ACH Setup and Running

LOAN SERVICING SOFT ACH Setup and Running

This document will guide you through the process of setting up and running ACH 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.

ACH Setup

LOAN SERVICING SOFT allows you to ACH money in and out via NACHA file. In order to set up
ACH you will need to enter setting information in two or three areas in LSS.

Trust Accounts

First you will want to make sure that the Trust Accounts you are ACH’ing in and out of are set
up. To do this navigate to Control Panel, Configuration Options, Trust Accounts, and then select

the Trust Account you would like to use.

On the Account Info screen be sure to fill out the top two fields on the left of your screen —

Account Name and Account Number.
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ACH Setup and Running

On the ACH/EFT tab first be sure to check the Active Service check box. Then be sure to fill out
the Company Name field and select your Export Type from the drop down. In most cases you
will want to select “ACH — Generic USA”. For Company Identification field, if your bank assigns a
number to you, please enter here, and if they don’t leave blank. All other field data will be
provided by your bank. At the bottom of the screen you will need to Select a NACHA file format.
Select Unbalanced NACHA file unless you are instructed to use the Balanced option by your LSS
tech or your bank.

(=] Trust Account %

M Account Info ACH /[ EFT |

& ACH/EFT | Active Service Export Type |-'“*CH - Generic USA = |
Company Name |Senricing Co |

Company ldentification ||D Assigned by Bank (f any) | Immediate Destination Name |bank will provide, required |

ACH File Qualifier |Leave empty unlesstesting | Immediate Destination 1D Ibank wil provide, required |
Debit Credit

Immediate Origin Name |bank will provide, required | |bank will provide, required |

Immediate Origin 1D |bank will provide, required | |bank will provide, required |

Originating DF| |bank will provide, required | |bank will provide, required |

Service Class Code |bank will provide, required | |bank will provide, required |

SEC Class /CPACode  |bank will provide, required | |bank wil provide, requied |

Select a NACHA file format:

l Unbalanced NACHAfile (Your company bank account will be debited or credited)

Balanced NACHA file (Create an offset record to make total debit amount egual to total credit amount)

Account Type | Checking - | Bank’s Transit Routing Number |tms'rt |
(Receiving DF| ldentification)

Bank Name |Bank |

Account Halder |holder | [B[E]‘Er;f'ccccoiﬂm&mbt:; |account |

OK Cancel
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Borrowers

Next you will want to set up your Borrows on their ACH & Card screen. To navigate to this
screen go to Contacts, Borrowers, ACH & Card tab. On this screen you will want to fill out the
entire top section, everything but the Branch Address and the Verified check box. Then on the
bottom section of the screen, under the ACH Defined Schedules section click the Add button.
Once the Schedule Auto Transactions screen pops up, make sure the Loan # is set correctly,
then in the Amount section select either Current Due Amount or Fixed Amount. We would
recommend setting Apply As to Apply as scheduled payment, and then under the Repeating
Details section we would recommend setting the Repeat Type to Follow Loan Schedule. Feel
free to play with the other options if you like.

Borrower B20000018 =
&, Personal Info ACH & Card Setup Information |
B Classification | *CH! e
[# uors ACH Status [Active - | Account Type |Checking | |
| & ACH&Card  [Bank Name [Wells Fargo Account Holder |doe T Bomower |
1N HMDA Info Routing Number | 021000083 Account Number [ 123456783 | |
B Docs 2 logs Branch Address l:l Verified |
B fudit Trail ACH Defined Schedules
o Add Edit 3 Remove |
Loan # | Amount Type MNotes |
[=7 Schedule Auto Transactions =
Loan # |ﬂ-1»-rr|5-032 (AAA Home Rehab) | Q |
Amount Current Due Amount ®) Fixed Amount 2.5ﬂD.ﬂD| |
Apply As |»’3q.7||::h||r as scheduled payment = |
Notes |
Repeating Details |
Repeat Type  |Follow Loan Schedule [~ | days before due date |
Next Run Date | I - |
Ends On |Dn Loan Maturity Date - |
oK Cancel
-
Display Loans A oK Cancel |
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Servicing Company

Only required if you plan to ACH your servicing company for fees collected from your servicing
account, or you are paying your escrow impound payments out via ACH.

To set up your servicing company for ACH go to Control Panel, Configuration Options, Servicing
Companies, ACH tab. On the ACH screen first set ACH Status to Active, then select Checking or
Savings in the Account Type drop down, enter your bank name in the Bank Name field, name of
the account holder in the Holder Name field, Routing Number and Account Number. Branch
Address can be left blank and you don’t need to do anything with the Check Pay To box.
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{&] Classfication Setup R HMDAR 1 Routing Number 123456789 Account Number 987654321
@ Lockup Value Setup I - R
/=] User Defined Fields Setup & AcH Branch Address | |
=] Income Expense Label Defaults | {1l Check Pay Te | |
=] Underwriting Condtions & E- Sign/ DocuSign : b
F;j Docusign Mapping
=] Index Rates $ Payment Gateway
5] Rate Scheduies [#} User Defined Fields
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{'==E| Accounting Setup
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ACH Setup and Running

Running ACH for Payments In (Debit)

To begin your ACH In or ACH Debit process, goto your My Control Panel, Accounts, and right
click on the Trust Account you wish to use, and select ACH / EFT Operations.

CD RecentFiles - wim Add Loan Style -

b
vity Portfolio LTV - Loan To Value Portfolio Aging
$57.442,743
510,000,000 — 0.00% T —————9%09%
r\‘,:-:f 548748 0.00%
52380428 000% ———M8M———————
1.000.000 $100.000 —
— $1000 . §2.100457 383%—
:nding  Funded  Active
inding | . 020 21-40 41-60 61-30 N g1-100 I B current 31-60 61-90 WM 91-1z20 NN 121+
o 2dd Task #” Edit Task 3 Delete Task &y Assign To Me Q, Search | Assgined To: | Assigned to Me - | Due Date: |Due Today | @Refresh ¥ - | Accounts &
From | AsiredTo [ Ceatedon | DueDate | Stas | Reference | Accourt | Belance
Administrator Administrator 12/08/22 1:30 PM 12/08/22 1:30 PM  Needs Action || Servicinn Aceourt 1 - 2373RNSATNA1 813.087.73
Administrator Administrators 12/08/22 142 PM  12/08/22 1:42 PM  Needs Action Servicin [l Open Account { 0.00
Admiristrator Admiistrator 02/14/Z3200PM  02/14/23 1159 .. Needs Action Servion W Configure Account 0.00
Administrator Administrator 04/11/23118PM  03/18/23 1159 Needs Action | | Construcdl Genaate / Print Chack [ 53311152
Administrator Administrators 03/21/23 216 P 03/21/23 216 PM  Needs Action | |Escrow | % ACH / EFT Operations §00.00
Administrator Administrator 06/28/23 308 PM  06/28/23 11:59 .. Needs Action 4 Incremertal With Escro — W Bank Reconcilistion I
Administrator Administrator 06/28/23310PM  07/05/23 1159 .. Needs Action -5 Sally Step Rale

On the next screen, click on Create ACH / EFT Debt File and the ACH / EFT Debit File Wizard will
pop up. On this screen enter your settings and click Next in bottom right corner of the screen.
Bank Account and Export Format will be auto filled for you. Export Description can be left blank
unless you want to include a description for your Borrower. Print Summary Report check box
should be default checked. Leave Exclude Fully Paid Payments unchecked.

ACH / EFT/ CC Batch Files x
9 Current
e Create ACH / EFT Debit File = Create ACH /EFT Credit File = Create Card DebitFile 4" Edit 3§ Delet £ -
Status | EotType | Fie Type | BankDate ~|  Company Date Debits Credis | Eniries o
~  (DRefresh £

ACH / EFT Debit (Wire In) File Wizard — O x

k Select Debit Date Range and Transmission Date

Bank Accoun! |Senvicing Account - 287960967091 |

Export Format |ACH - Generic USA |

Payment Due Date Range [11/1/2020 -] To [11/312020 -]
Bank Processing Date |11/8/2020 B
Export Description l:l | Print Summary Report

Exclude Fully Paid Payments

e v v e e e e e e e e e e e v

1 Mex Records: [f
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ACH Setup and Running

On the next screen you will be presented with a list of all payments that are due. Go ahead and
check the check box of all the payments that you wish to include on your ACH /EFT File and click
Next.

ACH [ EFT Debit (Wire In) File Wizard — O x

;\ Select payments to process

| |1 of 2| B M Select All Check Selected Select None | View Loan L -
Sel Loan # MName Previous Pay Date Previous Pay Amt Due Date Amount Validation

[ ica Andrew L Walters 10/10/2024 1.000.00 T/1/2024 1.500.00 | Loan is past maturity date

c2 Irene Impound 8/21/2025 0.00 T/1/2024 491.55

Total Ameunt: 1,991.55 [Selected Amount: 491,33

<Back | MNext> || Cancel
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ACH Setup and Running

You are then presented with the Finalize process screen where you can Export your ACH / EFT
File, Set your status to Finalized and Apply Payments to Loans.

ACH / EFT Debit (Wire In) File Wizard

;\ Finalize process, save file and apply payments to loans

Export ACH / EFT File Set Status to Finalized Apply Payments to Loans

You will most likely want to Export your ACH / EFT file at this point and send it to your bank. Go
ahead and click the Export button to do this and then click the Finish button at the bottom right
corner of the screen. You will be able to come back and continue your process when you are
ready by right clicking on the Trust Account again and selecting ACH / EFT again.
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Select your last batch from your list.

ACH Setup and Running

ACH / EFT / CC Batch Files X
= Create ACH /EFT DebitFile =fe Create ACH / EFT CreditFile e Create Card DebitFile 0" Edt 3§ Delete L -
Status | Expot Type I Fie Type | BankDate ~|  Company Date | Debts [ Credts | Enties
| Finalzed ACH Debits Export | ACH - Generic USA \ 7/1/2024 | 7/1/2024 | 1.99155 | 000 2
Max Records: Show deleted Cancel

And now you are back on a screen where you can Finalize, Print Reports, Apply Payments to

Loans.

ACH / EFTFile

Print Report Set Status to Finalized

Apply Payments to Loans

For more on the Apply Payments process we will need to go over the Lockbox Batch Payment

Processing process.

LOAN SERVICING

h ¢
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Running ACH for Payments Out (Credit)

To begin your ACH Out or ACH Credit process, first you will need to make sure all of your Checks
are created. In LSS we use the term checks for all payments out, including actual checks and
eChecks or ACH payments. So to do this first step goto your My Control Panel, Accounts and
then right click on the Account you wish to send out from, and select Generate / Print Checks.

- {11 Accounts

Account Balance
813

L

Servicing Ac

Servicing Ad . Open Account ———
ervicing
Cervicing Ac # Configure Account —
ervicing
s Construction E Generate / Print Checks 51
Escrow Tus 7 ACH/ EFT Operations
|.§ Bank Reccnciliation

You will then be presented with a list of available split payments to be sent out. You can select
all with the Select All button, or you can select a sub-set of the payments to be sent. You have
several controls to select and filter your list. Once you have your sections configured click the
OK button at the bottom right corner of your screen.

Search Splits X
Loan Number | | Hold to Date From [ 1 / T [14 - || Pay Date From [/ / o 1o [11 - Search
Nickname | | Payee it [ | Payes Name
[T Jofs63] b M Select All Check Selected Select None | View Loan View Payment 15 -
Sel. | Payees | Payee | Lz | losnStus | Nckname | Total | payz Ref. PeyType | Due Date Effective Date | Hold To Date E‘

[ BROKER2 ABC Motgage 1000 hctive 5030 %0 Schedued  4/1/2014 5/29202 612/2024

O |eroker2 ABC Mongage | 1000 hctve 5030 70 Schedued | 5/1/2014 10/31/2024 10/31/2024

O |BROKER2 ABC Mongage | 1000 Active 65030 380 Schedued | 6/1/2014 10/31/2024 10/31/2024

[ |BROKER2 ABCMotgage | 1000 Active 85030 390 Schedued | 7/1/2014 10/31/2024 10/31/2024

O |BROKER2 ABC Motgage | 1000 Active 85030 100 Schedued | 8/1/2014 10/31/2024 10/31/2024

O]  BACKER2 ABC Motgage | 1000 Active 65030 410 Schedued | 9/1/2014 10/31/2024 10/31/2024

O]  BACKER2 ABC Motgage | 1000 Active 658,95 500 Schedued | 4/1/2016 10/31/2024 10/31/2024

[  BACKERz ABC Motgage | 1000 Active 65030 510 Schedued | 10/1/2015 10/31/2024 10/31/2024

[] BACKERz ABC Motgage | 1000 Active 65030 550 Schedued | 11/1/2015 10/31/2024 10/31/2024

[] BAOKERz ABC Motgage | 1000 Active 65030 560 Schedued | 12/1/2015 10/31/2024 10/31/2024

O BROKER2 ABC Mortgage 1000 Active 683.46 570 Scheduled 11/2016 1043172024 10/31/2024

O BROKER2 ABC Mortgage 1000 Active 68356 580 Scheduled 2/1/2016 10/31/2024 10/31/2024

0] |BROKER2 ABC Mongage | 1000 hctve 66255 590 Schedued | 3/1/2016 10/31/2024 10/31/2024

0] |erokeR2 ABC Motgage | 1000 hctve 5030 30 Schedued | 4/1/2015 10/31/2024 10/31/2024

O |BROKER2 ABC Motgage | 1000 Actve 5030 490 Schedued | 5/1/2015 10/31/2024 10/31/2024

O |BrROKER2 ABCMotgage | 1000 Actve 65030 500 Schedued | 6/1/2015 10/31/2024 10/31/2024

O |BROKER2 ABC Mongage | 1000 Active 65030 510 Schedued | 7/1/2015 10/31/2024 10/31/2024

O |BROKER2 ABCMotgage | 1000 Active 85030 520 Schedued | 8/1/2015 10/31/2024 10/31/2024 J

[Total Amount; $12,835.16 Selected Amount: 0.00
oK Cancel
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You will then be presented with the Print Checks screen. You don’t need to do anything on this
screen, just click the Ok button.

Print Checks x

Filter Data

Held To Date From I:I Hold To Date To |11/3/2025

Al Types Paper ACH /| EFT

| -1 | Q

(Text Check Dats |
Check Date 11/3/2025 - | Mext Check # 1|
Ok Cancel

And then you just need to print your checks. Select the Generate Entries Only option unless you
wish to email or mail out paper copies of the Non Negotiable check stubs as an ACH payment

receipt.
Processing checks for Servicing Cash Account *
i [ of 1| ©  SelectAll Check Selected Select None View Splits ﬁ -
Select | Check # Check Date Type Payee # Payee Amount
To print 11/3/2025 Check BROKERZ ABC Mortigage 650.30

[Total Amount: 650.30 Selected Amount: 650.30

Email / Print to |Brnther MFC-J435W Printer WIF| {redirected 714) - |

Export to Folder |

‘@ Generate Entries Only (checks wall get saved insystem &will notprint ) I

Print QK Cancel
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Once your checks have been created you are now ready to run your ACH Out or ACH Credit
process and create a NACHA file. For this next step go to your My Control Panel, Trust Accounts
and right click on ACH / EFT Operations.

fh Accounts
Account | Ba
5 . Cpen Account
5 ﬂ' Configure Account
G E Generate / Print Checks
Ed & ACH / EFT Operations
.ﬁ Bank Reconciliation

Then on the next screen click the Create ACH / EFT Credit File button.

ACH/ EFT/ CC Batch Files X
wfs Create ACH | EFT Debit Filell o Create ACH [ EFT Credit Filel-l- Create Card DebitFile #*Edit 3 Delete L -
Status Export Type File Type Bank Date - Company Date Debits Credits Entries
Finalized ACH Debits Export ACH - Generic USA 7/1/2024 7172024 1.991.55 0.00 2
Max Records: Show deleted 10

You will then be presented with a wizard that will walk you through the final steps.
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The ACH / EFT Credit File Wizard will then pop up. Confirm that you are in the correct Bank
Account and your Export Format is set correctly, then set your Check Date Range, Bank
Processing Date, and click the Next button. The Export Description field is optional.

ACH / EFT Credit (Wire Out) File Wizard — O =

;\ Select Check Date Range and Bank Processing Date

Bank Account |Servicing Account 1 - 287960967051 |

Export Format |ﬂCH - Generic USA |

Check Date Range [11/3/2025 -] To [11/3/2025 -]
Bank Processing Date (11/3/2025 -
Export Description I:I | Print Summary Report

Cancel

On the next screen a list of all available ACH payments will be displayed. Check the check boxes
of all payments you want to include on your NACHA file and click the Next button. Then on the
Finalize process and save file screen, you can save your NACHA file and set your status to
finalized.
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