


























Advice to Collectors

The best way to communicate with a delinquent borrower is by phone or
face to face.

Notices and letters are a waste of time. After receiving 30 letters or late
notices, what does a borrower do with the 31  one? Toss it away!st

To be a good collector – see the people!

Letters/Notices

This area contains printed letter and notice selections.
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Print Action Letters

Builds a queue of loans from the Collection file to send a selected Action Letter. Loans can also be
added to the queue from the Collection Accounts screen. A loan must be delinquent to qualify for
a letter to be printed from this option. Loans added from either source are displayed.

The letters are set up in Maintenance > Servicing > Collections > Action Letters.

A letter prints for additional borrowers with Send Notices indicated on the Additional Borrower
Information screen.

On the main Mortgage Office menu, select Servicing > Collection Accounts > Letters/Notices >
Print Action Letters:

Single Account

Allows the operator to add single accounts to print. Indicate which letter is to be printed and
click Add to enter the loan in the queue. Removed loans may be added to the queue using this
option.
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Select Group

The program is designed to select a group of loans for a letter to be prepared.

Letter

From the drop-down list, indicate the letter to be printed.

Include Removed Loans

Check this option if removed loans are to be included when printing the letters.

Installments

Select the number of installments due. To choose multiple installments due, hold the [Ctrl] key
down and click the desired selections. To unselect, [Ctrl] click.

By (Select One of the Following)

From the drop-down list, indicate to send the letter to all delinquent loans by Control(s), Loan
Type, Investor(s), Account Range, or Collector(s). To choose multiple controls, investors, or
collectors, hold the [Ctrl] key down and click the desired selections. To unselect, [Ctrl] click.

Include Company Name

Check this option to include the company name and address as set up in Maintenance >
Company - Miscellaneous > Company Information.
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Include Company Logo

Check this option to include the company logo as set up in Maintenance > Company -
Miscellaneous > Company Information > Company Image (JPG).

From the drop-down list, select to print all letters indicated for the loans in the queue or a
specific letter. After the letter(s) are printed, a Refresh button displays. Clicking this button
removes the loan(s) from the queue and adds a comment line in Comments indicating the date
and time the letter was printed.

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

Notes:
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Print Notices

This selection allows the operator to build a queue of loans from the Collection file to send
Collection notices. Loans can also be added to the queue from the Collection Accounts screen.

A loan must be delinquent to qualify for a letter to be printed from this option. Loans added from
either source will be displayed.

A notice prints for additional borrowers with Send Notices indicated on the Additional Borrower
Information screen.

On the main Mortgage Office menu, select Servicing > Collection Accounts > Letters/Notices >
Print Notices:

Enter an account number, indicate the notice(s) to be printed, and click Add to enter the loan in
the queue.

Account

Loan number and borrower name of loans in the queue.

Type

Description of the type of notice to be printed.

Removes the loan from the queue.
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Include Company Name

Check this option to include the company name and address on the notice.

Include Company Logo

Check this option to include the company logo on the notice.

Access the verbiage set up for each of the three notices. After selecting a notice, the verbiage for
the  notice can be modified. The limit is 280 characters. If the message is changed using this
option, it will also be changed in Maintenance > Servicing > Collections.

Prints all notices in the queue and enters a message in Comments indicating which notice was
sent to the borrower and the date and time the notice was printed.

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

After closing the PDF window, the program displays the following message: “If printing has
completed successfully, click here to remove loans from the queue.” Clicking on the message
clears all loans from the queue.

If the notices need to be reprinted, do not click on this message. Instead, click the Print Notices
option on the menu and select Print. The loans remain in the queue until the message is clicked.
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Print Field Service

Field Service is a form for a collector to use when doing a face-to-face contact or property inspection
to indicate the condition of the property and the borrower’s status.

The Field Service is requested by the collector on the Collection Account screen or entered at the
time of printing. The service fee amount is entered in Fees - Charges Due on the Fees and Balances
section of the Master Record when the Field Service Request is printed.

On the main Mortgage Office menu, select Servicing > Collection Accounts > Letters/Notices >
Print Field Service:

Enter an account number and the amount of the service fee, and click Add to place the loan in
the queue.

Account

The account number and borrower name of the loans in the queue.

Service Fee

The amount of the fee assessed for the Field Service.

Include Company Name

Check this option to include the company name and address on the notice.

Include Company Logo

Check this option to include the company logo on the notice.
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Removes the loan from the queue.

Prints a Field Service form for all the loans in the queue and enters a message in Comments
indicating the Field Service was sent to the borrower on this date.

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

After closing the PDF window, the program displays the following message: “If printing has
completed successfully, click here to remove loans from the queue.” Clicking on the message
clears all loans from the queue.

If the Field Service needs to be reprinted, do not click on this message. Instead, click the Print
Field Service option on the menu and select Print. The loans remain in the queue until the
message is clicked.

Notes:
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Print Mailing Label

Mailing labels are used for special mailings, e.g., FHA and VA notices. Most Mortgage Office
notices and letters are designed to fit in a window envelope and do not need an address label.

The labels are formatted to fit on Avery® Laser 5262™ label. Labels requested by the collector as
they work delinquent accounts in the Collection Account screens are automatically entered into this
queue for printing. Loans are also entered from this screen. Only delinquent loans qualify for the
mailing labels.

A label prints for additional borrowers with Send Notices indicated on the Additional Borrower
Information screen.

On the main Mortgage Office menu, select Servicing > Collection Accounts > Letters/Notices >
Print Mailing Label:

Enter an account number and click Add to enter the loan in the queue.

Account

The account number and borrower name of the loans in the mailing label queue.

Removes the loan from the queue.

Prints mailing labels for the loans in the queue.
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1  Noticesst

A first notice is a reminder to the borrower the payment has not been made and a late charge will be
assessed if the payment is not received by a certain date.

A loan qualifies for a first notice based on the number of days after the due date indicated in the First
Notice Days field on the Loan Information section of the Master Record.

A notice prints for additional borrowers with Send Notices indicated on the Additional Borrower
Information screen.

On the main Mortgage Office menu, select Servicing > Collection Accounts > Letters/Notices >
1  Notices:st

All Accounts

Prepares a 1st Notice for all qualifying accounts.

Control

Select a specific control or controls of loans. To choose multiple controls, hold the [Ctrl] key
down and click the desired selections. To unselect, [Ctrl] click.

Account Range

Enter a beginning Control and Loan Number and an ending Control and Loan Number. All
qualifying loans within this range will receive a 1  Notice. Starting with an account number andst

ending with the same number prints for just that loan.

Duplicate Notices

Reprints a 1  Notice from the last process. This is a good option when the paper jams or the tonerst

is low, etc. Enter the Account Number or select the loan(s) from the drop-down list. To choose
multiple loans, hold the [Ctrl] key down and click the desired selections. To unselect, [Ctrl]
click.
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Include Company Name

Check this option to include the company name and address on the notice.

Include Company Logo

Check this option to include the company logo on the notice.

Sort by ZIP Code

Prints the notices in ZIP Code order for bulk postage rates.

Months Past First Payment

Enter the number of months past the First Payment Date (from the Loan Information section of
the Master Record) to send the 1  Notice to the borrower.st

Fannie Mae, Freddie Mac, and HUD require 1  Notices be mailed if the loan becomes delinquentst

during the first six months from the date of the first payment. To send 1  Notices to only loansst

six months old or less, enter a 6. To send 1  Notices to loans regardless of how seasoned theyst

are, enter the longest term you offer, e.g., 360.

The notices are designed to print on three-per-page perforated paper.

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

Accounts selected for printing that are ineligible are included on this list with the reason for the
exception. The operator can click Print List for a printed report.

Notes:
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2  Noticesnd

Printing 2  Notices assesses a Late Charge. The field for Second Notice Days indicates how manynd

days after the due date to qualify the loan for a 2  Notice and assess the fee. The fee calculation isnd

determined by the data entered in the Late Charge Code, Late Charge Percent, Not Less Than, and
Not Greater Than fields.

A notice prints for additional borrowers with Send Notices indicated on the Additional Borrower
Information screen.

On the main Mortgage Office menu, select Servicing > Collection Accounts > Letters/Notices >
2  Notices:nd

All Accounts

Prepares a 2  Notice for all qualifying accounts.nd

Control

Select a specific control or controls of loans. To choose multiple controls, hold the [Ctrl] key
down and click the desired selections. To unselect, [Ctrl] click.

Account Range

A notice will be prepared for all qualifying loans within the account range entered. Starting and
ending with the same account number prints for just that loan.

Duplicate Notices

Reprints a 2  Notice from the last process. This is an option when the paper jams or the tonernd

is low, etc. Enter the Account Number or select the loan(s) from the drop-down list. To choose
multiple loans, hold the [Ctrl] key down and click the desired selections. To unselect, [Ctrl]
click.
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2  Notices will not break by Control when:nd

C Printing All Accounts
C Printing less than 100 notices
C Set up as a CUSO

Include Company Name

Check this option to include the company name and address on the notice.

Include Company Logo

Check this option to include the company logo on the notice.

Sort by ZIP Code

Prints the notices in ZIP Code order for bulk postage rates.

The notices print on three-per-page perforated paper.

The program creates a .pdf (portable document format) of the notice. The toolbar within the PDF
report display screen contains options to save to a file, print or e-mail the notice.
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In the printer window, only the notices needing to be reprinted can be selected in a case
where some printed correctly and some did not.

Late Charge Transactions

After the PDF prints, the following screen displays:

If a problem is encountered during the printing of the notices (e.g., paper jam), click Reprint to
print the 2  Notices again.nd

The message displayed indicates the transaction group number and description selected by the
program for the LC Transaction Codes. Clicking Update prints the Transaction Register, posts
the LC transaction to the loan history, updates the Master Record, and makes GL entries.

Clicking Cancel leaves the transaction group in Servicing > Transactions > Proof - Close to
Update. The LC Transaction Codes can be viewed or modified in the Proof screen before
updating. The group must then be updated in Servicing > Transactions > Transactions Update
to print the Transaction Register, post LC Transaction Codes to History, update the Master
Record, and make GL entries.
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Exceptions

Accounts selected for printing that are ineligible are included on this list indicating the reason. The
operator can click Print List for a printed report.

Notes:
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The payment should be reversed prior to processing this option. When the reversal is
done, it changes the Next Payment Date back to the proper date. If the loan is then
delinquent, a late fee will be assessed by the NSF program in addition to the NSF fee.

NSF Return Payment Notice

Assesses a fee and sends a notice to the borrower for checks returned Non-Sufficient Funds.

Additional borrowers with Send Notices indicated on the Additional Borrower Information screen
also receive an NSF Notice.

A notice will not be prepared when:

C Loan has a zero balance
C Loan has Freeze Codes Hard or Medium - Do Not Print Late Notice
C Loan has Mail Codes Do Not Mail or Do Not Print Late Notice

On the main Mortgage Office menu, select Servicing > Collection Accounts > Letters/Notices >
NSF Return Payment Notice:

Account Number

Enter the account number and click Add to place the loan in the queue.

36Mortgage Office Collections



Fee

Enter the amount to assess for the returned check fee. The default amount is set up in
Maintenance > Servicing > Collections > NSF Return Payment Notice.

 Account

Account number and borrower name of the loans in the queue and the fee assessed that account.

Removes the loan from the queue.

Include Company Name

Check this option to include the company name and address on the notice.

Include Company Logo

Check this option to include the company logo on the notice.

Message

The default message is set up in Maintenance > Servicing > Collections > NSF Return Payment
Notice. If the message is modified here, it will also be changed in Maintenance.

The notices are designed to print on three-per-page perforated paper.

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

After closing the PDF window, the following screen displays:

If a problem occurs during the printing of the notices (e.g., paper jam), click Reprint to print the
NSF Return Payment Notices again.

The message displayed indicates the transaction group number and description selected by the
program for the NF Transaction Codes. Clicking Update generates Transaction Codes NF and
LC (if necessary), prints the Transaction Register, posts the transactions to the Loan History,
places the fee amount in Fees - Charges Due on the Fees and Balances section of the Master
record, and makes GL entries.

Clicking Cancel leaves the transaction group in Servicing > Transactions > Proof - Close to
Update. The transactions can be viewed or modified there. The group must be closed and then
updated in Servicing > Transactions > Transactions Update.

In the printer window, only the notices needing to be reprinted can be selected in a case
where some printed correctly and some did not.
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Exceptions

Accounts selected for printing that are ineligible are included on this list indicating the reason for
the exception. The operator can click Print List for a printed report.

Notes:
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Late Charge/Fees Due

Prints a notice 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
occasionally to collect previously assessed Late Charges/Fees Due not collected.

A notice is sent to additional borrower if Send Notices is indicated on the Additional Borrower
Information screen.

On the main Mortgage Office menu, select Servicing > Collection Accounts > Letters/Notices >
Late Charge/Fees Due:

All Accounts

Prepare a notice for all accounts having late fees and/or fees-charges due.

Control

Prepare a notice for a specific control or controls of loans. To choose multiple controls, hold the
[Ctrl] key down and click the desired selections. To unselect, [Ctrl] click.

Account Range

A notice will be prepared for all qualifying loans within the account range entered. Starting and
ending with the same account number prints for just that loan.

Late Charges

Prepare a notice for qualifying accounts having an amount in Late Charges Due greater than the
amount entered in Amounts Greater Than.
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Fees-Charges Due

Prepare a notice for qualifying accounts having an amount in Fees-Charges Due greater than the
amount entered in Amounts Greater Than.

Select Both Options

Prepare a notice for accounts if the amount in either Late Charges Due or Fees-Charges Due
meets the criteria entered.

Amounts Greater Than

Indicate the amount owed to qualify the printing of this notice. Leaving this blank prepares a
notice for loans with any amount in the field(s) selected.

Message

The default message is set up in Maintenance > Servicing > Collections > Late Charge/Fees Due.
If the message is modified here, it will also be changed in Maintenance.

Include Company Name

Check this option to include the company name and address on the payoff quote.

Include Company Logo

Check this option to include the company logo on the payoff quote.
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The notices are designed to print on three-per-page perforated paper.

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

Exceptions

Accounts selected for printing that are ineligible are included on this list indicating the reason for
the exception. The operator can click Print List for a printed report.

Notes:
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Non Payment Letter

To send a letter to delinquent accounts or select individual accounts. The letter prints the Payment
Breakdown at the bottom of the page.

A letter is sent to additional borrowers if Send Notices is indicated on the Additional Borrower
Information screen.

On the main Mortgage Office menu, select Servicing > Collection Accounts > Letters/Notices >
Non Payment Letter:

All Delinquent Loans

Print a letter for all delinquent loans. A loan is considered delinquent if the system date is greater
than the Next Payment Date plus the number of days for the First Notice Days on the Loan
Information section of the Master Record.
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Control

Select a specific control or controls of loans. To choose multiple controls, hold the [Ctrl] key
down and click the desired selections. To unselect, [Ctrl] click.

Select Loans

Enter the account number and click Add to place the loan in the queue.

Account Range

Enter a range of accounts. All qualifying loans within this range will be entered in the queue. 

Installments Due

From the drop-down list, select the number of installments due. Loans with the number of
installments past due as indicated will be entered in the queue.

Loan Type

From the drop-down list, select the loan type. Loans with the loan type indicated will be entered
in the queue.

Message

The letter content can be modified for this printing only. To change the message permanently,
modify in Maintenance > Servicing > Collections > Non Payment Letter.

Clear all the loans from the queue.

Delete the loan from the queue.

Include Company Name

Check this option to include the company name and address on the letter.

Include Company Logo

Check this option to include the company logo on the letter.

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

Accounts selected for printing that are ineligible are included on this list indicating the reason for
the exception. The operator can click Print List for a printed report.
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Default Notice (2 Month)

Produces a notice for loans two months delinquent.

A notice prints for additional borrowers with Send Notices indicated on the Additional Borrower
Information screen.

On the main Mortgage Office menu, select Servicing > Collection Accounts > Letters/Notices >
Default Notice (2 Month):

Include Company Name

Check this option to include the company name and address on the letter.

Include Company Logo

Check this option to include the company logo on the letter.

Message

The default message is set up in Maintenance > Servicing > Collections > Default Notice (2
Month). If the message is modified here, it will also be changed in Maintenance.

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

The program gathers information from the Master Record, History Record, and Escrow Record
needed for a Demand Letter to be written by the department manager or legal counsel. This option
does not print the letter but provides data for a letter.

On the main Mortgage Office menu, select Servicing > Collection Accounts > Letters/Notices >
Data for Demand Letter:

Enter the account number and click Add to place the loan in the queue.

Removes the loan from the queue.

Include Company Name

Check this option to include the company name and address on the letter.

Include Company Logo

Check this option to include the company logo on the letter.

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

The default message is set up in Maintenance > Servicing > Collections >Demand Letter. If the
message is modified here, it will also be changed in Maintenance.
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Data for Attorney Letter

The program gathers information from the Master Record, History Record, and Escrow Record for
a letter to be written by legal counsel.

On the main Mortgage Office menu, select Servicing > Collection Accounts > Letters/Notices >
Data for Attorney Letter:

Enter the account number and click Add to enter the loan in the queue.

Removes the loan from the queue.

Include Company Name

Check this option to include the company name and address on the letter.

Include Company Logo

Check this option to include the company logo on the letter.

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

The default message is set up in Maintenance > Servicing > Collections > Attorney Letter. If the
message is modified here, it will also be changed in Maintenance.
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Reports
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Property Inspection

Prepares a form for the inspector to inspect the property and indicate the condition of the home and
grounds. A loan does not have to be delinquent to qualify for a Property Inspection. There is plenty
of space on the form to write comments.

When the Property Inspection is printed, a comment line is added in Comments indicating the date
and time it was printed and the amount of fee assessed.

On the main Mortgage Office menu, select Servicing > Collection Accounts > Reports > Property
Inspection:

Inspection Fee

Enter the amount to charge the borrower for the Property Inspection. The fee is added to the Fees
- Charges Due field on the Fees and Balances section of the Master Record when the form is
printed.

All Accounts

Prepares a Property Inspection for all loans in the portfolio.

Loans

Enter loans in the queue one at a time or by Account Range.

Control

Select control(s) from the drop-down list. To choose multiple controls, hold the [Ctrl] key down
and click the desired selections. To unselect, [Ctrl] click.

Investor

Select investor(s) from the drop-down list. To choose multiple investors, hold the [Ctrl] key
down and click the desired selections. To unselect, [Ctrl] click.
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Location

Select location(s) from the drop-down list. To choose multiple locations, hold the [Ctrl] key
down and click the desired selections. To unselect, [Ctrl] click.

ID Number

Add loans to the queue by ID Number from the Escrow Record.

County/State

Select loans from a specific county or counties within a state. The name of the county prints at
the top of the form.

After the first selection is made, choose from the next set of options to narrow the search.

All

No further selections are made. All loans in the first selection category are included.

Non-Delinquent

Include current loans within the first sort selection indicated.

Delinquent

Include delinquent loans within the first sort selection indicated.

Installments Due

Enter the number of installments due. Loans with the number of installments past due within the
first sort selection are included.

Foreclosed

Include loans in foreclosure within the first sort selection indicated. Foreclosure loans are those
with a Legal Action Code of 43, 45, 68, 71, 74 or 1A.

Bankrupt

Include bankrupt loans within the first sort selection indicated. Bankrupt loans are those with a
Legal Action Code of 59, 65, 66, 67, or 69.
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Last Contact Date

List the loans with no collector’s Last Contact Date in the Collection Accounts screen within the
first sort selection indicated.

Include Company Name

Check this option to include the company name and address as set up in > Company -
Miscellaneous > Company Information.

Include Company Logo

Check this option to include the company logo as set up in Maintenance > Company -
Miscellaneous > Company Information > Company Image (JPG).

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

Notes:
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Action Date Report

This option prepares a report according to Action Dates that have been set. The operator sets this
date when contact is made on a delinquent account. This indicates no further action or contact is to
be expected on this delinquent account until the date indicated. This report will aid the collector in
determining which accounts should be contacted in the range of dates selected.

On the main Mortgage Office menu, select Servicing > Collection Accounts > Reports:

Starting Action Date
Ending Action Date

Enter the date range from the date set in Servicing > Collection Accounts. The ending date
defaults to the system date. All qualifying accounts within the date range entered are included
on the report.

All Accounts

Include loans with an Action Date within the date range indicated.

Collector

Select collector(s) from the drop-down list. To choose multiple collectors, hold the [Ctrl] key
down and click the desired selections. To unselect, [Ctrl] click. Loans linked to the collector(s)
selected and with Action Dates within the date range indicated are included on the report.

Location

Select location(s) from the drop-down list. To choose multiple locations, hold the [Ctrl] key
down and click the desired selections. To unselect, [Ctrl] click. Loans in the location(s) selected
with Action Dates within the date range indicated are included on the report.
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Control

Select control(s) from the drop-down list. To choose multiple controls, hold the [Ctrl] key down
and click the desired selections. To unselect, [Ctrl] click. Loans in the control(s) selected and
with Action Dates within the date range indicated are included on the report.

Installments Due

Loans delinquent the number of months entered and with an Action Date within the date range
indicated are included on the report.

Investor

Select investor(s) from the drop-down list. To choose multiple investors, hold the [Ctrl] key
down and click the desired selections. To unselect, [Ctrl] click. Loans owned by the investor(s)
selected and with Action Dates within the date range indicated are included on the report.

Bankrupt Loans

Loans with a Legal Action Code of 59, 65, 66,67, or 69 and an Action Date within the date range
indicated are included on the report.

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

Action Date

Action Date entered by the collector in the Collection Accounts Record. This is the date the
borrower or the collector has promised to take a specific action, e.g., make a payment or start
foreclosure.

Next Pmt Date

Next Payment Date from the Payment Information section of the Master Record.
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Account Number

Control Number and Loan number.

Borrower Name

Borrower last name, suffix, and first and second initials.

Freeze Code

Freeze Code and description from the Payment Information section of the Master Record.

Mail Code

Mail Code from the Payment Information section of the Master Record.

Phone Number

Home Phone from the Borrower Information section of the Master Record.

Latest Comment Line

The last comment entered for the loan in Comments.

Total Count

Total number of accounts included on the report.

Notes:
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Unpaid Accounts

Lists loans having no payments made by the scheduled due date or with the specified number of
installments due.

The report runs strictly by installments due at the time of request. If a loan is due for January 1
payment and the report One Installment Due is selected on January 12, the loan is included on the
report. It is past due.

On the main Mortgage Office menu, select Servicing > Collection Accounts > Reports > Unpaid
Accounts:

All Reports

Includes all loans past their Next Payment Date on the Payment Information section of the
Master Record.

Installments Due

Includes loans due for the number of  installment(s) indicated.

Collector

Select collector(s) from the drop-down list. To choose multiple collectors, hold the [Ctrl] key
down and click the desired selections. To unselect, [Ctrl] click. Loans in the control(s) selected
are included on the report.
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Location

Select location(s) from the drop-down list. To choose multiple locations, hold the [Ctrl] key
down and click the desired selections. To unselect, [Ctrl] click.

Control

Select control(s) from the drop-down list. To choose multiple controls, hold the [Ctrl] key down
and click the desired selections. To unselect, [Ctrl] click.

Detail

Lists each loan on the report.

Summary

Indicates only the totals for each selection.

Both

Includes the Detail and Summary reports.

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

Control Number and Loan Number.

Borrower Name

Borrower last name, suffix, and first and second initials.

Next Payment

Next Payment Date from the Payment Information section of the Master Record.

Loan Balance

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

Late Fees

Late Fees Due from the Payment Information section of the Master Record.

Fees - Charges Due

Fees - Charges Due from the Fees and Balances section of the Master Record.

Partial Balance

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

Last Payment

Last Payment Received Date from the Payment Information section of the Master Record.

P&I Constant

P&I Payment Constant from the Payment Information section of the Master Record.

Del Pmts

The number of installments due for the loan at the time the report was processed.

Total Delinquent

Number of payments due times PI&TI Constant plus Late Fees Due plus other Fees - Charges
Due minus Partial Balance equals Total Delinquent.
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Collection Listing

This report provides a listing of the same loans as the Collection Accounts screen. The report can
be printed by Collector, Location, Control, Installments Due, Investor, or Bankrupt Loans.

The report should only be processed for collectors who do not have access to Collection Accounts
to contact delinquent accounts. Collectors can enter comments concerning the contact made on the
report and then enter their comments in the option on the screen. Collectors could use the report to
call from home after hours when borrowers are home.

On the main Mortgage Office menu, select Servicing > Collection Accounts > Reports >
Collection Listing:

All Accounts

Include all delinquent loans on the report. The loans are listed in order of the number of
installments due and then by account number.

Collector

Select collector(s) from the drop-down list. To choose multiple collectors, hold the [Ctrl] key
down and click the desired selections. To unselect, [Ctrl] click. Only loans assigned to the
collector(s) indicated are included on the report.

Location

Select location(s) from the drop-down list. To choose multiple locations, hold the [Ctrl] key
down and click the desired selections. To unselect, [Ctrl] click. Only loans within the location(s)
indicated are included on the report.

Control

Select control(s) from the drop-down list. To choose multiple controls, hold the [Ctrl] key down
and click the desired selections. To unselect, [Ctrl] click. Only loans within the control(s)
selected are included on the report.
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Installments Due

Enter the number of installments due or select All installments due. Loans with the number of
installments past due as indicated are included on the report.

Investor

Select investor(s) from the drop-down list. To choose multiple investors, hold the [Ctrl] key
down and click the desired selections. To unselect, [Ctrl] click. Only loans linked to the
investor(s) indicated are included on the report.

Bankrupt Loans

A Legal Action Code of 59, 65, 66, 67, or 69 on the Action Information section of the Master
Record qualifies the loan for this category.

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

Selection

Indicates the sort selection made prior to printing.

Account Number

Control Number and Loan Number.
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Action Date

The date entered in the Collection Record by the collector as the date the borrower or collector
has promised to take a specific action.

Mailing Address/Property Address

Address from the Mailing Address section of the Master Record. Address from the Property
Information section of the Master Record.

Loan Balance

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

Next Payment Due Date

Next Payment Date from the Payment Information section of the Master Record.

Partial Balance

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

Date Last Paid

Last Payment Received Date from the Payment Information section of the Master Record.

Late Year Total

Late YTD Total and Late Total (for the life of the loan) from the Credit Bureau Information
section of the Master Record.

Loan Type/Loan Officer

Loan Type from the Loan Information section of the Master Record. Loan Officer responsible
for making this loan from the Miscellaneous Information section of the Master Record.

PMI Company

The PMI company insuring the property from the Type 3 Escrow Record Dealer field.

Borrower Name

Borrower name(s) from the Borrower Information section of the Master Record.
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Telephone Number

Home Phone for the primary borrower from the Borrower Information section of the Master
Record.

Payment Amount

Total amount of the payment (PI&TI).

Payments Due

The number of installments due.

Late Fees Due

Total unpaid Late Fees Due.

Total

Number of payments due times PI&TI Constant plus Late Fees Due plus other Fees - Charges
Due minus Partial Balance equals Total.

Freeze Code

Freeze Code from the Payment Information section of the Master Record.

Important Information

Important Information from the Comments screen.

Comments

Up to six of the most recent comments from the Comments screen display.

Proposal for Bringing Current

Two lines are available for the collector to enter comments.

Notes:
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Loans with the following Action Codes will be excluded from the report: 43, 45, 46, 68,
71, 74 1A (Foreclosure); 70 (non-Fannie Mae) and RO (REO); 44 and 47
(Deed-in-Lieu).

Individual Delinquency

This option prepares a report listing loans that are 30, 60, 90, 120 and over days delinquent. The
report subtotals by Investor or Location and provides grand totals. Total loans delinquent and
serviced, and delinquent ratio by Loan Type are provided on the Summary page.

On the main Mortgage Office menu, select Servicing > Collection Accounts > Reports >
Individual Delinquency:

Investor

Select investor(s) from the drop-down list or indicate All investors.  To choose multiple
investors, hold the [Ctrl] key down and click the desired selections. To unselect, [Ctrl] click. The
report prints in Investor Number order.

Location

Select location(s) from the drop-down list or indicate All locations.  To choose multiple
locations, hold the [Ctrl] key down and click the desired selections. To unselect, [Ctrl] click.

Detail

Prints a detail listing of loans, providing investor or location totals and grand totals.

Summary

Prints summary totals by loan type for the investor(s) or location(s) selected.
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Both

Prints the detail and summary reports.

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

Selection

Indicates the investor(s) or location(s) selected.

Account Number

Control Number and Loan Number.

Forbearance

An asterisk (*) displays if the loan is in Special Forbearance (Legal Action Code of 09 on the
Action Information section of the Master Record).

Investor

The number representing the investor owning the loan.

Investor Loan Number

The investor assigned loan number.

Loan Type

Loan Type from the Loan Information section of the Master Record.
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Next Pmt Date

Next Payment Date from the Payment Information section of the Master Record.

Principal Balance

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

Borrower Name

Borrower last name, suffix, and first and second initials.

Property Address

Street address of the property from the Property Information section of the Master Record.

City

City in which the property is located from the Property Information section of the Master Record.

State

State in which the property is located from the Property Information section of the Master
Record.

ZIP

ZIP Code of the property from the Property Information section of the Master Record.

Grand Total

Total of all investors or locations selected.
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Selection

Indicates the investor(s) or location(s) selected.

Days Delinquent

The number of loans within each loan type delinquent by number of days.

Total Loans Delinquent

Total number of loans delinquent for each loan type.

Delinquent Ratio

Calculated. Total Loans Delinquent per loan type divided by Total Loans Serviced.

Forbearance/Spec Relief

Number of loans within each loan type that are in Forbearance/Special Relief (Legal Action Code
09 on the Action Information section of the Master Record).

Loans in Foreclosure

Loans in Foreclosure with an Action Code of 43, 45, 68, 71, 74, or 1A.

Total Loans Serviced

Total number of loans in portfolio by loan type.

Notes:
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Loans with the following Action Codes will be excluded from the report: 43, 45, 46, 68,
71, 74 1A (Foreclosure); 70 (non-Fannie Mae) and RO (REO); 44 and 47
(Deed-in-Lieu).

Displayed Percentage

Each sort option prints a delinquency percentage rate for the number of payments due, bankrupt, and
total.

On the main Mortgage Office, menu, select Servicing > Collection Accounts > Reports >
Displayed Percentage:

All Accounts

Include all delinquent loans in the percentage calculation.

Collector

Limit the loans included in the percentage calculation to those linked to specific collector(s) or
All Collectors. To choose multiple collectors, hold the [Ctrl] key down and click the desired
selections. To unselect, [Ctrl] click.

Location

Limit the loans included in the percentage calculation to those in specific location(s) or All
Locations. To choose multiple locations, hold the [Ctrl] key down and click the desired
selections. To unselect, [Ctrl] click.

Control

Limit the loans included in the percentage calculation to those linked to specific control(s) or All
Controls. To choose multiple controls, hold the [Ctrl] key down and click the desired selections.
To unselect, [Ctrl] click.

Installments Due

Limit the loans included in the percentage calculation to number of installments due or All.
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Investor

Limit the loans included in the percentage calculation to those linked to specific investor(s) or
All Investors. To choose multiple controls, hold the [Ctrl] key down and click the desired
selections. To unselect, [Ctrl] click.

Bankrupt Loans

Include only bankrupt loans in the calculation. Bankrupt loans are those with a Legal Action
Code of 59, 65,66, 67, or 69 on the Action Information section of the Master Record.

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

Selection

Indicates the sort option selected.

Total Loans

Total loan count including current loans.

Loans Delinquent

Number of delinquent loans within the sort selection.

Percentage Delinquent

Number of delinquent loans divided by the total number of loans.
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Total Dollars

Total of all principal balances including current loans.

Dollar Delinquent

Total principal balances for all delinquent loans.

Percentage Delinquent

Principal balances of all delinquent loans divided by the principal balances of all loans.

Payments

Total loans with the number of payments due indicated by the sort selection.

Bankrupt

Count and percentages for loans in bankruptcy by the sort indicated.

Count

Loan count by each category.

Percent of Delinquent

The percentage of delinquent loans represented by category. The number of delinquent loans in
the category divided by the total number of delinquent loans.

Percent of Total

The percentage of total loans in the sort at this level of delinquency.

Dollar Amount

Total of all principal balances for the delinquent loans in this category.

Percent of Delinquent

The percentage of the total loans in sort represented by category. Dollar amount for this category
divided by total dollar delinquent.

Percent of Total

The percentage of the total loans in sort represented by category. Dollar amount for this category
divided by total dollar amount.
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Loans with the following Action Codes will be excluded from the report: 43, 45, 46, 68,
71, 74 1A (Foreclosure); 70 (non-Fannie Mae) and RO (REO); 44 and 47
(Deed-in-Lieu).

Delinquent Loans

This report lists all delinquent loans by sort criteria selected. Subtotals by sort selection and grand
totals are provided.

The total number of delinquent loans, the loan balance, late fees, partial balance, and the total
amount delinquent for loans in the selection that are past due are included on the report.

On the main Mortgage Office, menu, select Servicing > Collection Accounts > Reports >
Delinquent Loans:

1st Sort / 2nd Sort

Two different sort options can be indicated. For example, if Control is selected, specific
Collectors, Delinquent Days, etc., can also be selected.

All Accounts

Include all delinquent loans on the report by control and subtotal.
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Collector

Select collector(s) from the drop-down list. To choose multiple collectors, hold the [Ctrl] key
down and click the desired selections. To unselect, [Ctrl] click. Only loans assigned to the
collector(s) indicated are included on the report.

Location

Select location(s) from the drop-down list. To choose multiple locations, hold the [Ctrl] key
down and click the desired selections. To unselect, [Ctrl] click. Only loans within the location(s)
indicated are included on the report.

Control

Select control(s) from the drop-down list. To choose multiple controls, hold the [Ctrl] key down
and click the desired selections. To unselect, [Ctrl] click. Only loans within the control(s)
selected are included on the report.

Delinquent Days

Indicate the number of days delinquent. To choose multiple days delinquent, hold the [Ctrl] key
down and click the desired selections. To unselect, [Ctrl] click.

Investor

Select investor(s) from the drop-down list. To choose multiple investors, hold the [Ctrl] key
down and click the desired selections. To unselect, [Ctrl] click. Only loans assigned to the
investor(s) indicated are included on the report.

Bankrupt Loans

Include only those loans in bankruptcy on the report. Bankrupt loans are those with a Legal
Action Code of 59, 65, 66,67, or 69 on the Action Information section of the Master Record.

Detail

Detail lists each qualifying delinquent loan.

Summary

Summary indicates the subtotals by sort option selected with a grand total.

Both

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

Selection

Indicates the sort option selected.

Account Number

Control Number and Loan Number.

Borrower Name

Borrower last name, suffix, and first and second initials.

Next Payment Due Date

Next Payment Date from the Payment Information section of the Master Record.
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Loan Balance

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

Late Fees

Late Fees Due from the Payment Information section of the Master Record.

Partial Balance

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

Date Last Paid

Last Payment Received Date from the Payment Information section of the Master Record.

P&I Constant

P&I Payment Constant from the Payment Information section of the Master Record. An asterisk
displays next to accounts having a pending P&I change in a Payment Adjustment Table.

MIP

A Y will print in the column if the loan has mortgage insurance.

Delq Payments

Number of delinquent payments.

Total Delinquent

Number of payments due times PI&TI Constant plus Late Fees Due plus other Fees - Charges
Due minus Partial Balance equals Total Delinquent.

Accrued Interest

The amount of Accrued Interest plus Delinquent Interest equals the Accrued Interest.

Product Code

Loan Product from the Loan Information section of the Master Record.
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Delinquent Originating Lender Listing

This option lists loans having one or more installments due per Originating Lender. Loans must be
included in Collection Accounts and have at least one payment delinquent to qualify. The report is
subtotaled by number of payments due by Originating Lender.

On the main Mortgage Office, menu, select Servicing > Collection Accounts > Reports >
Delinquent Originating Lender Listing:

Select specific originating lender(s) from the list or indicate All originating lenders. To choose
multiple originating lenders, hold the [Ctrl] key down and click the desired selections. To unselect,
[Ctrl] click.

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

Account Number

Control Number and Loan Number.
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Borrower Name/Phone Number

Borrower last name, suffix, and first and second initials. Home Phone of the primary borrower
from the Borrower Information section of the Master Record.

Property Address

Address from the Property Information section of the Master Record.

Mailing Address

Address from the Mailing Address section of the Master Record.

Loan Date

Original Date of Loan from the Loan Information section of the Master Record.

Last Paid/Due Date

Last Payment Received Date and Next Payment Date from the Payment Information section of
the Master Record.

Sales Price/App Value

Sales Price and Original Appraisal from the Property Information section of the Master Record.

Payment

P&I - P&I Payment Constant from the Payment Information section of the Master Record.
Sub - Current Subsidized Constant from the Payment Information section of the Master Record.
T&I - Total Escrow Constant from the Escrow Information screen.
Total - Total payment due.

CLTV/Balance

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

YTD

Year to date times late.

TTL

Total times late for the life of the loan.
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Freeze Code Report

This option lists loans having a Freeze Code indicated on the Payment Information section of the
Master Record. Loans with a special Freeze Code Description are listed in a separate group. 

On the main Mortgage Office, menu, select Servicing > Collection Accounts > Reports > Freeze
Code Report:

All Accounts

Include all loans with a Freeze Code.

Control

Select control(s) from the drop-down list. To choose multiple controls, hold the [Ctrl] key down
and click the desired selections. To unselect, [Ctrl] click.

Account Range

Enter an account range of qualifying loans to print. Starting and ending with the same account
number will print just that loan.

Action Date

Include loans with an Action Date within the date range entered.

Cycle Date

Include loans with a Coupon Start Date (Cycle) within the date range entered.

Freeze Codes

Select Freeze Code(s) from the drop-down list or indicate All Freeze Codes. To choose multiple
Freeze Codes, hold the [Ctrl] key down and click the desired selections. To unselect, [Ctrl] click.

81Mortgage Office Collections



Detail

Prints a detail listing of loans, providing subtotals by Freeze Code and a grand total.

Summary

Summary indicates the subtotals by Freeze Code and grand total.

Both

Prepares the Detail and Summary reports.

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

Indicates the sort option selected.

Freeze Codes

Indicates the Freeze Code(s) selected.

Account Number

Control Number and Loan Number.

Borrower Name

Borrower last name, suffix, and first and second initials.

Action Code

Legal Action Code from the Action Information section of the Master Record.

Action Date

Legal Action Start Date from the Action Information section of the Master Record.

Next Pmt Date

Next Payment Date from the Payment Information section of the Master Record.

Principal Balance

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

Foreclosure Flag

Indicates Yes if the loan has an Action Code of 43, 45, 68, 71, 74, or 1A qualifying the loan for
Foreclosure.

Foreclosure Sale Date

Foreclosure Sale Date from the Action Information section of the Master Record.

Notes:
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These selections are coming soon:

C HUD
C RHS
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