closing /Escrow Closing and Escrow Services Approved 3/10/2004 6:03:11 PM
Consumer Credit SAFE [1 Bureau In File) Approved 4722004 2:10:17 PM
Document Signing Docurnent Signing - 1 Set Approved 31072004 6:30: 36 PM
Document Signing Docurnent Signing - 1 Set Approved 3/10/2004 6:30:36 PM
Document Signing Cocurnent Signing - 1 Set Approved 310/2004 &:09:10 PM
Flood Basic Cerificate Pending 10/27/20032 4:48:33 PM
Tide Comritment/Preliminary Report Approved 3f10/2004 6:13:11 PM
Tide Commitment/Preliminary Report Approved 317/2004 7:07:03 PM
Tide Cornrnitrnent/Preliminary Report Approved 3/10/2004 6:12:43 PM
Tide Title Repart Rejectad 4/22/2004 2:12:12 PM
Tide Title Report [Comrmercial) Approved 4/2/2004 3:32:59 PM
Verifications Ermployrment only Verification Approved 4/22/2004 3:14:59 PM

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.
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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. —{_ WORK QUEUES |
Select the box next to the queue that needs to be removed and | e ist orwark ueues wil be displayed to the user in alphabstcal order. To edit awork usue, clck the
select the Remove button to continue. The queue will be Feemove bution. Summa
. Remowe Queue Mame Description Status ¥
removed from the list.
D Appraizal Review - Passed "Passed" Appraisal Reports Complete
[ | Appraizal Review - Warnings  Appraisals with "warnings" Complete
F Cancelled Appraisals 53 shown Cancelled
D Completed Appraisals To Display All Completed Appraisals Complete
F] In Curstive Mew queue In Curative
[ | Jims Quewe Late product returns Complete
0 Naw / Unconfirmad All Appraizals that have not been corfirmad
Appraizals by the provider b
D MepUnconfirmead Tithe All new Title Orders that have not been "
Ovdars confirmed by the provider =
O Title - Cusstive Cleared z'l":'awrse;.!‘;':ti:‘epms wiEh & " Curative Cleared
Q— In Curative Shows All Title Reports with an In Curative

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 [ WORK QUEUES |

Add button to continue. The list of wark gueues will be displayed to the userin alphabetical order. To edit
Remove hutton.

Remowe Queue Mame Description

|:| Appraizal Review - Fassed "Passed" Appraisal Reports

D Appraizal Reviaw - Warnings Appraisals with "warnings"

F Completed Appraisals To Display All Cornpleted Appraisals

|:| In Curative Mew queue

F New/Unconfirmed Title All new Title Orders that have not been
Orders confirrmed by tha prouider

] Title - Curstive Clasrad Shows A.!I Title Reports with a "Curative

Clearad" Status
F Title - In Curative Shows All Title Reports with an

ﬂ

ADD NEW QUEUE

Tg % a new gueue, click the Add huttan

Adding New Queue.

Step 2. Enter a Queue name and —_WORK QUELES

deSCI’iptiOl’] on the next page, Se|eCt the Tao craate or modify a uger queue, fill in all raquired fields, selectthe search criteria and click Update. At least one Summary Status ar
. FProduct Type must he selected.

appropriate Status, Product Type and

Product from the menus provided. Queue Name
Select the Update button when done. '

Queue Description

The Queue will be added to the list. |

Summary Status product Type
& )
Service Status Product
BACK | CLEARFORM | UPDATE | ‘
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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:

STANDARD

DUPLICATE ORDER CHECK I

System will check for duplicate orders based on criteria selected, Activation will increase the time it takes to place an order,

[l Loan Humber
Borrower First & Last Mame
Property Nurnber & Street Narme

| LOAN CONTACT UPDATE |

CONTINUE
Reassign By: ® Loan Number O Transaction I —I

| MULTI-USER DISPLAY |

’—{ LOAN PROGRAM CODE |

@ User Login ID

O User Last Mame, First Name

— PRIVACY PROTECTED EMAIL |

Select one or more of the following data elernents to be rasked or hidden from recipients of email notifications at your cormpany.

Borrower Marme
[¥] Loan Hurnber
Dropertt,l Address

Do not send any attachments in ernail notifications

BACK UPDATE | ‘

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.

DUPLICATE ORDER CHECK I

Swstern will check for duplicate orders based on criteriz selacted, Activation will increase the tirne it takes to place an order

¥ Loan Number
p Borrower First & Last Name
I- Property Murmber & Street Narme

Step 3. Press the Update button when done.
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Loan Program Code

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

LOAN PROGRAM CODE |—

MODIFY

Step 3. The LoAN PROGRAM CODE ADMINISTRATION page will display with the following options:

e 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.

e Edit (B) — press this button to change the description of the selected loan program code or to make it the default

e 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.

— EDIT LOAN PROGRAM CODE |

Current Loan Program Codes:

- Description Default? Active

45868 | - | Jennifer A
621032 | - | Testing B
ARMIYR | - | Hola
dfgdfsgd | - | Test this
JRsCode | - | Bank of JR
JunezCode | - | Junes ]
STREAMLIME | - | Mo Cashout program Item 45

C UPDATE |

Add Loan Prograrm Code

Description

E|

D Make thiz the default Loan Program Code
ADD

BACK CLEAR FORM
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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.

LOAMN CONTACT UPDATE I

CONTINUE

Reaszsign By: @ Loan Murnber IC:}Tral‘usan:tin:u'u It

Step 3. The Reassign Orders page will display next. Complete the [ SELECT PARTY |
following to continue: :

Select the party that contains the loan numbers.

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.

| Customer Test Mortgage b

—| SELECT LOAN NUMBER |

Select Loan Number — Enter the loan number(s) to be reassigned in
the spaces provided. Select the Additional button if more loan e ber(s) to b P

Enter the loaan number(sz) to be reazszigned and dick Continue
numbers need to be entered. Click Additional to add more loan nurmbers,

Select the Continue button when done. | |

Step 4. The next page will display the list of users you may assign the order to. | SELECTED LOAN NUMBERS |

Select the user that all of the orders should be reassigned to. Select the Continue

button to proceed. Assign To:
Select a single user to which the selected

RECSTATUS - ~
junetest-

a-

custadmin - Customer Admin

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.

—| LOAN CONTACT CONFIRMATION |

To reassign selected loans to the following user, pleaze dick Done,

Marme: Phone: Fax: E-rmnail:
Cindy Hinshaw 949 771-3234 | chinshaw@m\;email.cud

BACK | CANCEL DONE I
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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.

LOAN CONTACT UPDATE I

CONTINUE
Foeaszsign By: {:} Loan Mumber {‘:*}TranEactiDn I

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 PARTY |

Salect the party to which the lcan processor iz assigned

| Custormmer Test Mortgage b

— SELECT LOAN PROCESSER |

Select the loan processor that currently is assigned the transaction you wish to reassign
(List iz alphabetized by loan processors last name)

| user - Training Login b

— SELECT TRANSACTIONS |

Select one or more transactions Select a single user to which the selected transactioni=) will be
(hold down the control key and click to select multiple aszigned
transactions) (List is alphabetized by loan proceszors last name)
Transactions: 15934-1674260 A Assign To: custadmin - Gustorner Admin A
18934-1691101 dchavez - Diana Chavesz =
18934-1781121 Mario - Mario Damis
18934-1796441 viwebCust - Janet Doe b
189324-1796592 junictdl - IR Johnszon
15934-1504644 rmandelltest - Lisa Mandell
18934-1804869 ¥ daonusic - Dave COnusic
BACK CONTINUE

Select the Continue button to complete the reassignment.
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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.

MULTI-USER DISPLAY H

o User Login ID

O User Last Marme, First Mame

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:
Address and/or email attachments.

Borrower Name, Loan Number, Property

—| PRIVACY PROTECTED EMAIL |

Select ane or more of the following data elements to be masked or hidden from recipients of email notifications at your company.
I- Baorrawer Mame

[ Loan Humber

r Property Address

[T bo not send any attachments in email notifications

Step 3. Press the Update button when done.




