






















































































































































































































































Application Doc Tracking

This report shows all pending loans followed by a listing of the items needed to close a loan. It
shows the loan officer and the date the item was requested. If the request has been more than 10
days, the words Must Follow will display in the Action column. This report sorts by:

C All
C Branch
C Loan Officer
C Processor
C Closer
C Commitment

Then select the number of days since the items were requested and not yet received. The program
defaults to 15 days. Change it if you want to produce the report on items over a different number of
days.

When Print is pressed, 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.

Loan Number

The loan number is comprised of the branch number and a number assigned by the program.

Borrower Name

Borrower name consisting of last name, suffix, first initial, second initial.

Loan Officer

Loan Officer from the Lender Information section of the Master Record.
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Processor

Processor from the Lender Information section of the Master Record.

Closer

Closer from the Lender Information section of the Master Record.

Secondary Market Commitment

2nd Market Source from the Secondary Market - Loan Sales section of the Master Record.

Title Company

Title Company from the Title/Escrow Information section of the Master Record.

Escrow Company

Escrow Company from the Title/Escrow Information section of the Master Record.

Loan Product

Four-digit Products Offered number and loan type from the Loan Information section of the
Master Record.

Item

The name of the item requested.

Company

The company to whom the verifications are sent.

Date Requested

The date the item was requested.

Days

The number of days since the request.

Action

Can be used for remarks explaining what the next action will be.

130Mortgage Office Processing Vol. 2



Application Tracking Notification

In addition to keeping the loan officer informed, this report (Processing > Reports > Application
Tracking Notification) is a public relations tool. It shows a capsule summary of each loan, indicating
the status of the loan's disposition. It can easily be mailed out to all interested parties involved in the
loan transaction keeping everyone well informed. This report can be prepared for loans in Processing
where requests for information have been made. This report sorts by:

C All
C Branch
C Loan Officer
C Processor
C Closer
C Commitment

Then select number of days exception requested. Only the labels with a requested date will print on
this report.

When Print is pressed, 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.

Loans will not be included on this report unless the following conditions are met:

C Status Date 2 is blank
C Loan has not been removed to History
C Status Dates 9 through 19 are blank
C Documents requested but not yet received
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Loan Number

The loan number is comprised of the branch number and a number assigned by the program.

Processor

Processor from the Lender Information section of the Master Record.

Branch

The number and name of the branch.

Loan Officer

Loan Officer from the Loan Information section of the Master Record.

Closer

Closer from the Lender Information section of the Master Record.

Borrower Name

Borrower name from the Borrower Information section of the Master Record.
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Mailing Address

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

Property Address

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

Phone Number

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

Application Date

Status 1. Date the application was entered on the system.

Loan Product

Four-digit Products Offered number and loan type from the Loan Information section of the
Master Record.

Loan Amount

Total Loan Amount from the Loan Information section of the Master Record.

Commitment

2nd Market Source from the Secondary Market - Loan Sales section of the Master Record.

Item

Items requested by processor.

Company

The company to whom the verifications are sent.

Date Requested

Date the item was requested.

Days

The number of days since the request was made.
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Estimated Closing Date

Est Closing Date from Closing Information section of the Master Record.

Broker

Broker name and address from Lender Information section of the Master Record.

Builder

Builder name and address from the Lender Information of the Master Record.

Seller

Name and address of the seller from the Seller-Grantor Information section of the Master
Record.

Notes:
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Application Tracking Summary and Branch Audit

This report lists all loans in processing. It indicates the terms of the loan, shows the number of days
in process, the number of exceptions, and indicates if no items have been requested and if all items
requested have been received. The loan production manager can compare to see what items are
outstanding, see if a pattern has been established, and correct those areas that are weak.

All new loans entered into the program qualify. This report can be run by:

C All
C Branch
C Loan Officer
C Processor
C Closer
C Commitment

Only the labels with a requested date will print on this report.

When Print is pressed, 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.

Loans will not be included on this report unless the following conditions are met:

C Status Dates 1 through 8 filled in
C Loan has not been removed to History
C Status Dates 9 through 17 are blank
C Documents requested but not yet received
C If Status Date 19 is filled in, the loan will not print
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Loan Number

The loan number is comprised of the branch number and a number assigned by the program.

Borrower Name

Borrower name consisting of last name, suffix, first initial, second initial.

Loan Amount

Total Loan Amount from the Loan Information section of the Master Record.

Int Rate

The Interest Rate from the Loan Information section of the Master Record.

Term

The Maturity Term from the Loan Information section of the Master Record.

Loan Product

Four-digit Products Offered number and loan type from the Loan Information section of the
Master Record.

Appraised Value/Purchase Price

Appraised Value or Purchase Price, whichever is less but not zero, from the Loan Information
section of the Master Record.

LTV

Loan amount divided by either Appraised Value or Purchase Price, whichever is less but not
zero, from the Loan Information section of the Master Record.

App Date

Status 1 Date. The date the application was entered on the system.

Proc Days

The number of days from the application date to the current system date.

Ready Close

All items have been received and the loan is ready to close.
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No Req

No requests have been made for this loan.

Num Items

The number of items requested.

Requested Not Received

The name of the outstanding document.

Notes:
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Closed Docs Not Received

The purpose of this report is to list all loans with Closed Documents Not Received. Information
prints for exceptions, loan officer, and days since requested. The Action column is blank and is for
remarks explaining what the next action will be. This report is an excellent auditing tool. It assures
that all documentation is in and that files can be completed for selling to the secondary market or for
audit control. Loans will not show on report if tracking has been turned off of this selection. The
option to print No Comments or Comments is given.

Loans Ready to Ship and Loans Without Requests print as part of the Closed Docs Not Received
report. Loans Ready to Ship lists those loans where all items to be followed have now been
received and the loan file is ready to ship to Secondary Market or put away in vault. Loans with a
Status 18 or 19 will not qualify for this report. Loans Without Requests lists all loans that have
been closed but no items for Closed Doc Tracking have been requested. The report will list all loans
still in the program that have had documents prepared yet no request has been made for Closed
Document Tracking.

All new loans entered into the program where Closed Doc Tracking requests for information have
been made. This report can be printed by:

C All
C Branch
C Loan Officer
C Processor
C Closer
C Commitment
C Title Company

Then select number of days exception requested.

When Print is pressed, 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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Loan Number

The loan number is comprised of the branch number and a number assigned by the program.

Borrower Name

Borrower name consisting of last name, suffix, first initial, second initial.

Loan Officer

Loan Officer from the Lender Information section of the Master Record.

Processor

Processor from the Lender Information section of the Master Record.

Closer

Closer from the Lender Information section of the Master Record.

Loan Product

Four-digit Products Offered number from the Loan Information section of the Master Record.

Title Company/Title Number

Title Company and Title Number from the Title/Escrow Information section of the Master
Record.
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Escrow Company/Escrow Number

Escrow Company and Escrow Number from the Title/Escrow Information section of the Master
Record.

Secondary Market

2nd Market Source from the Secondary Market - Loan Sales section of the Master Record.

Items

The name of the item requested.

Company

The company to whom the verifications are sent.

Date Requested

The date the item was requested.

Days

The number of days since the request.

Action

Any comments entered on the Closing Document Tracking screen display. Can be used for
remarks explaining what the next action will be.

Notes:
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Loans will not be included on this report unless the following conditions are met:

C At least one of the Status Dates 9 through 18 filled in
C Loan has not been removed to History
C Closing documents requested but not yet received
C Status Date 9 or Document Date have data entered
C If Status Date 19 is filled in, the loan will not print

Closed Doc Tracking Summary and Branch Audit

This report lists all loans in Closed Document Tracking. It indicates the number of days in
processing and the number and name of outstanding documents. The report also shows if no requests
have been made or if all items requested have been received. You can compare to see what items are
outstanding, see if a pattern has been established, and correct those areas that are weak. Loans
included on this report will have a date in Est Closing Date prior to the system date.

All new loans entered into the program where requests for information have been made are sorted
by:

C All
C Branch
C Loan Officer
C Processor
C Closer
C Commitment

Then select number of days exception requested. Only the labels with a requested date will print on
this report.

When Print is pressed, 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.

141Mortgage Office Processing Vol. 2



Loan Number

The loan number is comprised of the branch number and a number assigned by the program.

Borrower Name

Borrower name consisting of last name, suffix, first initial, second initial.

Loan Amount

Total Loan Amount from the Loan Information section of the Master Record.

Int Rate

The Interest Rate from the Loan Information section of the Master Record.

Term Year

The Maturity Term from the Loan Information section of the Master Record.

Loan Product

Four-digit Products Offered number and loan type from the Loan Information section of the
Master Record.

App Sales

Appraised Value or Purchase Price, whichever is less but not zero, from the Loan Information
section of the Master Record.

LTV

Loan amount divided by either Appraised Value or Purchase Price, whichever is less but not
zero, from the Loan Information section of the Master Record.

Settle Date

Est Closing Date from the Closing Information section of the Master Record.

Proc Days

The number of days from the application date to the current system date.
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Num Req

The number of items requested.

Outstanding Requests

The name of the outstanding document.

Notes:
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Loan Applications Detail

This report is a log of all loan applications for the month. The operator can indicate a specific month
or year to process the report. It is the detail of the Loan Summary report for the applications taken.

The following sort options are available:

C Product
C Branch
C No Subtotals

The Branch selection prompts the operator to indicate which branch or all branches. If No Subtotals
is selected, the program will total all the loans.

This report provides total dollar amount of loan applications for the month or year selected. The total
count of loan applications for the month or year is indicated. Computes the average interest rate for
the loan applications for any given month.

The Excel button creates an Excel file that can be saved to your PC and/or opened to view.file 

When Print is pressed, the program creates a .pdf (portable document format) of the loans selected
in the sort. The toolbar within the PDF report display screen contains options to save to a file, print
or e-mail the report.

Loan Number

The loan number is comprised of the branch number and an assigned number by the program.

Borrower Name/Application Date

Borrower name from the Borrower Information section of the Master Record. Status 1, date the
application was taken.
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Property Address

Street 1 from the Property Information section of the Master Record.

Loan Amount/Loan Purpose

Total Loan Amount and Purpose of Loan from the Loan Information section of the Master
Record.

Interest Rate

Interest Rate from the Loan Information section of the Master Record.

Loan Term

Maturity Term from the Loan Information section of the Master Record.

P&I Constant

Calculated by the program. From the Loan Information section of the Master Record.

LTV

LTV percentage ratio is computed by the loan amount divided by either the appraisal value or
purchase price, whichever is less but not zero. From the Loan Information section of the Master
Record.

Appraised Value/Date

Appraised Value and Appraisal Date from the Property Information section of the Master
Record.

Purchase Price

Purchase Price from the Loan Information section of the Master Record.

Loan Status

Highest Status and date for loan.

Weighted Average Interest Rate

Measuring the relative importance of various items.
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Weighted Average

The rule for finding a weighted mean (the item to index) is to multiply each item by its weight,
add the products, and divide by the sum of the products.

Example:

Loan Amount x Interest Rate*

Total Loan Amount
 = Weighted Average Interest Rate

* Substitute for other values - term, fees, etc.

Notes:
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Loan Register

This report lists all loans closed for the current month with detailed information about each loan. A
loan is considered closed for the month when Status Date 11 is equal to the month selected for the
report.

When Print is pressed, the program creates a .pdf (portable document format) of the loans selected
in the sort. The toolbar within the PDF report display screen contains options to save to a file, print
or e-mail the report.

Month

Indicates the month selected for the report.

Loan Reg Number

Loan Register Number from the Closing Information section of the Master Record.

Borrower Name/Application Date

Borrower name from the Borrower Information section of the Master Record. The application
date is Status Date 1, the date the application was entered on the system.

Property Address

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

Loan Amount/Loan Purpose

Total Loan Amount and Purpose of Loan from the Loan Information section of the Master
Record.
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Interest Rate

Interest Rate from the Loan Information section of the Master Record.

Loan Term

Maturity Term from the Loan Information section of the Master Record.

P&I Constant

Calculated by the program. From the Loan Information section of the Master Record.

LTV

Loan amount divided by either Appraised Value or Purchase Price, whichever is less but not
zero, from the Loan Information section of the Master Record.

Appraisal/Date

Appraised Value and Appraisal Date from the Property Information section of the Master
Record.

Purchase Price

Purchase Price from the Loan Information section of the Master Record.

Funded Date

Status Date 11.

Subtotal

The number of loans and loan amount for the loans in the specified loan product group.

Grand Total

Total number of loans and loan amount for the report.

Average Interest Rate

Indicates the average interest rate for the loans included in the report.
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Loans Closed (Status 11)

This report lists all loans within the date range selected. The program looks at Status 11 for the date
range.

When Print is pressed, the program creates a .pdf (portable document format) of the loans selected
in the sort. The toolbar within the PDF report display screen contains options to save to a file, print
or e-mail the report.

Loan Product

Four-digit Products Offered number from the Loan Information section of the Master Record.

Int Rate

Interest Rate from the Loan Information section of the Master Record.

Discount Amount Borrower

Borrower amount of Field 802 from the HUD Settlement Statement.

Discount Amount Seller

Seller amount of Field 802 from the HUD Settlement Statement.
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Loan Amount

Total Loan Amount from the Loan Information section of the Master Record.

Settle Date

Status Date 11.

Term

Maturity Term from the Loan Information section of the Master Record.

LTV

LTV percentage ratio is computed by the loan amount divided by either the appraisal value or
purchase price, whichever is less but not zero. From the Loan Information section of the Master
Record.

Loan Purp

Purpose of Loan from the Loan Information section of the Master Record.

Occ

Occupancy from the Property Information section of the Master Record.

Loan Number

The loan number is comprised of the branch number and a number assigned by the program.

Borrower Name

Borrower name consisting of last name, suffix, first initial, second initial.

Warehouse Due Date

Due Date from the Warehousing section of the Master Record.

Warehouse Line

Warehouse line number from the Warehousing section of the Master Record.

Grand Totals
Count

Number of loans being reported.
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Total Loan Amount

Total dollar amount being reported.

Weighted Average Interest

Measuring the relative importance of various items. The rule for finding a weighted mean (the
item to index) is to multiply each item by its weight, add the products, and divide by the sum of
the products.

Highest Interest Rate

The highest interest rate being charged on any loan in this commitment.

Lowest Interest Rate

The lowest interest rate being charged on any loan in this commitment.

Median Interest Rate

The interest that is in the middle, between the highest and lowest rate on any of the loans in this
commitment.

Weighted Average Discount

The discount weighted with the loan balance.

Weighted Average LTV

The LTV weighted with the loan balance.

Highest Loan Amount

The highest loan amount on any loan in this commitment.

Lowest Loan Amount

The lowest loan amount on any loan in this commitment.

Median Loan Amount

The loan amount in the middle, between the highest and lowest loan amounts in this
commitment.
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Weighted Average Maturity

The weighted maturity loan in the commitment with the loan balance.

Longest Maturity

The longest maturity of any loan in this commitment.

Shortest Maturity

The shortest maturity of any loan in this commitment.

Median Maturity

The maturity in the middle, between the longest and shortest maturities in this commitment.

Notes:
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Borrower Information

This option is to print a review of the borrower information.

When Print is pressed, 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.

Loan Number

The loan number is comprised of the branch number and a number assigned by the program.

Borrower/Co-Borrower Name

Borrower and co-borrower name from the Borrower Information section of the Master Record.

Home Phone

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

E-mail

E-mail from the Borrower Information section of the Master Record.

Relationship

Relationship from the Borrower Information section of the Master Record.
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Business Phone

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

Cell Phone

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

Vesting Title To Be

Vesting Title To Be from the Borrower Information section of the Master Record.

Property Address

Address from the Property Information section of the Master Record.

Mailing Address

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

Notes:

154Mortgage Office Processing Vol. 2



Management Production Summary - Branch

This report is one of a series of Summary Reports of the mortgage loan department. These reports
are available to management to answer what the mortgage loan department's overall status is.

This particular report lists and summarizes branch production. Each branch is shown as a percentage
of all production, average loan amount, average LTV ratio, average fee collected, total origination
fee collected, total discount collected, and average days in processing. The report is very useful in
planning and setting short- and long-term goals. It helps determine manpower needs and can be very
useful in determining where new branches should be built.

It can assist in watching growth and loan trends, and can accurately determine which officers are
bringing in business and which officers need further training.

The operator can select this report to print in detail, summary, or both.

When Print is pressed, 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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Date Range

The date range being reported.

Branch

The number and name of the branch.

Report of Loans Closed

Header indicating this portion of report is for closed loans.

% Total Loans

Represents the percentage of the total loans closed on the program for this branch.

Total Amount

The dollar amount of loan applications taken and loans closed for the date range. Percentage total
is the percentage of loans closed or applications taken divided by total loans closed or
applications taken for the date range by all branches.

Number of Loans

The actual number of loans.

Average Loan Amount

The total dollar amount of loans divided by total number of loans.

Average LTV

Average LTV ratio is computed by using the grand total of the loan amount divided by the total
appraised value/purchase price.

Average Orig Fee %

The total of all origination fees divided by the total dollar amount.

Total Orig Fee

Total origination fees for applications taken and loans closed. Percentage of the total is the
individual branch origination fees divided by the total origination fees for all branches.

Total Discount

Total discount collected from applications taken and loans closed. Percentage total is the total
discount divided by the total discount for all branches.
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Average Days

Average number of days the loan has been in process.

Total Loans Closed

Total line for the columns for the loans closed.

Report of Loan Applications

Header indicating this portion of report is for applications.

Total Loan Applications

Total line for the columns for the loans in application.

Notes:
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Management Production Summary - Loan Officer

This report shows the same information as Management Production Summary - Branch only now
listed by loan officer instead of branch. It is very helpful in determining which loan officers are
taking new loan applications, how many loan applications are being closed, and which loan officers
are producing for the company. The report is also very useful in showing who needs training by
revealing how long it takes the officer to process each loan.

The operator can select this report to print in detail, summary, or both. 

When Print is pressed, 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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Date Range

The date range being reported.

Loan Officer

The name of the loan officer.

Report of Loans Closed

Header indicating this portion of report is for closed loans.

% Total Loans

Represents the percentage of the total loans closed on the program for this loan officer.

Total Amount

The dollar amount of loan applications taken and loans closed for the date range. Percentage total
is the percentage of loans closed or applications taken divided by total loans closed or
applications taken for the date range by all branches.

Number of Loans

The actual number of loans.

Average Loan Amount

The total dollar amount of loans divided by total number of loans.

Average LTV

Average LTV ratio is computed by using the grand total of the loan amount divided by the total
appraised value/purchase price.

Average Orig Fee %

The total of all origination fees divided by the total dollar amount.

Total Orig Fee

Total origination fees for applications taken and loans closed. Percentage of the total is the
individual branch origination fees divided by the total origination fees for all branches.
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Total Discount

Total discount collected from applications taken and loans closed. Percentage total is the total
discount divided by the total discount for all branches.

Average Days

Average number of days the loan has been in process.

Number Declined

The number of loans that have been declined.

Amount Declined

The dollar amount of declined loans.

Total Loans Closed

Total line for the columns for the loans closed.

Report of Loan Applications

Header indicating this portion of report is for applications.

Total Loan Applications

Total line for the columns for the loans in application.

Notes:
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Management Production Summary - Loan Product

This report shows the same information as Management Production Summary - Branch only now
listed by loan product instead of branch. It gives information according to percentage of the types
of loans, such as commercial, conventional, FHA, VA, that are being made.

When Print is pressed, 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.

Date Range

The date range being reported.

Loan Product

The four-digit Products Offered number and description.

Report of Loans Closed

Header indicating this portion of report is for closed loans.

% Total Loans

Represents the percentage of the total loans closed on the program for this loan product.

Total Amount

The dollar amount of loan applications taken and loans closed for the date range. Percentage total
is the percentage of loans closed or applications taken divided by total loans closed or
applications taken for the date range by all branches.

161Mortgage Office Processing Vol. 2



Number of Loans

The actual number of loans.

Average Loan Amount

The total dollar amount of loans divided by total number of loans.

Average LTV

Average LTV ratio is computed by using the grand total of the loan amount divided by the total
appraised value/purchase price.

Average Orig Fee %

The total of all origination fees divided by the total dollar amount.

Total Orig Fee

Total origination fees for applications taken and loans closed. Percentage of the total is the
individual branch origination fees divided by the total origination fees for all branches.

Total Discount

Total discount collected from applications taken and loans closed. Percentage total is the total
discount divided by the total discount for all branches.

Average Days

Average number of days the loan has been in process.

Total Loans Closed

Total line for the columns for the loans closed.

Report of Loan Applications

Header indicating this portion of report is for applications.

Total Loan Applications

Total line for the columns for the loans in application.
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Management Production Summary - Loan Location

This report shows the same information as Management Production Summary - Branch only now
listed by property location instead of branch.

When Print is pressed, 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.

Date Range

The date range being reported.

Location

The location code given for defining areas within counties and communities.

Report of Loans Closed

Header indicating this portion of report is for closed loans.

% Total Loans

Represents the percentage of the total loans closed on the program for this location.

Total Amount

The dollar amount of loan applications taken and loans closed for the date range. Percentage total
is the percentage of loans closed or applications taken divided by total loans closed or
applications taken for the date range by all branches.

Number of Loans

The actual number of loans.
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Average Loan Amount

The total dollar amount of loans divided by total number of loans.

Average LTV

Average LTV ratio is computed by using the grand total of the loan amount divided by the total
appraised value/purchase price.

Average Orig Fee %

The total of all origination fees divided by the total dollar amount.

Total Orig Fee

Total origination fees for applications taken and loans closed. Percentage of the total is the
individual branch origination fees divided by the total origination fees for all branches.

Total Discount

Total discount collected from applications taken and loans closed. Percentage total is the total
discount divided by the total discount for all branches.

Average Days

Average number of days the loan has been in process.

Total Loans Closed

Total line for the columns for the loans closed.

Report of Loan Applications

Header indicating this portion of report is for applications.

Total Loan Applications

Total line for the columns for the loans in application.

Notes:
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Management Production Summary - Interest Rate

This report shows the same information as Management Production Summary - Branch only now
listed by interest rate. The report shows by percentage the interest rate of loans being made.

When Print is pressed, 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.

Date Range

The date range being reported.

Interest Rate

Interest rate of the mortgage.

Report of Loans Closed

Header indicating this portion of report is for closed loans.

% Total Loans

Represents the percentage of the total loans closed on the program for this interest rate.

Total Amount

The dollar amount of loan applications taken and loans closed for the date range. Percentage total
is the percentage of loans closed or applications taken divided by total loans closed or
applications taken for the date range by all branches.

Number of Loans

The actual number of loans.
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Average Loan Amount

The total dollar amount of loans divided by total number of loans.

Average LTV

Average LTV ratio is computed by using the grand total of the loan amount divided by the total
appraised value/purchase price.

Average Orig Fee %

The total of all origination fees divided by the total dollar amount.

Total Orig Fee

Total origination fees for applications taken and loans closed. Percentage of the total is the
individual branch origination fees divided by the total origination fees for all branches.

Total Discount

Total discount collected from applications taken and loans closed. Percentage total is the total
discount divided by the total discount for all branches.

Average Days

Average number of days the loan has been in process.

Number Declined

The number of loans that have been declined.

Amount Declined

The dollar amount of declined loans.

Total Loans Closed

Total line for the columns for the loans closed.

Report of Loan Applications

Header indicating this portion of report is for applications.

Total Loan Applications

Total line for the columns for the loans in application.
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Management Production Summary - Processor

This report shows the same information as Management Production Summary - Branch only now
listed by processor.

When Print is pressed, 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.

Date Range

The date range being reported.

Processor

The name of the processor.

Report of Loans Closed

Header indicating this portion of report is for closed loans.

% Total Loans

Represents the percentage of the total loans closed on the program for this processor.

Total Amount

The dollar amount of loan applications taken and loans closed for the date range. Percentage total
is the percentage of loans closed or applications taken divided by total loans closed or
applications taken for the date range by all branches.

Number of Loans

The actual number of loans.
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Average Loan Amount

The total dollar amount of loans divided by total number of loans.

Average LTV

Average LTV ratio is computed by using the grand total of the loan amount divided by the total
appraised value/purchase price.

Average Orig Fee %

The total of all origination fees divided by the total dollar amount.

Total Orig Fee

Total origination fees for applications taken and loans closed. Percentage of the total is the
individual branch origination fees divided by the total origination fees for all branches.

Total Discount

Total discount collected from applications taken and loans closed. Percentage total is the total
discount divided by the total discount for all branches.

Average Days

Average number of days the loan has been in process.

Number Declined

The number of loans that have been declined.

Amount Declined

The dollar amount of declined loans.

Total Loans Closed

Total line for the columns for the loans closed.

Report of Loan Applications

Header indicating this portion of report is for applications.

Total Loan Applications

Total line for the columns for the loans in application.
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Management Production Summary - Closer

This report shows the same information as Management Production Summary - Branch only now
listed by closer.

When Print is pressed, 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.

Date Range

The date range being reported.

Closer

The name of the closer.

Report of Loans Closed

Header indicating this portion of report is for closed loans.

% Total Loans

Represents the percentage of the total loans closed on the program for this closer.

Total Amount

The dollar amount of loan applications taken and loans closed for the date range. Percentage total
is the percentage of loans closed or applications taken divided by total loans closed or
applications taken for the date range by all branches.

Number of Loans

The actual number of loans.
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Average Loan Amount

The total dollar amount of loans divided by total number of loans.

Average LTV

Average LTV ratio is computed by using the grand total of the loan amount divided by the total
appraised value/purchase price.

Average Orig Fee %

The total of all origination fees divided by the total dollar amount.

Total Orig Fee

Total origination fees for applications taken and loans closed. Percentage of the total is the
individual branch origination fees divided by the total origination fees for all branches.

Total Discount

Total discount collected from applications taken and loans closed. Percentage total is the total
discount divided by the total discount for all branches.

Average Days

Average number of days the loan has been in process.

Number Declined

The number of loans that have been declined.

Amount Declined

The dollar amount of declined loans.

Total Loans Closed

Total line for the columns for the loans closed.

Report of Loan Applications

Header indicating this portion of report is for applications.

Total Loan Applications

Total line for the columns for the loans in application.
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Builder Volume

This report provides production personnel with information on which builders are bringing in new
loans and also those coming in which are closing. The program retains 13 months’ history and prints
total for month and year-to-date.

An option to exclude loans with no builder selected on the Lender Information section of the Master
Record is available.

This report will provide Subtotals for:

C Month-to-Date Count
C Year-to-Date Count
C Month-to-Date Amount
C Year-to-Date Amount

This report will provide Grand Totals for:

C Month-to-Date Count
C Year-to-Date Count
C Month-to-Date Amount
C Year-to-Date Amount

When Submit is pressed, 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.

Builder Name

Name of the builder from the Lender Information section of the Master Record.

Loan Product

Four-digit Products Offered number and loan type from the Loan Information section of the
Master Record.
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Loan Applications
Month-to-Date Count

Number of loans by loan product.

Month-to-Date Amount

Total dollar amount of all loans, Total Loan Amount from the Loan Information section of the
Master Record.

Year-to-Date Count

Number of loans by loan product.

Year-to-Date Amount

Total dollar amount of all loans, Total Loan Amount from the Loan Information section of the
Master Record.

Closed Loans
Month-to-Date Count

Number of loans by loan product.

Month-to-Date Amount

Total dollar amount of all loans, Total Loan Amount from the Loan Information section of the
Master Record.

Year-to-Date Count

Number of loans by loan product.

Year-to-Date Amount

Total dollar amount of all loans, Total Loan Amount from the Loan Information section of the
Master Record.
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Broker Volume

This report lists the loan applications and loans closed by broker. The program retains 13 months'
history and prints current month and year-to-date information. Lists all loan applications and loans
closed during the month by broker.

An option to exclude loans with no broker selected on the Lender Information section of the Master
Record is available.

This report will provide Subtotals for:

C Month-to-Date Count
C Year-to-Date Count
C Month-to-Date Amount
C Year-to-Date Amount

This report will provide Grand Totals for:

C Month-to-Date Count
C Year-to-Date Count
C Month-to-Date Amount
C Year-to-Date Amount

When Submit is pressed, 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.

Broker Name

Name of the broker from the Lender Information section of the Master Record.

Loan Product

Four-digit Products Offered number and loan type from the Loan Information section of the
Master Record.
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Loan Applications
Month-to-Date Count

Number of loans by loan product.

Month-to-Date Amount

Total dollar amount of all loans, Total Loan Amount from the Loan Information section of the
Master Record.

Year-to-Date Count

Number of loans by loan product.

Year-to-Date Amount

Total dollar amount of all loans, Total Loan Amount from the Loan Information section of the
Master Record.

Closed Loans
Month-to-Date Count

Number of loans by loan product.

Month-to-Date Amount

Total dollar amount of all loans, Total Loan Amount from the Loan Information section of the
Master Record.

Year-to-Date Count

Number of loans by loan product.

Year-to-Date Amount

Total dollar amount of all loans, Total Loan Amount from the Loan Information section of the
Master Record.
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Loan Summary

This report is a comparison of the number of loans closed and dollar amount for the month and the
number of loans closed and dollar amount for year-to-date. This is a summary report. The detail of
the applications is found in Processing > Reports > Loan Applications Detail. The total number and
dollar amount of loans for month-to-date and year-to-date is provided.

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.

Loan Product

Four-digit Products Offered number and loan type from the Loan Information section of the
Master Record.

Loan Applications

Applications taken for the month selected. Status Date 1 will be in month and year indicated.

Remember, for loans not to be included on the report: 

C Status 1 (application date) is not within month selected
C Status 11 (close date) is not within month selected
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Month-to-Date
Count

Subtotal of number of loans by loan product.

Loan Amount

Subtotal of dollar amount of loans by loan product.

Year-to-Date
Count

Subtotal of number of loans by loan product.

Loan Amount

Subtotal of number of loans by loan product.

Closed Loans

Closed loans for the month selected. Status Date 11 is in the same month and year indicated.

Month-to-Date
Count

Subtotal of number of loans by loan product.

Loan Amount

Subtotal of dollar amount of loans by loan product.

Year-to-Date
Count

Subtotal of number of loans by loan product.

Loan Amount

Subtotal of dollar amount of loans by loan product.

Totals

Indicates the totals for the various columns.
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HMDA Reporting

All loan applications processed by lenders are required to be reported using the guidelines under the
Home Mortgage Disclosure Act (HMDA).

Since the HMDA report uses information from fields located on other screens which are controlled
by the Underwriter Lock, these fields are displayed on this screen set. This makes it convenient for
verifying, modifying, or adding the information necessary for the report.

As the cursor moves to each field with a drop-down list, the choices are set by the Federal Reserve.
The selections are hard coded in the program and cannot be modified.

If the Action Taken Date is in the current reporting year for HMDA, the loan will qualify for the
report.
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Entry - Modify Fields

This selection is used to enter or modify data in the HMDA fields. Refer to the Mortgage Office
Software Manuals for complete explanation of the fields.
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Other Source

Use this option to add HMDA data from another source so a consolidated HMDA Report can be
prepared. Only the information required on the HMDA Report is entered.

Reporting

This selection is used to prepare and verify HMDA data for reporting purposes.
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Remove Loans

This selection is to remove one or more loans from the program, indicating it has been withdrawn,
declined, closed, or funded. This option removes the loan to History for year-end reporting.
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Withdrawn - Remove

This selection is to remove a loan when the request for the loan has been withdrawn by the applicant.

On the main Mortgage Office menu, select Processing > Remove Loans > Withdrawn - Remove:

Loan Number

Enter the number of the loan to be removed and click Submit.

Status Code 11 Loan Closed and Funded

The loan cannot have a date in Status 11.

2nd Market Source

There can be no commitment selected in 2nd Market Source in the Secondary Market - Loan
Sales section of the Master Record.

The program will verify HMDA Action Type and HMDA Action Date to assure
HMDA Reporting is complete.
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Warehousing Line

If the loan is tied to a Warehouse Line, a date must be entered in Date Loan Paid on the
Warehousing section of the Master Record.

Click Submit. The program will indicate the loan has been removed.

Notes:

A loan assigned to a secondary market commitment cannot be removed using this
selection. Loans assigned to a secondary market commitment are removed all at once
by deleting the commitment.
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Withdrawn - Print

This selection prints a report of removed loans where the applicant has requested the loan be
withdrawn.

On the main Mortgage Office menu, select Processing > Remove Loans > Withdrawn - Print:

Enter a date range and click Update Queue for a current listing of withdrawn loans, and then click
Print to create 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.

Loan Number

The loan number is comprised of the branch number and a number assigned by the program.

Borrower Name

Borrower name from the Borrower Information section of the Master Record.

Loan Amount

Total Loan Amount from the Loan Information section of the Master Record.
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Loan Product

Four-digit Products Offered number and loan type from the Loan Information section of the
Master Record.

Interest Rate

Interest Rate from the Loan Information section of the Master Record.

Date Removed

Date the loan was removed.

Loan Officer

Loan Officer from the Lender Information section of the Master Record.

Processor

Processor from the Lender Information section of the Master Record.

Closer

Closer from the Lender Information section of the Master Record.

Notes:
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Declined - Remove

This selection removes a loan that has been declined by the lender.

On the main Mortgage Office menu, select Processing > Remove Loans > Declined - Remove:

Loan Number

Enter the number of the loan to be removed and click Submit.

2nd Market Source

There can be no commitment selected in 2nd Market Source on the Secondary Market - Loan
Sales section of the Master Record.

The program will verify HMDA Action Type and HMDA Action Date to assure
HMDA Reporting is complete.
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Warehousing Line

If the loan is tied to a Warehouse Line, a date must be entered in Date Loan Paid on the
Warehousing section of the Master Record.

Click Submit. The program will indicate the loan has been removed.

Notes:

A loan assigned to a secondary market commitment cannot be removed using this
selection. Loans assigned to a secondary market commitment are removed all at once
by deleting the commitment.
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Declined - Print

This selection is to print a report of removed loans that have been declined by the lender.

On the main Mortgage Office menu, select Processing > Remove Loans > Declined - Print:

Enter a date range and click Update Queue for a current listing of declined loans, and then click
Print to create 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.

Loan Number

The loan number is comprised of the branch number and a number assigned by the program.

Borrower Name

Borrower name from the Borrower Information section of the Master Record.

Loan Amount

Total Loan Amount from the Loan Information section of the Master Record.

Loan Product

Four-digit Products Offered number and loan type from the Loan Information section of the
Master Record.

188Mortgage Office Processing Vol. 2



Interest Rate

Interest Rate from the Loan Information section of the Master Record.

Date Removed

Date the loan was removed.

Loan Officer

Loan Officer from the Lender Information section of the Master Record.

Processor

Processor from the Lender Information section of the Master Record.

Closer

Closer from the Lender Information section of the Master Record.

Notes:
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Closed - Remove

This selection is for removing loans that have been closed and are to be removed from the Processing
program, but they will be serviced by my company.

Check these fields prior to removing a loan. The program requires:

C A date in Status 11 Loan Closed and Funded indicating the loan has been closed.
C A date in Status 15 Closed Docs Back indicating all tracking items are back.
C A date in Status 19 Funds Received or In-House Vault.
C HMDA Action Type and HMDA Action Date be filled in to assure HMDA Reporting is

complete.

On the main Mortgage Office menu, select Processing > Remove Loans > Closed - Remove:

Loan Number

Enter the number of the loan to be removed and click Submit.

2nd Market Source

There can be no commitment selected in 2nd Market Source on the Secondary Market - Loan
Sales section of the Master Record.
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Warehousing Line

If the loan is tied to a Warehouse Line, a date must be entered in Date Loan Paid on the
Warehousing section of the Master Record.

Click Submit. The program will indicate the loan has been removed.

Notes:

A loan assigned to a secondary market commitment cannot be removed using this
selection. Loans assigned to a secondary market commitment are removed all at once
by deleting the commitment.
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Closed - Print

This selection is to print a report of closed loans that have been removed.

On the main Mortgage Office menu, select Processing > Remove Loans > Closed - Print:

Enter a date range and click Update Queue for a current listing of declined loans, and then click
Print to create 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.

Loan Number

The loan number is comprised of the branch number and a number assigned by the program.

Borrower Name

Borrower name from the Borrower Information section of the Master Record.

Loan Amount

Total Loan Amount from the Loan Information section of the Master Record.

Loan Product

Four-digit Products Offered number and loan type from the Loan Information section of the
Master Record.
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Interest Rate

Interest Rate from the Loan Information section of the Master Record.

Date Removed

Date the loan was removed.

Loan Officer

Loan Officer from the Lender Information section of the Master Record.

Processor

Processor from the Lender Information section of the Master Record.

Closer

Closer from the Lender Information section of the Master Record.

Notes:
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Funded & Brokered

This selection is to remove loans that have been funded, brokered, and sold to another source. They
will not be serviced by my company.

Check these fields prior to removing a loan. The program requires:

C A date in Status 11 Loan Closed and Funded indicating the loan has been closed.
C A date in Status 15 Closed Docs Back indicating all tracking items are back.
C The loan must be paid by having a date in Status 19 Funds Received or In-House Vault.
C HMDA Action Type and HMDA Action Date to be filled in to assure HMDA Reporting is

complete.

On the main Mortgage Office menu, select Processing > Remove Loans > Funded & Brokered:

Loan Number

Enter the number of the loan to be removed and click Submit.

2nd Market Source

There can be no commitment selected in 2nd Market Source on the Secondary Market - Loan
Sales section of the Master Record.

194Mortgage Office Processing Vol. 2



Warehousing Line

If the loan is tied to a Warehouse Line, a date must be entered in Date Loan Paid on the
Warehousing section of the Master Record.

Click Submit. The program will indicate the loan has been removed.

Notes:

A loan assigned to a secondary market commitment cannot be removed using this
selection. Loans assigned to a secondary market commitment are removed all at once
by deleting the commitment.
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Funded & Brokered - Print

This selection is to print a report of funded and brokered loans that have been removed.

On the main Mortgage Office menu, select Processing > Remove Loans > Funded & Brokered
- Print:

Enter a date range and click Update Queue for a current listing of declined loans, and then click
Print to create 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.

Loan Number

The loan number is comprised of the branch number and a number assigned by the program.

Borrower Name

Borrower name from the Borrower Information section of the Master Record.

Loan Amount

Total Loan Amount from the Loan Information section of the Master Record.
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Loan Product

Four-digit Products Offered number and loan type from the Loan Information section of the
Master Record.

Interest Rate

Interest Rate from the Loan Information section of the Master Record.

Date Removed

Date the loan was removed.

Loan Officer

Loan Officer from the Lender Information section of the Master Record.

Processor

Processor from the Lender Information section of the Master Record.

Closer

Closer from the Lender Information section of the Master Record.

Notes:
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Transfer - New Loans

This option is used to transfer loans from Processing to Servicing.
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Receive From Processing

Receiving a loan into Servicing copies all information into the proper Servicing Master Record
fields. With this function, the loan is placed in a transaction group for posting and assigned to the
proper Investor, the necessary Escrow Records are set up, and Other Liens and Additional Borrowers
are set up if applicable.

In Processing > Loan Status Update, Status 13 Transfer to Servicing (displayed in green) must
have a date equal or prior to the system date before the loan can be transferred to Servicing.

No date can be entered in Status 13 until the Est Closing Date on the Closing Information section
of the Processing Master Record has been reached and/or if the Appraised Value on the Loan
Information section is blank.

On the main Mortgage Office menu, select Servicing > Transfer - New Loans > Receive From
Processing:

Loans with a qualifying date in Status 13 display on the Receive From Processing screen.
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Processing Loan Number

The assigned Processing loan number.

Borrower Name

First, middle, and last name of the primary borrower.

Borrower SSN

The first five digits display as asterisks; just the last four digits of the primary borrower’s Social
Security Number display as numbers.

Deletes the loan from the queue and removes the Status 13 date from the Loan Status Update
screen.

Click Receive to begin the process of receiving a loan.

Indicate if the borrower is an Individual, Corporation, Partnership, or Other.

New Servicing Account Number

Select the Control Number from the drop-down list and enter the loan number.

Click Submit to process the loan number to assure it is valid. The operator is taken through each
of the screens of the Servicing Master Record to accept the data transferred, modify data, or enter
additional information.
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