Using Reports

LOAN SERVICING SOFT Using Reports

This document will guide you through the process of setting up and using reports in LOAN
SERVICING SOFT.

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

Reports Manager

All reports and documents in LOAN SERVICING SOFT are configured in the Reports

Manager section of the control panel. Control Panel -> Configuration Options ->
Reports Manager. Select a report and click the Edit button to make changes to the
reports settings.
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Edit report >

(Properties |
MName Lnan Application Analysis | [C]l Skip On Update
Code  |LAPPANY | Sort Order: 1410 Add to Favorites

ls Public  Visible Only To | [
Showon [ Loan Screen [l Payment Screen [ Call Queue Screen

| ok | Cancel |

From the Edit Report window you can make the following changes:
Name - You have the option to customize the display name of the report.

Skip on Update — Check this box if you have customized your report and don't want it
to be overwritten when an update is made.

Add to Favorites — Check this box if you use this document on a regular basis and want
it to appear in the favorites menu of the Documents section. This will give you quick
access to the report.

Is Public — Check this box if you want this document to be available to everyone

Visible Only To — Uncheck the Is Public box and use the drop down key to select the
group or user you would like to be able view this document.

Group — An internal setting.

LOAN SERVICING

FT




Using Reports

Running Reports

Reports and other documents are found in the Documents section of the software.
Reports that have been marked as favorites will appear in the Favorites subsection.

To run a report:

e Double click a report in any folder.

e For reports requiring a selection, click the magnifying glass and select an account.

e You can filter your search results by filling in the appropriate fields and clicking
the Search button.

e Some reports allow multiple selections. Use the shift and ctrl keys to make your
selection.

e Configure other report options to filter your data (in this example: Label Type).

e Click the Run Report button.

(w] LOAN SERVICING SOFT - Borrower Mailing Labels = =
sover | [&] e (v 51802571 2] Fun or
L — | 1
—qQ Search Borrower (To select multiple rows use SHIFT and CTRL keys) = B
| of
Neme [ Jaccmts [ |@acive
swen [ e |
|— Bomower # | Name | 55N Phone | Active |
B20000012 Man T Applicant 382321192 310-553-1882
B20000004 Andrew L Watters 555-12-4444 (415) 450-1234
| B20000010 Brad Step Rate
B20000002 Cindy Thompson
B20000008 Incremental XYZ Limited Corporation (800) 456-9000
| E20000006 Irene Impound 5h5-66-8838 (415) 555-5000
B20000003 Jeff T Bomower
B20000009 Sally Step Rate
E20000011 Sammy Straight Note
B20000005 Susan Bee Walters (415) 4501234
B20000001 Tina Thousand 09876543 work no
J E20000007 Tres Amigos (408) 534 - 8300
Max records ok || caneat |
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=] LOAN SERVICING SOFT - Borrower Mailing Labels - B

Borrower  |B20000012 (Alan T Applicart), B2(| @ Label Type |Avery 5160 (258" 17 [~ “’p""

M 4 1 of 1Tk M |«

Alan T Applicant Cindy Thompson Incremental XYZ Limited
Corporation

777 Good Ludk Ln 567 Warton Ave 150 Industrial Ave, Suite 150

Yourtown, CA, 92113 Dallas, TX, 78001 San Bruno, CA, 94001
Sally Step Rate Sammy Straight Note Susan Bee Walters

150 Litton Ave 4311 Mation 5t, Unitt 1237

Palo Alto, CA, 94001 San Frandsco, CA, 90001

Tina Thousand

1234 Alton Ave, Apt. #102
Sacramento, CA, 94001

Once you have run the report, you can use the drop down menu to change the way the
preview is displayed. You can also choose to print or export the document.
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