Shortcut Keys and Tricks

LOAN SERVICING SOFT Shortcut Keys and Tricks

This document will give you a list of shortcut keys or “hot keys” and other tricks in the LOAN
SERVICING SOFT system. Shortcut keys or hot keys save you time, essentially they help you
work faster and more effectively.

For additional information and/or questions please feel free to contact our support group at
support@loanservicingsoft.com or 1-800-993-1839 x2.

Shortcuts and Tricks

e Enter Payment or Enter Transaction - CRTL+T

This will open the Search Loan screen where you can Tab, Tab, Tab to navigate. Once you locate
the loan you want, hit return and this will automatically select the OK button for you.

rq Search Loan I | —— _—_— @Eﬂ
Loan Number | \NickName | | [lLoanStatus |Active «] | seach |
Barrower Name | | Borrower ¥ I:I
|7 Loan & | Nick Mame | Bomower Name | Amourt | Status |
1000 Tina Thousand 100000.00 Active
L [1m Cindy Thompson 1000.00 Active
- (1002 Jeff T Bomower 100000.00 Active
| Andrew L Watters 100000.00 Active
[ | Cc-2 Irene Impound S0000.00 Active
|| C-3 Tres Amigos S000.00 Active
| Cc-4 Incremental XYZ Limited Corporation 40000.00 Active I
- |cs Sally Step Rate 100000.00 Active ||
| B143TVYFIBWIFEW Cindy Thompson 15996468 89 Active
||
1 Mazx records
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Shortcut Keys and Tricks

e Tricks on the Loan Payment screen

Once you select your loan on the screen above you are brought to the Loan Screen. There are
several tricks that we can share with you on this screen.

- First off almost the entire screen can be navigated by the Tab key — again, Tab, Tab, Tab
or hold down to fly through the screen.

- You can double click on the Payment Due date field and it will auto fill/copy all the date
fields below. All but the Hold To Date which will autofill with your Effective Date plus
your default Hold To days as specified in your system setup area.

- If you have different amounts displayed in the Amount Due and Total Due fields you can
double click on either of these numbers to autofill the Amount Received field. This will
of course help avoid typos and user errors.

Loan Payment » . [
Lozn Number Payment Type regular ry double clicking Due Amount Pay Amount
Funded Amount Payment Number E@ st Due Impound | 0.00]| 0.00|
Payment 87757| | | PaymentDue  [5/1/2014 | st Due Interest | 0.00|| 0.00|
Ere EffectiveDate  |5/14/2015 = ast Due Late Fee | 0.00[ 0.00
Trust Account DepositDate  |5/14/2015 ] |g¥eastDueFees | 0.00|| 0.00]

HoldToDate  [5/28/2015 [=] ¥ Past DuePrincipal | 0.00| 0.00|
T Interest Paid To  [5/1/2014 [=] §¥ current Impound Due| 0.00| 0.00|
Payment Method | Check -] fif Current interest Due | 819.40| 813.40
Principal Balance Reference# | fl Corentiseree | a3.88)| 43.38]
Unpid Principal Notes Current Fees | 0.00/ 0.00]
Unpid Interest Current Principal Due| 58.17] 12.23|
Unpsid Impound UnbilledPrincipd | 98.269.95]( 0.00]
Unpaid Late Fee UnbilledFees | 0.00| 0.00]
Unpaid Fees Retum to Borrower | 0.00| 0.00]
4| | 01 InterestPaid To Amount Due | 3?.?.!.?| Other Income | 0.00/| 0.00|
{ Total Due | s2145 ||| Configure Distribution |
_ Amount Received | 87757 [ — |
J
[D Vizive Current Late Fee [0 Payoff Unapplied Funds | o] | View | Add Loan Fees |
J
] | lowDm - | Postet || Post || Cancel |
;
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Shortcut Keys and Tricks

- You can automatically move all funds from Unapplied Funds for posting by double
clicking.

f Loan-l’a)rment - . - - — - ﬂ
Loan Number PaymentType  (®)Scheduled () Irregular Due Amount Pay Amount
Funded Amount Payment Number EI Status Past Due Impound | D.DDH D.DD|
Payment PaymentDue  [6/1/2014 | || PastDuenterest | 741.83| 74183
Borrower Effective Date  |5/14/2015 [-] || PastDuelateFee | 43.8|| 43.88|
Trust Account DepositDate  |5/14/2015 [-] || PestDueFees | 0.00|| 0.00]

Hold ToDate  [5/28/2015 [=] || PastDuePrincipal | 58.17|| 14.29|
Fast Due Data Interest Paid To |6."1 12014 E| Current Impound Due| D.DD| | D.DD|
Payment Method | Check [=] || Currentinterest Due | 819.40 | 000
Principal Balance Reference & | Current Lste Fes | az.8|| 0.00]
If you pla
Unpaid Principal Notes fiald and then double click on the Current Fees | D.DDH ﬂ-‘3‘D|
- Unapplied Funds field all unapplied fundg -
Unpaid Interest will be moved for posting. For more SrETHRERE D“B| 53'1?” D.DD|
Unpaid Impound options yau can click on the Unapplied Unbilled Principal | BB.211.'.-'B|| D.DD|
Funds button.
Unpaid Late Fee UnbilledFees | 0.00]| .00
Unpsid Fees Return to Borrower | 0.00]| .00
L W Y
014 Interest Paid To Amount Due { A\ 275 || OtherIncome | 000/ | 0.00|
L W %
Total Due | \_ \?‘35-33| [ Configure Distribution |
. -
Amount Received | \\ 0.00| [ R |
)
[D Waive Current Late Fee [ Payoff Unapplied Funds80000 || -80000] | View | Add Loan Fess |
Loan Data - PostMext || Post || Cancel |
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e Apply funds to impound account — CTRL+E

Shortcut Keys and Tricks

Funds can be entered into one of your impound accounts quickly by using the CTRL+E shortcut

keys.

e Right click on loan line items: Enter Payment, Open Payment History, View Snapshot

You can post a payment, view a loans payment history, or pull up the loan snapshot screen right
from the loan screen (the loan list). Just right click on a loan and select the function you want.

th

File Edit View Teols Help

)Lognut ‘:’Refresh| rCaHQueue ﬁEn‘terTrarﬁactiDn - + Add Loan

L¢

My Portfolio 7| (hctive Loans
Loans # open & add
=) Al Fles
E1-C3) Applications ‘Search Faor: | | [ Search | [ Clear
-2 Pre-Approved I
i) Application Retumed ’7 | Loan Number Bomower Co-Bomower Prc
{2 Application Completed || L201400188 SALENE P Jones
{5) Pending 201400184 Keneta D Jones
i) Approved 201400130 Kathy A Jones
{2 Underwrting L201400178 Lesaundria M Jones
=I-{3) Active Loans —
(3 Late Fee Charged L L201400170 Donna M Jones
—{CT) 10 Days Late L201400168 Richard A Jones
{2 30 Days Late 1201400167 Martin ¢ Jones
0 60 Days Late 1201400157 Kaleb A Jones
-{£3) 90 Days Late -
£ Charge OF L L201400156 Veman L Jones
{3 Paid Off L L201400143
{2 Rejected 1201400141 o Enter Payment
() Withdrawn " | 1201400140 = o1 istory
) Custom Views L C Open Payment History
|| L201400136 . View Loan Snapshot
1201400135
L201400131 Justin L Jones
1201400113 Lesa D Jones
201400112 Teny Jones
L201400105 Sandy L Jones
1201400104 Maowell R Jones Maowell R Jones
DEF_RATE TEST CONSTRUCTION STUFF 2237 AHWY
1003TEST John Bomower Property Addr
04700
04652
04613
04566
04564-0N
04559
|| 04519
— Loans 04517-0N
— I B - -

LOAN SERVICING

FT




Shortcut Keys and Tricks

e Other shortcut keys

There are other less valuable, but still very nice, shortcut keys up in the top menu area of
the screen.

III LOAMN SERVICING SOFT
Eile | Edit | View Tools Help
Copy Ctrl+C
L]

FPaste Ctrl+V

Delete

CallOueue -nnEme:Trmacﬁm - wlim Add Loan

My Control Panel *.

2] My Control Panel Portfolio Activity
{a IT Administration

B0 E-Mai

[+-{Z) Templates &7 ADE ACD
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