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Disclaimer

This guide is provided on an 'As Is' basis. Invoice Management™ makes no representations or warranties of any kind, express or implied, as to the information, content, materials or products, included in this guide. To the fullest extent permissible by law, Invoice Management™ disclaims all warranties, express or implied, including but not limited to, implied warranties of merchantability and fitness for a particular purpose. Invoice Management™ will not be liable for any damages of any kind arising from the use of this guide, including but not limited to direct, indirect, incidental, punitive and consequential damages.

 

Document Version

Invoice Management™ Release 5.17

Document Last Revised 07/09/2010 

Preface
Welcome to Invoice Management™
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	Periodically, enhancements are made to the Invoice Management™ application. These enhancements are captured in the form of ‘Release Notes’ that will describe the updates or changes that have occurred since the last release of the software.

 

Click here to review the Release Notes 

 

Please visit and bookmark http://training.lpsdesktop.com for additional training resources! This site provides access to instructor-led training courses, eLearning materials and other LPS Desktop® products.


 

Invoice Management™ is an e-commerce Business-to-Business application that provides an electronic bill presentment, processing and payment solution for the mortgage industry.
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	This online help guide is best viewed with Adobe® Flash Player. See the Flash Player Installation Instructions topic in the Appendix for more details.
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	This guide is also provided in Portable Document Format (PDF). Viewing PDF documents requires Adobe® Acrobat Reader which can be downloaded free from www.adobe.com. Click here to download the PDF version.

 


 

Review the following topics to get started:

· How to Navigate Online Help
· Customer Support
· System Requirements
About This Guide

This guide is intended for Servicer [image: image6.png]


An organization that collects monthly mortgage principal and interest payments from the borrower and manages escrow accounts for paying taxes and insurance premiums. The servicer often services mortgages that have been purchased by an investor in the secondary mortgage market. users of Invoice Management™ and provides you with user interface and concept instructions. To use this application, you should be familiar with basic Internet [image: image7.png]


A public worldwide system of computer networks and systems whereby users are able to communicate and access information by means of software programs called web browsers. browser [image: image8.png]


The generic term for software programs that retrieve, display and print information from the World Wide Web (Internet). Some examples are Microsoft Internet Explorer, Netscape Navigator and Mozilla. navigation. If this is not the case, please read your browser's help documentation before proceeding.

Document Conventions

This document contains the following conventions that will alert you to important information and to help you navigate this user guide.

    Bold Item - Indicates a field, button, option, and drop-down list.

    Underlined Hyperlinks - Indicates hyperlinks within the user guide that you can click to navigate to other topics or to reveal a glossary definition.

    [image: image9.png]


Indicates where procedural (step-by-step) instructions begin.

    [image: image10.jpg]


 Indicates where a demonstration is available for a specific process/procedure. Click this icon to start the demonstration.

[image: image11.png]


Indicates caution or warning information where action may be required before proceeding.

[image: image12.jpg]


Indicates important information such as advice or a tip.

How to Navigate Online Help

Follow the steps below to navigate to online Help from Invoice Management™.

[image: image13.png]


Online help is best viewed with Adobe® Flash Player 6.0 or higher. See Flash Player Installation Instructions topic in the Appendix for more details.

[image: image14.png]


To Navigate to Online Help

1. On the toolbar, point to Help. A drop-down list displays two help options, Online User Guide and Frequently Asked Questions.

2. Click the help option you want to display. 

· If Online User Guide is selected, a new window displays with a Contents navigation pane on the left and a Topic pane on the right. 

· Use the Contents, Index and Search options to locate specific Invoice Management topics.

· Use the Glossary option to review glossary terms and definitions defined in the guide.

· Use the Print option to print a topic that is displaying in the Topic pane.

· Click the Exit Help button to close the Help window and return to the Invoice Management application.

· If Frequently Asked Questions is selected, a new window displays the Frequently Asked Questions main page. 

· Click on a question link to display its related questions. 

· Click on a specific question to display its answer.

· Click Back to Main FAQ Page, to return to the main Frequently Asked Questions page.

· Click the Exit FAQ button to close the Help window and return to Invoice Management.

Related Topics:

Touring Invoice Management
System Requirements

To use this application, a personal computer with the following minimum requirements is necessary (see Figure 1).

 

	Component
	Minimum System Requirements

	Operating System
	Microsoft® Windows 98, ME, NT 4.0, 2000, XP or Vista

	Computer Processor
	1.2 MHz Pentium or higher

	Memory
	256 MB or higher

	Monitor
	SVGA with 256 or more colors and 1024 x 768 minimum resolution.

	Pointing Device
	A mouse, supported by Microsoft® Windows.

	Internet Connection
	Broadband connection such as DSL, Cable or better.

	Web Browser
	Microsoft® Internet Explorer 6.0 or 7.0 is recommended (all other browsers are not supported).

	Flash Player
	Macromedia® Flash Player 6.0 is recommended (to view Flash version of online help).

	PDF Viewer
	Adobe® Acrobat Reader 7.0 is recommended (to view report outputs in Portable Document Format).

	 
	 


Figure 1 System Requirements

Customer Support

At Invoice Management™, we take every effort to make our software and documentation the finest in the industry. We also strive to provide the best support available. We believe feedback from our customers to be the number one way to keep our software the industry standard. Please contact your IM LPS Desktop® PowerCell Consultant assigned to your company when you need direct support. For a list of Consultants, visit http://im.lpsdesktop.com/Shared/Public/CustomerCareContacts.aspx.
 

	Email
	Phone
	Support Hours

	IM.Support@lpsvcs.com
 
	904-854-5462

 
	Monday - Friday

8:00 a.m. to 8:00 p.m. 

EST

	
	
	Saturday

9:00 a.m. to 2:00 p.m. 

EST


 

After Hours Technical Support:

 

E-mail: IM.Support@lpsvcs.com
Note: e-mails will be responded to by the next business day.

 

Phone: 904-854-5462 
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	Please visit and bookmark http://training.lpsdesktop.com for additional training resources! This training site provides access to instructor-led training courses, web-based training materials and other training solutions to help you learn all the LPS Desktop® products.


Chapter 1 – Getting Started
Logging In and Out

Follow the steps below to log into Invoice Management™.

[image: image17.png]


Logging in to Invoice Management™ requires a Company Code, User Name and Password. Contact your company's system administrator for these credentials. The first time you log into Invoice Management™, you are also required to change your password. See Passwords and Time Out Conventions for more details on this subject.

[image: image18.png]


To Log into Invoice Management™

1. On your computer, click the Start button, point to Programs and click Internet Explorer (see Figure 1). Note: For minimum browser requirements, see System Requirements.
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Figure 1 Open Internet Explorer Browser

0. From the Internet Explorer window that displays, type https://im.lpsdesktop.com in the address bar of the browser [image: image20.png]


The generic term for software programs that retrieve, display and print information from the World Wide Web (Internet). Some examples are Microsoft Internet Explorer, Netscape Navigator and Mozilla. and press Enter. Invoice Management Login Screen displays (see Figure 2).
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Figure 2 Invoice Management Login Screen

0. Type your company code, user name and password in their designated fields and click Login. 

[image: image22.png]


If you have trouble logging in, click the Login Help button for help related information.

0. On the Welcome screen that displays, click Invoice Processing. Note: If you are an REO Outsourcer and want to submit invoices to Servicers, click REO Invoice Submission. If you want to approve and process invoices from REO Brokers, click REO Invoice Processing. If this is your first time using Invoice Management™, see Touring Invoice Management to become familiar with the home page.
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To Log out of Invoice Management™

· Click the Logoff option on the toolbar. 

[image: image24.png]


If you close or exit your browser [image: image25.png]


The generic term for software programs that retrieve, display and print information from the World Wide Web (Internet). Some examples are Microsoft Internet Explorer, Netscape Navigator and Mozilla. without first logging out, any invoice you may be working at that time will remain locked for 15 minutes.

 

Related Topics:

Passwords and Time Out Conventions
Changing Your User Password
Resetting Your Password
Passwords and Time Out Conventions

Invoice Management™ requires adherence to strict security measures to keep sensitive data secure. Keep the following in mind while managing your password:

· Passwords must be a minimum of 8 characters and include three of the following: uppercase letters (A-Z), lowercase letters (a-z), numerals (1-9) and special characters such as (!,$,#,%).

· Passwords should not be common words.

· If your browser prompts you to remember your password, answer No for security reasons.

· The number of days until your password expires is configured by your company Administrator. Once this date is met, you will be prompted and required to change your password.

· A password can only be reused if it is not one of your last ten created and the number of days set by your Company Administrator has elapsed.

· The number of consecutive unsuccessful log in attempts is configured by your company Administrator. Once this number has been reached, you will be temporarily locked out of Invoice Management™. A system administrator within your company or your IM LPS Desktop® PowerCell Consultant can release the lock.

· Once you log in, your session will time out if there is no activity for 30 minutes.

· Once your password has been reset, you must log in and change your password within the time period your company Administrator has configured for your company. If you do not log in successfully within that time period, you will be locked out.

To change your password after Logging In, see Changing Your User Password.

Changing Your User Password

An important security aspect is to routinely change your user password. Follow these steps to change your user password. For an overview of passwords and time out conventions, review Passwords and Time Out Conventions.

[image: image26.png]


The following steps require being logged into the application, see Logging In for more details. If you have forgotten your user password, contact your company's system administrator or IM LPS Desktop® PowerCell Consultant to have the password reset.

[image: image27.png]


To Change Your Password

1. On the toolbar, point to Admin and click Change User Password.

2. At the Change Password window that displays (see Figure 1), type your current password in the Old password field and then type your new password in both the New password and Verify new password fields.
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Figure 1 Change Password

0. Click Change to save your changes.

 

Related Topics:

Passwords and Time Out Conventions
Resetting Your Password
Resetting Your Password 

If you have forgotten your password, the following steps describe the process on how to request a temporary password be sent to you by a system generated e-mail.
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The ability to request a temporary password is dependent upon how your Company is configured. Contact your IM LPS Desktop® PowerCell Consultant for further details.

[image: image30.png]


To Request a Temporary Password

1. From Invoice Management's Log In screen, click Forgot your password?.

2. From the Reset Password window that displays (see Figure 1), type your company code, username and e-mail address in the corresponding fields.
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Figure 1 Reset Password

0. Click Get Password. The system verifies the data submitted to ensure it matches the user's profile on record. If the information matches, the system displays a notification stating that the temporary password has been sent by an e-mail. Click Ok to close the notification message.

[image: image32.png]


If the information entered does not match the Company Code, Username and E-mail Address on record, the system displays an error message. Contact your IM LPS Desktop® PowerCell Consultant  for further assistance.

0. Locate the system generated e-mail and copyUsing the mouse, left-click and scroll over the temporary password. After the text is highlighted, right-click on the mouse and select Copy.  the temporary password.

1. Return to Invoice Management's Log In screen and complete the Company Code and Username fields and pastePlace cursor in the location in which you want the text to display. Right-click on the mouse and click Paste.  the temporary password in the Password field.

2. Click Login. The Change Password window displays.

3. Type the temporary password and new password in their designated fields.

4. Click Change. The system updates the user's profile with the new password created.

Related Topics:

Logging In and Out
Passwords and Time Out Conventions
Touring Invoice Management™

As a Servicer user of Invoice Management™, you can submit, approve and process all invoice types from Invoice Processing. The Invoice Processing home page is the first screen you see after logging in. It is designed with a toolbar which contains menu options specific to the operations you want to perform. (see Figure 1). Pointing to an option on the toolbar populates a drop-down menu which contains additional sub-menu options. On the left of the home page, an Announcements section displays. This section contains important notices related to upcoming system upgrades, or maintenance/software releases. The release date, caption and description of the announcement appear as a link which you can click to view a full description of the announcement.
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Figure 1 Invoice Processing Home Page

 

The Invoice Processing home page also displays a list of invoice queues. These queues are set up in a logical order so that you can work them more conveniently. 

 

The following types of invoice queues are available:

· My Invoices

· Past Due

· Submitted

· Reviewed

· Pending Vendor Review

· Pending Servicer Review

· Pending Servicer Approval

· Accepted

· Exceptions

[image: image34.jpg]


For definitions on specific invoice queues (reports) and instructions on how to work them, see Working Invoice Queues.

 

In addition to the invoice queues, Investor Claim links are available to Servicers who create and submit claims to Fannie Mae for reimbursement.

 

The following claim links are available:

· Create a Claim
· View Existing Claims
· Claim Pending Servicer Review - An Investor Claims queue which, when accessed, opens the Investor Claims Status Summary Report displaying claims in a Pending Servicer Review status. 
Touring Invoice Management™

As a Servicer user of Invoice Management™, you can submit, approve and process all invoice types from Invoice Processing. The Invoice Processing home page is the first screen you see after logging in. It is designed with a toolbar which contains menu options specific to the operations you want to perform. (see Figure 1). Pointing to an option on the toolbar populates a drop-down menu which contains additional sub-menu options. On the left of the home page, an Announcements section displays. This section contains important notices related to upcoming system upgrades, or maintenance/software releases. The release date, caption and description of the announcement appear as a link which you can click to view a full description of the announcement.
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Figure 1 Invoice Processing Home Page

 

The Invoice Processing home page also displays a list of invoice queues. These queues are set up in a logical order so that you can work them more conveniently. 

 

The following types of invoice queues are available:

· My Invoices

· Past Due

· Submitted

· Reviewed

· Pending Vendor Review

· Pending Servicer Review

· Pending Servicer Approval

· Accepted

· Exceptions
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For definitions on specific invoice queues (reports) and instructions on how to work them, see Working Invoice Queues.

 

In addition to the invoice queues, Investor Claim links are available to Servicers who create and submit claims to Fannie Mae for reimbursement.

 

The following claim links are available:

· Create a Claim
· View Existing Claims
· Claim Pending Servicer Review - An Investor Claims queue which, when accessed, opens the Investor Claims Status Summary Report displaying claims in a Pending Servicer Review status. 
Toolbar Reference List

Use this list for a quick reference of toolbar options.

[image: image37.png]


Accessibility to some toolbar options depend upon the security settings your system administrator has given you.

	Toolbar 
	Description

	[image: image38.png]


Home  
	Point to Home from anywhere in the application to return to the home page.
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eMessages
	Point to eMessages to open the eMessages options. To learn how to use eMessages, see eMessages Overview for more details.

	[image: image40.png]


Process
	Point to Process to access reports important in processing invoices.
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Reports
	Point to Reports to review a list of reports available in the application. For more details on how to best use the application's reports, see Reports Overview.
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Search
	Click Search to locate an invoice. For more details, see Searching for Specific Invoices.
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Loan Level
	Point to Loan Level to access utilities and reports specific to loan level management.
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Admin
	Point to Admin to access utilities and reports specific to administration including the ability to Change Your User Password.
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REO Broker
	Point to REO Broker to search for REO Brokers (see REO Broker Search for more details.)

	[image: image46.png]


Help
	Point to Help to open the Invoice Management™ online user guide.

	 
	 


Table 1 Toolbar Reference List

Chapter 2 – Processing Invoices
Invoice Status Overview

Throughout the Invoice Management™ process, invoices are designated with two types of statuses, one primary and one secondary. The primary status (Table 1) classifies the current state of an invoice. The secondary status (Table 2) indicates additional actions performed on an invoice that can be seen on the Chronology Tab. Use the tables below to familiarize yourself with statuses before working an invoice.

 

	Primary Status
	Description

	Submitted
	An invoice that has been created by the Vendor but has been neither reviewed nor denied by the Servicer. Note: Invoices viewed by users with "Read-Only" permission level will retain this status.

	Pending Servicer Review
	An invoice with an outstanding adjustment and/or resolution that has been responded to by the Vendor and returned to the Servicer awaiting review.

	Pending Servicer Approval
	An invoice with adjustments and/or resolutions awaiting for approval by the Servicer.

	Pending Vendor Review
	An invoice originally sent from the Servicer to the Vendor with an adjustment and/or resolution that has not been responded to by the Vendor. 

	Pending Outsourcer Review
	An invoice that has been sent back to the REO Outsourcer from the Servicer if there is a resolution or adjustment to the invoice.

	Reviewed
	An invoice that has been reviewed (a Servicer user with approval permission has accessed that invoice). Note: Invoices viewed by users with "Read-Only" permission level will retain the "Submitted" status.

	Accepted
	An invoice that has been accepted (a Servicer user with approval permission approves the invoice for an amount that exceeds his approval limit). The invoice will be moved into the queue of a user with a higher approval limit to review and approve.

	Approved
	An invoice that has been approved by the Servicer.

	Denied
	An invoice that has been denied by the Servicer. Note: Vendors are able to view the reason for denial by clicking the Denied status link on the Invoice Detail screen.

	Check/ACH Requested
	An invoice that has a request for payment. After a nightly check run cycle, all approved invoices are batched and moved to the Check/ACH Requested status. Invoice Management then waits for the Servicer to accept the batch and respond with the payment information. Once the payment information is accepted by Invoice Management, the status will move to Check/ACH Confirmed. 

	Check/ACH Confirmed
	An invoice that has been paid and the check/ACH number referenced. The status of an invoice is updated to Check Confirmed when the last remaining positive line item on an invoice has had a check number entered. 

	Hold
	An invoice in the process of being created by the Vendor but not yet submitted to the Servicer. An unpaid invoice that is on hold cannot be paid until the hold is removed by the Vendor. 

	Void
	An invoice that has been voided by the Vendor.

	 
	 


Table 1 Primary Status Descriptions

 

 

	Secondary Status
	Description

	Resolved (Res)
	Indicates that there were resolution actions on the invoice.

	Exception (Exc)
	Indicates that there were exceptions on the invoice.

	Adjusted (Adj)
	Indicates that the invoice was adjusted by the Servicer.

	Outsourced (Out)
	Indicates that the invoice is assigned to sub-Servicer but not yet approved by the sub-Servicer. In order for the Servicer to work an invoice with this sub-status, the sub-Servicer must approve the invoice. Until then, the Servicer will receive a "User has Read-Only access to this invoice" message in the Invoice Detail screen.

	 
	 


Table 2 Secondary Status Descriptions

Invoice Detail Screen Overview

As an Invoice Management™ Servicer user, you can work invoices in the Invoice Detail screen. This screen displays after you Search for a Specific Invoice, begin Working an Invoice Queue or click an Invoice # link within a report. 

 

The Invoice Detail screen is divided in four sections:

· Action Links
· Invoice Header
· Invoice Event Line
· Invoice Tabs
Review the section descriptions below for more details.

 

Action Links

At the top of the Invoice Detail screen, a list of action options display as links (see Figure 1). 
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Figure 1 Action Links
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The options that are available depend upon the status of the invoice, whether data exists, and your system administration configuration. Contact your IM LPS Desktop® PowerCell Consultant for more information.

 

The Actions Links are as follow:

· Approve / Unapprove -  Click this link to approve or un-approve an invoice for payment. See Manually Approving an Invoice or Un-Approving an Invoice for more details.
· Resolve - Click this link to communicate with the Vendor. You can deny an invoice, return it for clarification, release it back to the Vendor for correction or curtail [image: image49.png]


Where the Servicer approves the invoice for payment after adjustments have been made and the Vendor has not responded to the adjustment either way within a designated time. it if the Vendor hasn't responded to an adjustment in a specified time. See Invoice Resolution Overview for more details.
· Route - Click this link to direct an invoice to a specific user to review and answer questions about the invoice. See Invoice Routing Overview for more details. 
· eMessages - Click this link to review a log of eMessages for a specific invoice. You can then open a specific message and reply or forward it to another person. See Replying to eMessages or Reading eMessages Received for more details.

· P-Notes - Click this link to review and add comments to a loan that can be viewed by the user creating it or all users. See Creating P-Notes for more details.
· Receipts - Click this link to review Servicer credit data. Identifies situations where the Servicer is due a refund by the Vendor and the Servicer has not received the reimbursement. See Receipts Overview for more details.

· Print - Click this link to display an invoice in a printable format which allows you to print. See Reports Overview - Print Option for more details.

· Create eMessage - Click this link to send a message to another user. See Creating E-Messages for more details.

· Create Investor Claim - Click this link to create a claim on this invoice. See Creating a Claim for more details.

· # of # - Displays which invoice you are viewing out of the number of invoices available in the queue or report. Click this link to return to the previous list of invoices available in the queue or report.

· << >> Next - Click << to go back to a previous item in a queue or >> to go to the next item.

 

Invoice Header

The Invoice Header, located below the Action Links, displays information related to an invoice submitted by a Vendor (see Figure 2). Information such as, the Vendor name, the property address, invoice number, invoice status, loan number, loan type, referral date and completion date, is available. 

 

 

[image: image50.png]Vendor LawOffice: Regardin Invoice Number:

Address: Pine IsandRd DEOAA Tnvoice Status:
Plantation FL32308 Loan o

Payee Code: 000005 —— Acquisition Date:

Vendor Contact: ~evin 61560 Loan Type:

VendorRef #:  07-095 Assetlio:

Servicer: Home Loans Servicng, 1P REO Loan Status:

Inv.ID/Cat. D Y51 REO Loan Status

Investor llame:  BANK Type:

Tnvoice ID: 7317 Referral Date:

Loan Location:
‘Submitted Date:
Vendor Invoice Dat,

TransactionID





Figure 2 Invoice Header

· If a Servicer is set up to have Process Management and Invoice Management integration, a [image: image51.png]PM 2 IM



button displays in the Invoice Header. Click this button to toggle between Invoice Management and Process Management. The current process for a loan will display by default, but any process can be selected using the Dashboard. See Process Management/Invoice Management Integration for more details.
· If milestone billing is activated for the Vendor, a View All Events link will display. Click this link to display the milestone events matrix. The matrix lists all steps in a process, the total allowable amount of fees that should be billed and the percentage of the total allowable amount that can be billed when each step is completed. 

Milestone Billing defines the maximum allowable amount that a Vendor can bill the Servicer for fees. Invoices that exceed the maximum will create an exception.

· If a Servicer is set up to receive an Event file from MSP, an Events Date link will display in the Invoice Header. This feature, when clicked, displays a table that contains events in the default process and the corresponding dates as applicable to the loan.

· If P-Notes are attached to the loan, the P-Notes icon [image: image52.png]


displays next to the Loan No. field. Click the P-Notes link, located above the Invoice Header, to view the existing notes.

 

Invoice Event Line

The Invoice Event Line, located below the Invoice Header, displays the date and action that occurred within the chronology of the invoice (see Figure 3).
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Figure 3 Invoice Event Line

 

Invoice Tabs

The Invoice Tabs section, located below the Event Line section, provides additional information related to the invoice displaying in the Invoice Header. By default, the Line Items tab displays when the Invoice Detail screen is viewed (see Figure 4). Click on a tab link below to view its related content.
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Figure 4 Invoice Tabs

 

The Invoice Tabs are as follow:

· Dept. 

· Comments
· Line Items
· Exceptions
· Edit Summary
· Adj. Summary
· Chronology
· Quote
· Service Request
· Guideline
· History
· Payments
· Reconciliation 

Invoice Editor Screen Overview

As a Servicer, you have the ability to create an invoice on behalf of a Vendor when configured to permission group, Invoice Management Servicer Invoice.  If you create an invoice (see Creating a General Services Invoice), the invoice displays in the Invoice Editor screen.

 

The Invoice Editor is divided in three sections:

· Action Links
· Invoice Header
· Invoice Tabs
 

Review the section descriptions below for more details.

 

Action Links

At the top of the Invoice Editor screen, a list of action options display as links (see Figure 1).
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Figure 1 Action Links
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The options that are available depend upon the status of the invoice, whether data exists, and your system administration configuration. Contact your IIM LPS Desktop® PowerCell Consultant for more information.

 

The Action Links are as follow:

· Save & Submit - Click this link to save the newly created invoice and submit it for processing.

· Save & Hold - Click this link to save the invoice but not submit it for processing.

· Void - Click this link to void the invoice. Clicking this link, prevents the invoice from being approved/accepted by the Servicer. See Voiding a General Services Invoice for more details.
· Review - Click this link to opens the invoice in a PDF format suitable for printing and faxing. See Printing an Invoice for more details.
· Resolution- Click this link to reply or complete resolution responses submitted by a Vendor. See Invoice Resolution Overview for more details.
· Reminder -  Click this link to view Reminder messages configured to display when the invoice is viewed. See Reminders Overview for more details.
 

Invoice Header

The Invoice Header, located below the Action Links, populates with the Vendor information selected during the invoice creation process. The Vendor name, invoice number, invoice status, loan number, invoice type and borrower information is available (see Figure 2).
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Figure 2 Invoice Header

 

Invoice Tabs

The Invoice Tabs section, located below the Invoice Header section, provides additional information related to the invoice displaying in the Invoice Header. By default, the Line Items tab displays when the Invoice Editor screen is viewed (see Figure 3). Click on a tab link below to view its related content.
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Figure 3 Invoice Tabs

 

The Invoice Tabs are as follow:

· Comments
· Line Items
· Exceptions
· Edit Summary
· Adjustment Summary
· Guideline
· History
· Payment
· Chronology
Line Items Tab

The Line Items tab displays an itemized list of charges on an invoice. By default, this tab displays when an invoice is viewed in both the Invoice Detail screen and Invoice Editor screen.

 

Refer to the Invoice Detail and Invoice Editor sections below for details on the tasks that can be performed on this tab.

 

Invoice Detail

If you are working an invoice in the Invoice Detail screen, the following tasks can be performed:

· [image: image59.png]


Adjustment - Click to respond to an adjustment. See Adjusting an Invoice Line Item for more details.
· [image: image60.png]


Breakdown - Click to view and/or print a breakdown of costs. See Breakdown of Costs for more details.
· [image: image61.png]


Attachments - Click to open and view an image or document attached to a line item. See Viewing an Invoice Attachment for more details.
· [image: image62.png]


CAW Code - Click to change the corporate advance payee code for this line item. See Editing CAW Codes by Line Item Level for more details.
 

Invoice Editor

[image: image63.png]


Access to the Invoice Editor screen is dependent upon the permission group you are assigned. Servicers must be assigned to Invoice Management Servicer Invoice to be able to create a General Services Invoice. Contact your company's system administrator for more details.

If you are creating an invoice in the Invoice Editor screen, the following tasks can be performed:

· [image: image64.png]


Notes - Click to add further information about a line item on the invoice. See Line Item Notes for more details. 

· Edit - Click this button to edit a line item. See Editing Existing Invoices for more details.
· Delete - Click this button to delete a line item. See Editing Existing Invoices for more details.
· Add - Click this button to add a line item. See Adding Line Items to an Invoice for more details.
· Remove All - Click this button to remove all line items on an invoice. 

 

Related Topics:

Invoice Detail Screen
Invoice Editor Screen
Dept Tab

Use this tab to view department specific information about a loan. Information such as the referral date, bankruptcy chapter, foreclosure posting, and filing date. Additionally, for a bankruptcy filing, the Dept tab displays the bankruptcy POC costs, bankruptcy POC attorney fees, motion filed date and the discharge relief date.
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Related Topics:

Invoice Detail Screen
Invoice Editor Screen
Comments Tab

Use this tab to review invoice level comments when the total fees and costs exceed the guideline allowable amounts. 
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Figure 1 Comments Tab

 

Related Topics:

Invoice Detail Screen
Invoice Editor Screen
Exceptions Tab

Use this tab to review exceptions that occurred on an invoice. Exceptions will occur if an allowable amount is exceeded, comments are missing, and/or required breakdowns are not provided (see Figure 1). Note: If milestone billingMilestone Billing defines the maximum allowable amount that a Vendor can bill the Servicer for fees. Invoices that exceed the maximum will create an exception. is activated by the Servicer and the Vendor submits an invoice which exceeds the milestone guideline amount, an exception will be created which is viewable by the Servicer and Vendor in the "Exc. Milestone" section of the Line Item tab.
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Figure 1 Exception Tab

 

 

Related Topics:

Invoice Detail Screen
Invoice Editor Screen
Edit Summary Tab

This tab displays details of line item edits to the Qty and Unit Price fields. The Original Qty and Original Unit Price display in the header and then the Changed Qty and Changed Unit Price display along with the user who changed it and the date of the change (see Figure 1). This is similar to the Adjustment Summary tab except that this tab records edits/deletes made by the Vendor before the Servicer reviews the invoice.
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Figure 1 Edit Summary Tab

 

 

Related Topics:

Invoice Detail Screen
Invoice Editor Screen
Adjustment Summary Tab

Use this tab to review all adjustments to an invoice in date order. Note: This tab is not available until the Servicer reviews the invoice.
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Figure 1 Adjustment Summary Tab

 

 

Related Topics:

Invoice Detail Screen
Invoice Editor Screen
Chronology Tab

Use this tab to view all actions taken on an invoice from creation to payment. All edits to line items and deletion of line items, regardless of status or source (manually created vs. Vendor Import), will be tracked on this tab. Additionally, Imported invoices and Routed invoices are tracked.
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Figure 1 Chronology Tab

· You can filter this tab by selecting a filter option from the Action Filter drop-down list.

 

Related Topics:

Invoice Detail Screen
Invoice Editor Screen
Quote Tab

Use this tab to review and print fees and costs quote history on an invoice.
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Figure 1 Quote Tab

· Click the View Details button to review and print Fee and Cost quotes. 

 

Related Topics:

Invoice Detail Screen
Invoice Editor Screen
Service Request Tab

Use this tab to review the details of a service request submitted by the Servicer.
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Related Topics:

Invoice Detail Screen
Adding Line Items to an Invoice
Invoice Editor Screen
Guideline Tab

Use this tab to view all fees and costs at the line item level directly related to the loan.
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Figure 1 Guideline Tab

 

 

Related Topics:

Invoice Detail Screen
Invoice Editor Screen
History Tab

Use this tab to view loan level activity, such as invoices created against the loan as well as their statuses and dollar amounts billed in fees and costs. Additionally, information such as the invoice's Bankruptcy case number, referral date and invoice type is available in the Invoice Detail section to assist in the review/approval process.
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When a line item is highlighted in RED, this means that particular line item on the invoice has been denied.
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Figure 1 History Tab

· Click an Invoice # link to display the invoice in a new read-only window. This feature is handy when you want to open more than one invoice at a time for comparison purposes.

 

Related Topics:

Invoice Detail Screen
Invoice Editor Screen
Payments Tab

Use this tab to view the payment history for an invoice.
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Figure 1 Payments Tab

 

 

Related Topics:

Invoice Detail Screen
Invoice Editor Screen
Reconciliation Tab

Use this tab to view all fees and costs that have been billed through the most recent invoice.
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Figure 1 Reconciliation Tab

· Click the invoice number located under the Invoices Being Reconciled section to view additional information related to the invoice.

 

Related Topics:

Invoice Detail Screen
Invoice Editor Screen
Process Management™/Invoice Management™ Integration

Use the PM/IM button (see Figure 1) to display Process Management's Process Screen for the applicable loan in a new window (some Process Management functionality will be disabled). The loan displays in a "view-only" window, but any process can be selected using the Dashboard.
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In order to use the feature described below, your company must already be using Process Management™ and this option must be turned on in Invoice Management™ by your IM LPS Desktop PowerCell Consultant.
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Figure 1 PM/IM Integration Button
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To View Process Management's Process Screen

1. Locate the invoice using the Search function or a link from a report.

2. On the Invoice Detail screen, click the PM/IM button (see Figure 1). A new window displays the Process Screen from Process Management.

3. Locate the process you want to view.

4. When finished, close the Process Screen by clicking the [image: image81.png]


button at the top right of the screen.

 

Related Topics:

Invoice Detail Screen
Invoice Editor Screen
Invoice Creation Overview

As a Servicer, with the permission group Invoice Management Servicer Invoice, you are able to create General Services Invoices on behalf of a Vendor that has the Vendor Type [image: image82.png]


A pre-defined Invoice Management classification (i.e. Attorney, Miscellaneous, Property Services, Valuations) identifying the type of service the Vendor provides. set as "Miscellaneous". You can maintain a General Services Invoice just like a Vendor created invoice including the ability to preserve the history of fees and costs and pay the invoice through Invoice Management™. General Services Invoices that can be submitted by the Servicer include:

    Property tax bills submitted directly to the Servicer.

    Utility bills

    Miscellaneous bills from Vendors who are not online with Invoice Management™.

 

Related Topics:

Creating a General Services Invoice
Line Items Overview
Adding Line Items to an Invoice
Editing Existing Invoices
Voiding a General Services Invoice
Creating a General Services Invoice

Follow these steps to create a General Services Invoice [image: image83.png]


An invoice created by a Servicer on behalf of a Vendor. on behalf of a Vendor that has a Vendor Type [image: image84.png]


A pre-defined Invoice Management classification (i.e. Attorney, Miscellaneous, Property Services, Valuations) identifying the type of service the Vendor provides. classified as Miscellaneous. To view all Vendors that are type "Miscellaneous", run the Vendor Information report. 

[image: image85.png]


To perform the following steps, you must be assigned to the Invoice Management Servicer Invoice permission group that allows General Services Invoice creation. Contact your company's system administrator for more details.

[image: image86.png]


To Create a General Services Invoice

1. On the toolbar, point to Loan Level and click Create a New Invoice. 

0. At the Find Vendor window that displays, search for the Vendor by using one of the following methods:

    Complete one or more of the search filters: Vendor Name, Vendor Zip Code,or Payee Code and click Search.

Or

    Click Search to display a listing of Vendors. Click the Select link corresponding to the Vendor you want to create an invoice under.

 

The Find Vendor window closes and the Vendor information displays in the General Information section of the Create a New Invoice window (see Figure 1). To select another Vendor, click the Find Vendor button and repeat this step.
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Figure 1 Create Invoice Window
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If you cannot locate the Vendor needing the invoice, you will not be able to proceed with the invoice creation. See Requesting Vendor Creation to petition the Invoice Management™ team to add the Vendor to the system.

0. In the General Information section, complete the Invoice #, Invoice Date, and Invoice Type fields. Note: The Authorized By field is optional.

1. In the Servicer section, type an existing Servicer loan number in the Servicer Loan # field.

0. Press the Tab key on your keyboard to populate the Loan Type and Borrower that corresponds with the loan number entered.

1. Click Create Invoice. The Invoice Editor screen displays.

2. At this point, your next step is to add line items to your invoice. See step 4 of Adding Line Items to an Invoice.

 

Related Topics:

Voiding a General Services Invoice
Line Items Overview

Line items are added to an invoice created on behalf of a "Miscellaneous" Vendor. They are added using the Invoice Editor screen and are those individual items that make up the total amounts owed to the REO Broker for services rendered. There is no system-imposed limit to the number of line items that can be added to an invoice. However, if set up by the Servicer, the system keeps track of duplicate line items already submitted on any invoice for the loan. Line item information includes the following:

    Category: Allows you to select the fee or cost category that drives the sub-category selection. Note: An IM LPS Desktop® PowerCell Consultant can add, edit, enable/disable and report on categories and subcategories.
    Sub-Category: Sub-categories are driven by the category. When the sub-category is entered, the system will prompt for extended information such as a cost breakdown and comment if needed. Note: An IM LPS Desktop® PowerCell Consultant can add, edit, enable/disable and report on categories and subcategories.
    Date: The date is a required field. You must enter a date for both fee and cost line items. Note: Line item dates cannot be later than the invoice date. 

    Qty and Unit Price: Depending on the invoice type, the quantity and amount are recorded. Note: If the Servicer is using Milestone Billing, it will calculate whether the Vendor is attempting to exceed the allowable amount for the service. If so, the system will automatically prompt the Vendor for an explanation and mark the line item with an exception.
Milestone Billing defines the maximum allowable amount that a Vendor can bill the Servicer for fees. Invoices that exceed the maximum will create an exception.

 

Related Topics

Adding Line Items to an Invoice
Editing Existing Invoices
Adding Line Items to an Invoice

Follow these steps to manually add line items to a General Services Invoice [image: image89.png]


An invoice created by a Servicer on behalf of a Vendor.. Line items can only be added while the invoice status is one of the following:

· Submitted

· Hold

[image: image90.png]


You must be assigned to the Invoice Management Servicer Invoice permission group to add lines items to a General Services Invoice. Contact your company's system administrator for more details.
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If you just created an invoice and the Invoice Editor screen is still displaying, begin at step 4 below.
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To Add a Line Item to General Services Invoice 

1. On the toolbar, point to Loan Level and click Edit an Existing Invoice. The Loan Level - Edit an Existing Invoice screen displays.

2. In the Servicer Loan Number field, enter the loan number the invoice was created for and click Submit. A list of invoices displays below the Servicer Loan No. field.

3. Click the Invoice # link of the invoice you want to add line items to. The Invoice Editor screen displays (see Figure 1).
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Figure 1 Invoice Editor

0. With the invoice displaying, click the Add button. The Add Line Item window displays (see Figure 2).
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Figure 2 Add Line Item Window

0. From the Category drop-down list, select a category. 

0. From the Subcategory drop-down list, select a subcategory.
1. In the Service Completed Date, type the date the service was completed or click the Calendar icon and select a date.

2. In the Service From and Service To fields, type the dates or click the Calendar icon and select a date. Note: The Type field will be unavailable when creating a new invoice. The Qty field defaults to 1 unless the Servicer has designated a quantity for the line item selected.
3. In the Unit Price field, type the price for the line item and click OK. 

4. If a line item breakdown is required, a message will display requesting a breakdown. Click OK and enter the breakdown information on the Line Item Breakdown window. When the information is complete, click OK. The Invoice Editor screen returns and displays the line item that was just added (see Figure 3)
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Figure 3 Invoice Editor

0. If you want to add a note to the line item recently added, click the Notes button [image: image96.png]


corresponding to the line item. The Line Item Note screen displays (see Figure 5).
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Figure 5 Line Item Note Window

0. Enter notes as needed and click OK.

0. Repeat steps 4-12 to add additional line items and notes to this invoice.

1. When all line items and notes have been added, perform one of the following:

    Click Save & Submit if you want to save the invoice and submit it. 

    Click Save & Hold if you want to save the invoice but not submit it.

 

Related Topics:

Editing Existing Invoices
Editing Existing Invoices

Follow these steps to edit an existing invoice. All edits to line items, regardless of status, will be tracked on the Chronology tab. 
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Line items can only be edited while the invoice status is Submitted or Hold.
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To Edit an Existing Invoice

1. On the toolbar, point to Loan Level and click Edit an Existing Invoice. The Loan Level - Edit an Existing Invoice screen displays.

0. In the Servicer Loan No. field, enter an existing loan number and click Submit. A listing of invoices for this loan number displays below the Servicer Loan No. field (see Figure 1).
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Figure 2 Invoice Listing

0. Click on an Invoice # link to modify that invoice. The Invoice Editor screen displays (see Figure 2).
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Figure 3 Invoice Editor

0. Click the Edit button for the line item you want to edit. The Edit Line Item screen will display (see Figure 4). You can also delete a line, add a line or remove all lines by clicking the applicable buttons.
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Figure 4 Edit Line Item Window

0. Change the available fields as necessary and then click the OK button. The Edit Line Item screen will close, returning you to the Invoice Editor screen and the change you made will be visible.

0. Click the Save & Submit button to save the changes and re-submit the invoice to the Servicer.

Line Item Notes Overview

Line Item Notes are used to provide further information about a line item on an invoice. A Vendor can only add or edit a note before the invoice is submitted. The Servicer can only add or edit a note when the invoice is released back to the Vendor for changes. Once the invoice is placed in a review status of any kind, line item notes become view-only. A note icon that is green [image: image103.png]


indicates that a note has been added.

 

Note: If milestone billing is activated by the Servicer and the Vendor submits an invoice which exceeds the milestone guideline amount, a message will display asking the vendor to provide an explanation or cancel the line item. If the user clicks OK, the Line Item Note screen will display requiring an explanation. 

Milestone Billing defines the maximum allowable amount that a Vendor can bill the Servicer for fees. Invoices that exceed the maximum will create an exception.

 

Related Topics:

Invoice Editor Screen
Line Items Tab
Adding Line Items to an Invoice
Adding Line Item Notes
Viewing Line Item Notes
Editing Line Item Notes
Adding Line Item Notes

Follow the steps below to add notes to a line item.
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To Add a Line Item Note

1. On the Line Item tab of an invoice, click the Notes icon [image: image105.png]


. The Line Item Note window displays.
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Figure 1 Line Item Notes

0. In the Note: text box, type a note (up to 255 characters) and click OK. The note icon that originally displayed as [image: image107.png]


changes to green [image: image108.png]


to indicate that a note has been added.

Related Topics:

Invoice Editor Screen
Line Items Tab
Adding Line Item Notes
Viewing Line Item Notes
Editing Line Item Notes
Viewing Line Item Notes

Follow the steps below to view notes attached to a line item.
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To View a Line Item Note

    On the Line Item tab of an invoice, click the green note icon [image: image110.png]


. The note displays.

    Click Print if you want to print the message.

 

Related Topics

Invoice Editor Screen
Line Items Tab
Adding Line Items to an Invoice
Adding Line Item Notes
Editing Line Item Notes
Editing Line Item Notes

Follow the steps below to edit notes attached to a line item.
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To Edit a Line Item Note

1. On the Line Item tab of an invoice, click the green note icon [image: image112.png]


. The note displays.

2. Modify the note as needed.

3. Click OK.

 

Related Topics:

Invoice Editor Screen
Line Items Tab
Adding Line Items to an Invoice
Adding Line Item Notes
Viewing Line Item Notes
Breakdown of Costs

Follow the steps below to view a breakdown of costs for an invoice line item that was created with a category of Advances - Costs/Tax Advance. Line items that have not yet been provided a breakdown from the Vendor will display a red Breakdown button [image: image113.png]


. 
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To View a Breakdown

1. Locate the invoice you want to view by either opening the invoice directly or by performing a search.

2. In the Invoice Detail screen, locate a line item displaying the Breakdown button [image: image115.png]


. 

3. Click the [image: image116.png]


button to display the Line Item Breakdown screen (see Figure 1). The data on this screen cannot be modified. 
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Figure 1 Line Item Breakdown

· To print this data, click Print.

· To close this window and return to the Invoice Detail screen, click Cancel.

 

Related Topics:

Invoice Detail Screen
Invoice Editor Screen
Searching for Specific Invoices

Follow these steps to locate an invoice using the Search menu option. This option allows you to search by multiple search criteria such as Loan Number, Asset Number, Invoice Number, Invoice ID and Transaction ID. 

[image: image118.png]


To Locate an Invoice by Loan Number

1. On the toolbar, click Search. The Invoice Search screen displays (see Figure 1).
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Figure 1 Search By Loan # , Asset # or Invoice #

0. Type the complete loan number in the Servicer Loan No. field. Note: If a partial loan number is entered, no records will display.
1. If you want to filter your results by Vendor type, select a Vendor type from the Vendor Type drop-down list.

2. If you want to filter your results by department, select a department from the Department drop-down list.

3. Click Search by Loan Number to display results.

4. If the loan has only one invoice, the application displays the invoice for you. If the loan has more than one invoice, a list of the invoices appears in table format. Select the invoice you want to review by clicking the corresponding Invoice # link (see Figure 2). The Invoice displays. 
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Figure 2 Search Results
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To Locate an Invoice by Invoice Number

1. On the toolbar, click Search. The Invoice Search screen displays (see Figure 1).

2. Type the invoice number in the Invoice Number field.

3. Click Search by Invoice Number. The application displays the invoice.

 

[image: image122.png]


To Locate an Invoice by Invoice ID 

1. On the toolbar, click Search. The Invoice Search screen displays (see Figure 1).

2. Type the Invoice ID in the InvoiceID field.

3. Click Search by InvoiceID. The application displays the invoice. 
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To Locate an Invoice by Asset Number

1. On the toolbar, click Search. The Invoice Search screen displays (see Figure 1).

2. Type the asset number in the Asset No. field.

3. If you want to filter your results by department, select a department from the Department drop-down list.

4. Click Search by Asset Number.

5. If the asset number is tied to only one invoice, the application displays the invoice for you. If the asset number has more than one invoice, a list of the invoices appears in table format. Select the invoice you want to review by clicking the corresponding Invoice # link (see Figure 2). The Invoice displays. 
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To Locate an Invoice by Transaction ID

1. On the toolbar, click Search. The Invoice Search screen displays (see Figure 1).

2. Type the Transaction ID in the TransactionID field. 

3. Click Search by TransactionID.

4. If the Transaction ID is tied one invoice, the application displays the invoice for you. If the Transaction ID is tied to more than one invoice, a list of the invoices appears in table format. Select the invoice you want to review by clicking the corresponding Invoice # link (see Figure 2). The Invoice displays.
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See Reports Overview for options available when reports are displayed.

Working Invoice Queues

The home page groups invoices into queues. The purpose of an invoice queue is to place invoices in a logical order so that working them is more convenient. Some queues and the invoices contained within them depend on your permission level. The following types of invoice queues are available:

· Past Due  - This queue represents a group of invoice statuses that have not been reviewed within a certain number of days. The following table (Figure 1) represents the default Status/Number of Days settings that most companies have. Your company may have different settings; therefore, contact your system administrator or your IM LPS Desktop® PowerCell Consultant (Contact List) for more details.

 

	Invoice Status
	Number of Days Since Last Review

	Submitted
	5

	Reviewed
	5

	Pending Vendor Review
	5

	Pending Vendor Review
	5

	Accepted
	5

	 
	 


Figure 1 Past Due Queue Setting Defaults

· Submitted - This queue represents invoices that have been created by the Vendor but has neither been reviewed nor denied by the Servicer.

· Reviewed - This queue represents invoices that have been reviewed by a Servicer user with approval permission. Note: Invoices viewed by users with Read-Only permission level will retain the Submitted status.
· Pending Vendor Review - This queue represents invoices that were sent to the Vendor with an adjustment and/or resolution that has not been responded to by the Vendor. 

· Pending Servicer Review - This queue represents invoices with outstanding adjustments and/or resolutions that have been responded to by the Vendor and returned to the Servicer awaiting review.
· Pending Servicer Approval - This queue represents invoices with adjustments and/or resolutions awaiting for approval by the Servicer.

· Accepted - This queue represents invoices that have been accepted. The invoice will be moved into the queue of a user with a higher approval limit to review and approve.
· Exceptions - This queue represents invoices that have at least one exception.

· Pending Routes - This queue represents invoices that have been routed to you for review. For more on invoice routing, review the Invoice Routing Overview topic.

[image: image126.png]


Before working an invoice queue, please review the Invoice Detail Screen topic to familiarize yourself with the options available on a per invoice basis.
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To Open an Invoice Queue Located on the Home Page

1. On the Home Page, click the link of the invoice queue you want to work (see Figure 2). The specific queue selected will determine the content displayed.
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Figure 2 Invoice Queues on Home Page

0. A list of invoices displays (see Figure 3). To select an invoice to work, click the corresponding invoice number link. The Invoice Detail screen appears displaying the invoice you selected.
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Figure 3 Invoices Pending Approval
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See Reports Overview for options available when reports are displayed.

0. Complete all tasks necessary on the invoice. Use the Next or Prev link to display another invoice, if needed.

[image: image131.png]


If the Invoice Detail screen displays with User has Read-Only access to this invoice, either the Outsourcer must approve the invoice before the Servicer will be able to work it or the invoice is being viewed by another user.

 

Related Topics:

Invoice Approval Overview
Invoice Routing Overview
Invoice Adjustment Overview
Invoice Resolution Overview
eMessages Overview
P-Notes Overview
Reminders Overview
Invoice Approval Overview

Once an invoice has been submitted, the Servicer must approve the invoice before it can be paid. There are five methods available to the Servicer to approve invoices. See Figure 1 for the approval methods available with a description for each. Invoices can also be un-approved after they are approved, see Un-Approving Invoices for more details.
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The ability to approve an invoice is dependent upon your permission settings. Contact your Company Administrator for more details.

	Approval Method
	Description

	 

Manual Approval
	 

Allows Servicers with Standard permission to manually approve invoices individually.

	 

Mass Approval
	 

Allows Servicers with Standard permission to manually approve invoices in bulk.

	Auto Approval [image: image133.png]


A feature the Servicer can enable to allow Invoice Management to automatically approve an invoice after a Vendor accepts a Servicer's last line item adjustment and there are no exceptions. 
	Allows Invoice Management to automatically approve an invoice after a Vendor accepts a Servicer's last line item adjustment and there are no exceptions. Zero amount invoices that are auto-approved are excluded from the check request process. This feature is sometimes used in conjunction with Auto Curtailment [image: image134.png]


A nightly process a Servicer can turn on to have Invoice Management look for all invoices with open adjustments, take the most recently updated adjustment date per invoice and compare it to a curtailment threshold setting. If the number of days since last update is equal to or greater than the threshold, then all open adjustments on the invoice are approved automatically. If the number of days since last update is less than the threshold, then the invoice is skipped..

	Instant Auto Approval [image: image135.png]


A feature the Servicer can enable to allow Invoice Management to automatically approve an invoice directly after the Vendor submits it as long as there are no exceptions. 
	Allows Invoice Management to automatically approve an invoice directly after the Vendor submits it, if there are no exceptions. Zero amount invoices that are auto-approved are excluded from the check request process.

	Outsourcer Instant Auto Approval [image: image136.png]


A feature the Servicer can enable to allow Invoice Management to automatically approve an invoice after an outsourcer who is handling the invoice on behalf of the Servicer has approved it, if there are no exceptions. 
	Allows Invoice Management to automatically approve an invoice after an outsourcer who is handling the invoice on behalf of the Servicer has approved it, if there are no exceptions. Zero amount invoices that are auto-approved are excluded from the check request process.

	 
	 


Figure 1 Invoice Approval Methods

Manually Approving an Invoice

Follow these steps to manually approve invoices, one invoice at a time. To manually approve multiple invoices, see Mass Approving Invoices for more details. Note: CAW Codes will default in automatically, according to the CAW Code Matrix administered by your company administrator, but can be changed when manually approving an invoice. See Editing CAW Code by Invoice Level and Editing CAW Codes by Line Item Level for more details.
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To access this option, you must be assigned to the Standard permission group. Contact your company's system administrator for more details. 
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You must follow Internal Review Procedures before approving.
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To Manually Approve an Invoice

1. Locate the invoice you want to approve by either performing a Search, pulling the Pending Approval Report or Approval Queue Summary Report located under the Process menu option on the toolbar. Note: Your default Pending Approval limits must be set by your Company Administrator to include negative invoice balances.
0. With the invoice displaying in the Invoice Detail screen, click the Approve link (see Figure 1) Note: If the invoice has one or more adjustments that have not been addressed by the Vendor, the invoice cannot be approved.
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Figure 1 Invoice Detail Screen

0. At the Invoice Approval window that displays, click the Click here to change the Corporate Advanced Payee Coded for this Invoice link if you want to edit the invoice's CAW code. See Editing CAW Code by Invoice Level or Editing CAW Codes by Line Item Level for more details.

1. In the Comments field, type a message as appropriate (see Figure 2).
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Figure 2 Invoice Approval

5. Click Approve. Note: If the approval amount exceeds your approval limit, an Accept button displays in lieu of Approve. Click Accept. The invoice moves into a queue of a user with a higher approval limit to review and approve.  

 

Related Topics

Un-Approving an Invoice
Mass Approving Invoices
Editing CAW Code by Invoice Level
Mass Approving Invoices

Follow the steps below to approve multiple invoices at one time. 
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To Mass Approve Multiple Invoices

1. On the toolbar, point to Process and click Mass Approval. The Invoice Process - Mass Approval search filters display (see Figure 1).
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Figure 1 Mass Approval Search Filters

0. From the Vendor Name, Servicer, State, Department, Loan Type, Invoice Type, Status, REO Status, Exception Type and Investor ID drop-down lists, select a data value to filter on (multiple values can be selected by pressing the CTRL key and clicking the selection from the drop-down). Note: The Exception Type and REO Status fields will display only if so configured by your Company Administrator.
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By default, the application does not return invoices with exceptions in the search options. However, if you want to mass approve invoices with exceptions, leave the Exception Type filter set to ALL and clear the Exclude Selected Exceptions check box before clicking the Search button. This will return invoices with exceptions so that they can be mass approved.

0. Complete the remaining fields, as needed.

0. Cancelled and Closed Only - Type or select the date range in the From and To fields to display those loans that have been Closed or Cancelled within a certain date range. Note:This field will display only if configured by your Company Administrator.
0. Show All REO Invoice - Select this check box to display REO Broker Department invoices that do not have a status. Note: This field will display only if configured by your Company Administrator.
0. Exclude Selected Exceptions - Select this check box, to exclude the items selected in the Exception Type drop-down list.
0. Include Only Deadlines - Select this check box, the Deadline drop-down list becomes enabled. Select the type of deadline to include in the report. 

0. Include Only Returned - Select this check box to include only returned invoices in the report.
0. Include Only Routed - Select this check box to include only routed invoices in the report.
0. Include Only Invoices with P-Notes - Select this check box to include only those invoices with P-Notes in the report. Note: If this check box is selected, click the Invoice # link in the results to display the P-Note.
0. Outsourcer - Select the All option button to include all Outsourcers. To exclude all Outsourcers, select the Exclude All Outsourced option button. To include specific Outsourcers, select the Include Only Outsourced option button and select the Outsourcer to include from the Outsourcer List.
0. 1st Level - Select one of the following:
0. Accepted

0. Pending Acceptance

0. All

0. Submitted Date Range - Type or select the submitted date range in the From and To fields.
0. Starting $ Range and Ending $ Range - Type a dollar amount range to filter on. The amounts can be negative, but the Starting $ Range amount must be less than or equal to the Ending $ Range. Only those invoices pending approval with balances that fall within this range will display in this report. Note: Negative amounts can be entered in the Starting $ Range and Ending $ Range to display invoices with negative balances.
1. Click Search. A list of invoices display (see Figure 2). 
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Figure 2 Mass Approval Results

· To display a color legend, click the Click to show legend link. 

0. By default, all invoices your search produced have a corresponding check box selected except invoices with a Pending Servicer Review status. Clear the check box for every invoice you do not want to approve (see Figure 2).

1. Click Approve Now. A Mass Approval confirmation screen displays a list of invoices approved. 

2. To mass approve additional invoices, click Retrieve Next Records and repeat step 5-6. 

3. To return to the Invoice Process - Mass Approval search filters, click Change Search.
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See Reports Overview for options available when reports are displayed.

 
Un-Approving an Invoice

Follow these steps to un-approve an invoice. This will prevent the invoice from being paid.

[image: image147.png]


To Un-Approve an Invoice

1. Locate the approved invoice you want to un-approve (see Searching for Specific Invoices).

2. With the invoice displayed in the Invoice Detail screen, click the UnApprove link (see Figure 1).
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Figure 1 Invoice Detail Screen

0. At the Invoice Approval window that displays, type a message in the Comment field (see Figure 2).
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Figure 2 Invoice Approval Window

· To edit the invoice's Corporate Advanced Payee Code, click the Click here to change the Corporate Advance Payee Code for this invoice link. See Editing CAW Code by Invoice Level for more details.

4. Click UnApprove. The Invoice status reverts to Pend. Servicer Review. 

Related Topics:

Manually Approving an Invoice
Mass Approving Invoices
Editing CAW Code by Invoice Level
Editing CAW Code by Invoice Level

Follow the steps below to edit the Corporate Advance Payee Code on the invoice level. Note: CAW Codes will default in automatically, according to the CAW Code Matrix administered by your company administrator, but can be changed when manually approving an invoice.
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To Edit Corporate Advance Payee Code on the Invoice Level

1. Locate the invoice you want to approve by either performing a Search, or by pulling the Pending Approval Report or Approval Queue Summary Report.

2. With the invoice displaying in the Invoice Detail screen, click the Approve link (see Figure 1) Note: If the invoice has one or more adjustments that have not been addressed by the Vendor, the invoice cannot be approved.
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Figure 1 Invoice Detail Screen

0. At the Invoice Approval window that displays, click the Click here to change the Corporate Advanced Payee Coded for this Invoice link. The Invoice Caw Code Entry window displays (see Figure 2). Note: If a payee code has previously been selected and saved, that payee code will display. Otherwise, the fields will be blank.
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Figure 2 Invoice Caw Code Entry Window

0. Edit a payee code as follow:

0. To edit by invoice level, select the Invoice-Level drop-down arrow and select a code.

0. To edit by line item level, select the Fee-Level or Cost-Level drop-down arrow and select a code.

1. Click Save Changes. The Invoice Caw Code Entry window closes and the payee code will display in the Invoice Approval Window.

2. Continue with Step 4 in Manually Approving an Invoice.

Editing CAW Codes by Line Item Level

Follow the steps below to edit the Corporate Advance Payee Code on the line item level. Note: CAW Codes will default in automatically, according to the CAW Code Matrix administered by your company administrator, but can be changed when manually approving an invoice.
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To Edit the Corporate Advance Payee Code on the Line Item Level

[image: image154.png]


This feature is available only if configured by a Company Administrator.

1. Locate the invoice you want to approve by either performing a Search, or by pulling the Pending Approval Report or Approval Queue Summary Report.

2. With the invoice displayed in the Invoice Detail screen, click the CAW Code button [image: image155.png]


next to the appropriate line item (see Figure 1). The Line Item Caw Code Change window displays (see Figure 2).
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Figure 1 Invoice Detail Page

3. From the Line Item Caw Code Change window that displays, select a CAW code from the Line Item Level drop-down list (see Figure 2).
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Figure 5 Line Item Caw Code Change Screen

0. Click Save Changes.

1. Continue with Step 4 in Manually Approving an Invoice.

Invoice Routing Overview

Routing enables you to direct invoices to other users within your company for review. Routed invoices are added to the recipient's Pending Routes queue on the Home Page. The recipient must respond to a routed invoice with a comment and can either complete the route (makes route inactiveA routed invoice where either the sender recalls and cancels the route or the recipient responded with a "completion only" response and did not re-route back to the sender. ) or reroute the invoice back to the original sender (keeps route activeA routed invoice where the recipient has not responded with a "completion only" response or has responded with a re-route back to the sender and the sender has not responded with a "completion only" response.). Active routes prevent an invoice from being approved. Review the items below to become familiar with all the options available for invoice routing:

 

Invoice Routing Options

    Creating a Route - When an invoice does not have an existing active route (route awaiting a recipient response), you can route the invoice to another user. See the topic Routing an Invoice for more details.

    Recalling a Route - After initiating a route and before the recipient responds to it, you can recall the routed invoice should you decide to cancel the route or re-route the invoice to a different recipient. See the topic Recalling a Routed Invoice Initiated by You for more details.

    Responding to a Route - When an invoice is routed to you, you must respond with a comment and either complete the route or reroute the invoice back to the original sender. See the topic Responding to an Invoice Routed to You for more details.

    Accessing and Working a Routed Invoice Initiated by Another User - When an invoice is initiated by another user or routed to another recipient, you can reroute this invoice to a different recipient or to yourself in the event the original recipient is unavailable to respond. See the topic Rerouting an Invoice Initiated by Another User for more details.

Routing an Invoice

Follow these steps to route an invoice to another user. For an overview on routing invoices, see Invoice Routing Overview.
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To Route an Invoice

1. Locate the invoice you want to route by either performing a Search or by working a queue.

2. With the invoice displaying in the Invoice Detail screen, click the Route link (see Figure 1).

[image: image159.png]


When the Route link displays in red text, this indicates an active route [image: image160.png]


A routed invoice where the recipient has not responded with a "completion only" response or has responded with a re-route back to the sender and the sender has not responded with a "completion only" response. already exists on the invoice. See Recalling a Routed Invoice Initiated by You and Responding to an Invoice Routed to You for the options available on invoices with active routing activity.
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Figure 1 Invoice Detail Screen

0. From the Route - Web Page Dialog window, click Route. A Route Add window displays (see Figure 2).
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Figure 2 Route Add Window

0. Select a user from the Route To drop-down list. Note: an additional field titled Route To Servicer is available for Outsourcers. This field enables Outsourcers to route an invoice to a Servicer that is associated with the loan number on the invoice. After the route is complete, the invoice appears in the Servicer's Pending Routes queue.
1. Select a reason for the route from the Reason drop-down list

2. In the Comments field, type a message as needed.

3. If you want to e-mail a notice to the user receiving the routed invoice, select the Auto Email Routee check box. Note: If this option is not available, contact your system administrator about setting up e-mail addresses per user. The user will receive the e-mail notice every day until the routed invoice has been responded to (see Responding to an Invoice Routed to You).

4. Click Add to route the invoice.

5. The Invoice Route window displays with the routed invoice listed. To return to the Invoice Detail screen, click Close.
 

Related Topics:

Recalling a Routed Invoice Initiated by You
Responding to an Invoice Routed to You
Working an Invoice Routed to Another User
Recalling a Routed Invoice Initiated by You

Follow these steps when a routed or rerouted invoice you initiated has not been responded to by the recipient and you want to recall the route for the following reasons:

    To cancel the route action completely
    To re-route the invoice to a different recipient
For an overview on routing invoices, see Invoice Routing Overview.
[image: image163.png]


To Recall a Routed Invoice and Cancel It Completely

1. Locate the routed invoice you want to recall by using either the Invoice Routing Report or the Search option.

2. With the invoice displaying in the Invoice Detail screen, click the Route link (see Figure 1).
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If the Route link is not displaying in red text, you cannot proceed with a recall. You can only create a new route. See the topic Routing an Invoice for more details.
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Figure 1 Invoice Detail Screen

0. In the Route window that displays, click the Clear button [image: image166.png]


corresponding to the route you want to recall (see Figure 2).
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Figure 2 C Button in Route Window

0. In the Route Add window, type a message in the Comments field and click Complete (see Figure 3).
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Figure 3 Route Add Window

0. Click Close to return to the Invoice Detail screen.

 

[image: image169.png]


To Recall a Routed Invoice and Re-Route to Different Recipient

1. Locate the routed invoice you want to recall by using either the Invoice Routing Report or the Search option.

2. With the invoice displaying in the Invoice Detail screen, click the Route link (see Figure 1).
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If the Route link is not displaying in red text, you cannot proceed with a recall. You can only create a new route. See the topic Routing an Invoice for more details.
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Figure 4 Invoice Detail Screen

0. In the Route window that displays, click the Reroute button (see Figure 5).
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Figure 5 Route Window

0. At the Route Add window that displays, select a user from the Route To drop-down list.

1. From the Reason drop-down list, select a reason for the reroute and type a message in the Comments field (see Figure 6).
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Figure 6 Route Add Window

0. If you want to e-mail a notice to the user receiving the routed invoice, select the Auto Email Routee check box. Note: If this option is not available, contact your system administrator about setting up e-mail addresses per user. The recipient will receive the e-mail notice every day until the routed invoice has been responded to (see Responding to an Invoice Routed to You).

1. Click Add to reroute the invoice. The Invoice Route window displays with the routed invoice listed. The old route is completed and a new route is created.

2. Click Close to return to the Invoice Detail screen.

Responding to an Invoice Routed to You

Follow these steps to respond to an invoice that has been routed or rerouted to you from another user. For an overview on routing invoices, see Invoice Routing Overview.
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Although step 1 below takes the approach of working routed invoices using the Pending Routes queue on the home page, you can also review invoices routed to you using the Invoice Routing Report.
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To Respond to an Invoice Routed to You

1. On the home page, click the Pending Routes link. The Invoice Routing Report displays (see Figure 1). Note: If you do not have any routed invoices, the Pending Routes link is not active.
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Figure 1 Invoice Routing Report

2. Under the Invoice Number column header, click the invoice number link corresponding to the invoice you want to respond to (see Figure 1). 

3. From the Invoice Detail screen that displays, click the Route link. The Route window displays (see Figure 2). 
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Figure 2 Route Window

4. Click the C button corresponding to the route action needing a response (see Figure 3). A Route Add window displays (see Figure 3).
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Figure 3 Route Add Window

5. Complete the Route Add fields as follow:

[image: image179.png]


The Return to Router and Auto Email Routee check boxes will only be enabled if configured so by your system administrator.

· In the Comments field, type a message as needed.

· To re-route the invoice back to the original sender, select the Return to Router check box. The original sender becomes the recipient and must respond accordingly. Note: Selecting this check box maintains the route's activeA routed invoice where the recipient has not responded with a "completion only" response or has responded with a re-route back to the sender and the sender has not responded with a "completion only"  status.
· To send an e-mail notification to the user receiving the routed invoice, select the Auto Email Routee check box. Note: The recipient of the reroute will receive an e-mail every day until the routed invoice has been responded to.
· To complete the route and make it inactiveA routed invoice where either the sender recalls and cancels the route or the recipient responded with a "completion only" response and did not re-route back to the sender, leave this check box clear.

6. Click the Complete button. The Route window returns and refreshes with your response.

7. Click the Close button to return to the Invoice Detail screen.

Related Topics:

Invoice Routing Overview
Routing an Invoice
Recalling a Routed Invoice Initiated by You
Rerouting an Invoice Initiated by Another User
Rerouting an Invoice Initiated by Another User

Follow these steps to access a routed invoice initiated by another user or assigned to another user. For an overview on routing invoices, see Invoice Routing Overview.
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The ability to work a routed invoice is dependent upon the security group you are configured under. Users must be members of the Routing Administrator and Invoice Management Standard security groups to be able to have this functionality.
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Rerouting an Invoice Initiated by Another User and/or Assigned to Another User 


1. Locate the invoice you want to work by performing a search. See Searching for Specific Invoices for more details.

2. With the invoice displaying in the Invoice Detail screen, click the Route link (see Figure 1).
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Figure 1 Invoice Detail Screen

0. From the Route window that displays, click Reroute. The Route Add window displays (see Figure 2).
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Figure 2 Route Add

0. Select a user from the Route To drop-down list. Note: An additional field titled Route To Servicer is available for Outsourcers. This field enables Outsourcers to route an invoice to a Servicer that is associated with the loan number on the invoice. 
1. Select a reason for the reroute from the Reason drop-down list.

2. In the Comments field, type a message as necessary.

3. Select the Auto Email Routee check box if you want to e-mail a notice to the user receiving the routed invoice. The user will receive the e-mail notice every day until the routed invoice has been responded to (see Responding to an Invoice Routed to You).

4. Click Add to reroute the invoice. The Route window returns.

5. Click the Close button to return to the Invoice Detail screen. Note: Once the invoice is rerouted, the invoice appears in the Servicer's Pending Routes queue.
Related Topics:

Invoice Routing Overview
Routing an Invoice
Recalling a Routed Invoice Initiated by You
Responding to an Invoice Routed to You
Invoice Adjustment Overview

When ServicersAn organization that collects monthly mortgage principal and interest payments from the borrower and manages escrow accounts for paying taxes and insurance premiums. The servicer often services mortgages that have been purchased by an investor in the secondary mortgage market. have a disagreement with a specific invoice line item amount, they can adjust the line item amount down as long as the Invoice amount remains greater than zero. Servicers also have the option to re-adjust the line item back up as long as it does not exceed the original amount of the line item. Note: Line item adjustments cannot be performed on an invoice that has a primary status of Denied.
 

VendorsAn individual or company who receives orders from the servicer. must then respond to line item adjustments by accepting the adjustment as is or denying the adjustment with a counter offer adjustment. The Vendor's counter offer adjustment to the line item cannot be re-adjusted back up beyond the original amount of the line item. The only exception to when a Vendor must respond to an adjustment is when the invoice is in an auto adjust [image: image185.png]


A mode of an invoice a Servicer can initiate in the Resolution module. Any line item adjustments made to an invoice in the Auto Adjust mode are auto approved without the need for the adjustments to go back to the Vendor. mode. Note: Line item adjustment responses cannot be performed on an invoice that has a primary status of Denied.
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When Servicers and Vendors need to resolve issues other than specific line item amounts, the Resolution feature should be used instead of the Adjustment feature. For more information on Invoice Resolutions, begin by reviewing the Invoice Resolution Overview topic.

 

Related Topics:

Adjusting an Invoice Line Item 

Adjusting an Invoice Line Item

Follow the steps below to perform line item adjustments on an invoice.
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Line item adjustments cannot be performed on an invoice that has a primary status of Denied.
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To Adjust an Invoice Line Item

1. Locate the invoice you want to adjust by either performing a search or by working an invoice queue. The Invoice Detail screen displays.

0. Click the Adjust button [image: image189.png]


corresponding to the line item you want to adjust (see Figure 1). 
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Figure 1 Invoice Detail Screen - Adjust Button

3. From the Line Item Adjust window that displays, perform the following actions as appropriate:

· To reduce the line item amount, select Reduce Line Item Amt from the Type drop-down list. 

· To increase the line item amount, select Increase Line Item Amt from the Type drop-down list.

· From the Code drop-down list, select a code that corresponds with the reason for the adjustment.

· In the Amt field, type the adjusted amount.

· In the Comment field, type a message for the adjustment.

Example: If the present line item is $50 and it should be $40, you should type $10 in the adjustment amount field.

0. Click Add to record the line item adjustment. The adjustment displays in the Line Items Adjust window (see Figure 2). 
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Figure 2 Line Items Adjust Window

· To print the Line Item Adjust window, click Print.

· To edit previously created adjustments, see Editing a Previous Adjustment.

· To return to the Invoice Detail screen, click Close.

Related Topics

Outstanding Adjusted Invoice Report
Manually Approving an Invoice
Editing a Previous Adjustment
Editing a Previous Adjustment

Follow the steps below to edit a line item adjustment on an invoice.
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A line item adjustment can only be edited if it has not been viewed or responded to by the Vendor

[image: image193.png]


To Edit a Line Item Adjustment

1. Locate the invoice you want to edit by either performing a search or by working an invoice queue.

2. From the Invoice Detail screen that displays, click the Adjust button corresponding to the line item adjustment you want to edit. Note: An Adjust button that displays as green or red cannot be edited. These colors indicate that the adjustment has been responded to by the Vendor.
3. On the Line Item Adjust window, click Edit Last Adjust. The Adjustment Entry fields become enabled (see Figure 1).
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Figure 1 Line Item Adjust Window

4. Edit the Type, Code and Amt fields as needed and click Save.

5. Click Close to return to the Invoice Detail screen.

Related Topics

Outstanding Adjusted Invoice Report
Manually Approving an Invoice
Adjusting an Invoice Line Item
Invoice Resolution Overview

Invoice Resolution serves as a powerful tool for you to take the following actions on an invoice:

 

Actions Available When Starting a Resolution

    Instant Denial of an Invoice - Allows you to deny the invoice without requiring a response from the Vendor. For more information, see Denying an Invoice Without Requiring a Vendor Response.

    Curtail Adjustment - Allows you to curtail [image: image195.png]


Where the Servicer approves the invoice for payment after adjustments have been made and the Vendor has not responded to the adjustment either way within a designated time. the invoice if the Vendor has not responded to an adjustment [image: image196.png]


When a Servicer, due to a disagreement with a line item amount on an invoice, either increases or decreases the line item amount. Vendors must then respond to the line item adjustment. within the curtailment threshold time frame set by your company administrator. For more information, see Starting a Curtail Adjustment Resolution.

    Explanation - Allows you to request an explanation from the Vendor or to continue an adjustment discussion without creating additional adjustments (not available for General Services Invoice [image: image197.png]


An invoice created by a Servicer on behalf of a Vendor.). Once the Vendor responds to your explanation request, you can either reply to the Vendor's response with another comment or complete the resolution (see completion actions below). You can also choose to release the invoice back to the Vendor. For more information, see Starting an Explanation Resolution. Note: Depending upon your company's configuration, an invoice may be denied automatically after an arbitrary number of days with no response from the Vendor.
    Release - Allows you to return the invoice to the Vendor when the need arises for the Vendor to either void the invoice completely or make changes to the invoice to re-submit it (not available for General Services Invoice [image: image198.png]


An invoice created by a Servicer on behalf of a Vendor.). For more information, see Starting a Release Resolution.

    Deny - Allows you to immediately deny a General Services Invoice [image: image199.png]


An invoice created by a Servicer on behalf of a Vendor..

    Remove Deny - Allows you to remove a Denied status on an invoice in a situation in which the invoice was Auto-Denied upon its submission or denied in error. For more information, see Starting a Remove Deny Resolution.

Actions Available When Completing an Explanation Resolution

    Approve - Allows you to immediately approve the invoice. For more information, see Completing an Explanation Resolution by Approving the Invoice.

    Deny - Allows you to immediately deny the invoice. For more information, see Completing an Explanation Resolution by Denying the Invoice.

    Auto-Adjust - Allows you to place the invoice into an Auto Adjust mode. Any line item adjustments made to an invoice in the Auto Adjust mode are auto approved without the need for the adjustments to go back to the Vendor. For more information, see Completing an Explanation Resolution by Auto Adjusting the Invoice.
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Resolving invoices differs from adjusting invoices. For more details on adjusting invoices, see Invoice Adjustment Overview.
Denying an Invoice Without Requiring a Vendor Response

Follow these steps to deny an invoice when no explanation from the Vendor is needed.
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To Deny an Invoice Without Requiring a Vendor Response

1. While working an invoice on the Invoice Detail screen (see Working Invoice Queues), click the Resolve link (see Figure 1).
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Figure 1 Invoice Detail Resolve 

0. At the Resolution window that displays, click Add New. The Resolution Add window displays (see Figure 2).
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Figure 2 Resolution Add Window

0. From the Action drop-down list, select Deny.

1. Select the appropriate denial reason from the Reason drop-down list.

0. In the Comments field, type a message as necessary and click Add. The Resolution window returns and displays your comment (see Figure 3).
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Figure 3 Resolution Window

· If you want to print the resolution comments, click Print.

7. To return to the Invoice Detail screen, click Close. The invoice status is changed to Denied.

Starting a Curtail Adjustment Resolution

Follow these steps to curtail [image: image205.png]


Where the Servicer approves the invoice for payment after adjustments have been made and the Vendor has not responded to the adjustment either way within a designated time. the invoice if the vendor has not responded to an adjustment [image: image206.png]


When a Servicer, due to a disagreement with a line item amount on an invoice, either increases or decreases the line item amount. Vendors must then respond to the line item adjustment. within the curtailment threshold time frame. For an overview of invoice resolution, see Invoice Resolution Overview.
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This option is not available if the invoice does not fall within the curtailment threshold time frame.
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To Start a Curtail Adjustment Resolution on an Invoice

1. While working an invoice on the Invoice Detail screen (see Working Invoice Queues), click the Resolve link (see Figure 1).
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When the Resolve link is red, this indicates an existing resolution item is already open and must be completed before a new resolution item can be started.
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Figure 1 Invoice Detail Resolve

0. At the Resolution window that displays, click Add New. The Resolution Add window displays (see Figure 2),
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Figure 2 Resolution Add Window

0. From the Action drop-down list, select Curtail Adjustment. Note: Curtail Adjustment will display in the drop-down list only if the Vendor has not responded to an adjustment within the number of days set by your company administrator.
1. Select a reason for the curtailment from the Reason drop-down list. 

0. In the Comments field, type a message as necessary and click Add. The Resolution window returns and displays your comments.

1. To return to the Invoice Detail screen, click Close.

Starting an Explanation Resolution

Follow these steps to start a resolution on an invoice that requires the Vendor to respond with an explanation. For an overview of invoice resolution, see Invoice Resolution Overview.

[image: image212.png]


To Start an Explanation Resolution on an Invoice

1. While working an invoice on the Invoice Detail screen (see Working Invoice Queues), click the Resolve link (see Figure 1).
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When the Resolve link is red, this indicates an existing resolution item is already open and must be completed before a new resolution item can be started.
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Figure 1 Invoice Detail Screen - Resolve Link

0. At the Resolution window that displays, click Add New. The Resolution Add window displays (see Figure 2)
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Figure 2 Resolution Add Window

0. From the Action drop-down list, select Explanation.

1. Select an explanation reason from the Reason drop-down list. 

0. In the Comments field, type a message as necessary and click Add. The Resolution window returns and displays your resolution comments (see Figure 3). Note: If an Explanation Resolution is configured for your Company to Generate eMessages, Invoice Management will automatically send an eMessage to the Vendor notifying them of the resolution deadline.
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Figure 3 Resolution Window

· If additional comments need to be added to the resolution, click the R button and add the message. 

6. To return to the Invoice Detail screen, click Close. After the Vendor responds to your explanation resolution, your next task involves one of the following options:

    Replying to an Explanation Resolution Response
    Completing an Explanation Resolution by Approving the Invoice
     Completing an Explanation Resolution by Denying the Invoice
    Completing an Explanation Resolution by Auto Adjusting the Invoice
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If your company administrator has enabled the Auto Deny option, the explanation resolution will be denied automatically if the Vendor has not responded within the set number of days.

Starting a Release Resolution

Follow these steps to release the invoice back to the Vendor when the need arises for the Vendor to either void the invoice completely or make changes to the invoice to re-submit it. For an overview on invoice resolutions, see Invoice Resolution Overview.
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To Start a Release Resolution on an Invoice

1. While working an invoice on the Invoice Detail screen (see Working Invoice Queues), click the Resolve link (see Figure 1).
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When the Resolve link is red, this indicates an existing resolution item is already open and must be completed before a new resolution item can be started.
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Figure 1 Invoice Detail Resolve Hyperlink

0. At the Resolution window that displays, click Add New. The Resolution Add window displays (see Figure 2)
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Figure 2 Resolution Add Window

0. From the Action drop-down list, select Release.

1. Select a reason for the release from the Reason drop-down list. 

0. In the Comments field, type a message as necessary and click Add. The Resolution window returns and displays your resolution comments (see Figure 3). Note: If a Release Resolution is configured for your Company to Generate eMessages, Invoice Management will automatically send an eMessage to the Vendor notifying them of the resolution deadline.
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Figure 3 Resolution Window

· If additional comments need to be added to the resolution, click the R button and add the message. 

0. To return to the Invoice Detail screen, click Close.

[image: image223.png]


Release resolutions complete automatically should the Vendor re-submit the invoice.

Starting a Remove Deny Resolution

Follow these steps to remove a Denied status on an invoice using resolutions. For an overview of invoice resolution, see Invoice Resolution Overview.
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To Start a Remove Deny Resolution on an Invoice 

1. While working an invoice on the Invoice Detail screen (see Working Invoice Queues), click the Resolve link (see Figure 1). 
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Figure 1 Invoice Detail screen

2. From the Resolution window that displays, click Add New. The Resolution Add window displays (see Figure 2).
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Figure 2 Resolution Add window

3. Select Remove Deny from the Action drop-down list and select a reason for the denial.

    Auto Denied Upon Submission

    Denied in Error

    Remove Deny

4. In the Comments field, type a message and click Add. The Resolution window returns and displays your resolution comments.

5. Click Close to return to the Invoice Detail screen. The system updates the invoice's status to Pending Servicer Review and adds a record to the Chronology tab.
Replying to an Explanation Resolution Response

After a Vendor responds to an Explanation resolution, follow these steps to reply to the response with another comment. The Vendor must then respond again. This "back and forth" correspondence can continue until you complete the resolution. For more information on explanation resolutions, see Starting an Explanation Resolution.
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The following steps does not complete an Explanation resolution. To learn how to complete an explanation resolution, review the following topics: Completing an Explanation Resolution by Approving the Invoice, Completing an Explanation Resolution by Denying the Invoice, Completing an Explanation Resolution by Auto Adjusting the Invoice
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To Reply to a Vendor's Explanation Resolution Response

1. Run the Pending Resolution Report.

2. From the Pending Resolution Report results, click the invoice number link corresponding to the invoice resolution you want to respond to. The Invoice Detail screen displays (see Figure 1).
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Figure 1 Invoice Detail Screen

0. With the invoice displaying, click the Resolve link.

0. At the Resolution window that displays, click the R button (see Figure 2). The Resolution Add window displays.

[image: image230.png]Curtail Resolution Close | | Print Loan =: 65501047

Asset =: 205321

Action: Explanation Reason:  Manual Payment

e EE Rl Rl
e T

6/9/2008 11:19:46 AM Ifioyd2 $2.43 was paid on check#

0007635273 on 5/2/08





Figure 2 Resolution Window

5. In the Comments field, type a reply and click Add. The Resolution Add window closes and the Resolution window refreshes with your new comment. 

6. Click Close to return to the Invoice Detail screen.

Related Topics:

Releasing an Explanation Resolution
Releasing an Explanation Resolution 

Starting an Explanation Resolution allows you to request an explanation from the Vendor or to continue an adjustment discussion without creating additional adjustments. Once the Vendor responds to your explanation request, you can either reply to the Vendor's response with another comment, complete the resolution, or release the invoice back to the Vendor. Use the steps below to release the invoice to the Vendor.
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To Release the Invoice to the Vendor

1. Run the Pending Resolution Report.

2. From the Pending Resolution Report results, click the invoice number link corresponding to the invoice resolution you want to release. The Invoice Detail screen displays (see Figure 1).
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Figure 1 Invoice Detail Screen

0. With the invoice displaying, click the Resolve link.

0. At the Resolution window that displays, click the REL button (see Figure 2). The Resolution Add window displays.
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Figure 2 Resolution Window

5. From the Action drop-down list, select Release. Note: Select Correct Referral Date from the list when Milestone Billing is turned on and you want to release a Milestone date was not found exception invoice back to the vendor.  

6. Select a reason for the release from the Reason drop-down list.

7. In the Comments field, type a message as necessary and click Add. The Resolution window returns and displays your resolution comments. The resolution becomes a Release resolution and the invoice is returned to the vendor.

Related Topics:

Replying to an Explanation Resolution Response
Completing an Explanation Resolution by Approving the Invoice

As long as an Explanation Resolution has been responded to by the Vendor, you can complete the resolution with an option to approve the invoice at the same time. For an overview on resolutions, see Invoice Resolution Overview. Two other options are also available when completing resolutions. For more details, review Completing a Resolution by Denying the Invoice and Completing a Resolution by Auto Adjusting the Invoice topics.
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If you only want to reply to a Vendor's resolution response and not complete the resolution, see Replying to an Explanation Resolution Response.
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Release resolutions will complete automatically when the Vendor re-submits the invoice.
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To Complete an Explanation Resolution by Approving the Invoice

1. Run the Pending Resolution Report.

2. From the Pending Resolution Report results, click the invoice number link corresponding to the invoice resolution you want to complete. The Invoice Detail screen displays. 

3. Click the Resolve link. The Resolution window displays (see Figure 1).
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Figure 1 Resolution Window

0. Click the C button. The Resolution Complete window displays.
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If the C button is not available, this means the Vendor has not replied to your last response/comment on this resolution.

0. In the Comments field, type a message as needed.

1. From the Action selections, click the Approve option button. 

2. Click Complete. The Invoice Approval window displays (see Figure 2).
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Figure 2 Invoice Approval Window

0. In the Add a comment field, type an additional message if necessary and click Approve.
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The Invoice Approval window also contains a link to change the Corporate Advance Payee Code for the Invoice. See Editing CAW Code by Invoice Level and Editing CAW Codes by Line Item Level for more details.

0. Click Close in the Resolution window to return to the Invoice Detail screen.

Completing an Explanation Resolution by Denying the Invoice

As long as an Explanation Resolution has been responded to by the Vendor, you can complete the resolution with an option to deny the invoice at the same time. For an overview on resolutions, see Invoice Resolution Overview. Two other options are also available when completing resolutions. For more details, review Completing a Resolution by Approving the Invoice and Completing a Resolution by Auto Adjusting the Invoice topics.
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If you only want to reply to a Vendor's resolution response and not complete the resolution, see Replying to an Explanation Resolution Response.
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Release resolutions will complete automatically when the Vendor re-submits the invoice.
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To Complete an Explanation Resolution by Denying the Invoice

1. Run the Pending Resolution Report.

2. From the Pending Resolution Report results, click the invoice number link corresponding to the invoice resolution you want to complete. The Invoice Detail screen displays. 

3. Click the Resolve link. The Resolution window displays (see Figure 1).
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Figure 1 Resolution Window

0. Click the C button. The Resolution Complete window displays (see Figure 2).
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If the C button is not available, this means the Vendor has not replied to your last response/comment on this resolution.
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Figure 2 Resolution Complete Window

0. In the Comments field, type a message as needed.

1. From the Action selections, click the Deny option button and click Complete. The Resolution window returns displaying your comment.

2. Click Close to return to the Invoice Detail screen.

Completing an Explanation Resolution by Auto Adjusting the Invoice

As long as an Explanation Resolution has been responded to by the Vendor, you can complete the resolution with an option to auto adjust [image: image247.png]


A mode of an invoice a Servicer can initiate in the Resolution module. Any line item adjustments made to an invoice in the Auto Adjust mode are auto approved without the need for the adjustments to go back to the Vendor. the invoice at the same time. Any adjustments (see Invoice Adjustment Overview) currently outstanding on the invoice are auto-approved. For an overview on resolutions, see Invoice Resolution Overview. Two other options are also available when completing resolutions. For more details, review Completing a Resolution by Approving the Invoice and Completing a Resolution by Denying the Invoice topics.
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If you only want to reply to a Vendor's resolution response and not complete the resolution, see Replying to an Explanation Resolution Response.
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Release resolutions will complete automatically when the Vendor re-submits the invoice.
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To Complete an Explanation Resolution by Auto Adjusting the Invoice

1. Run the Pending Resolution Report.

2. From the Pending Resolution Report results, click the invoice number link corresponding to the invoice resolution you want to complete. The Invoice Detail screen displays. 

3. Click the Resolve link. The Resolution window displays (see Figure 1).
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Figure 1 Resolution Window

0. Click the C button. The Resolution Complete window displays (see Figure 2).
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If the C button is not available, this means the Vendor has not replied to your last response/comment on this resolution.
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Figure 2 Resolution Complete Window

0. In the Comments field, type a message as needed.

1. From the Action selections, click the Auto Adjust option button and click Complete. The Resolution window returns displaying your comment.

2. Click Close to return to the Invoice Detail screen.

Printing an Invoice

Follow these steps to print an invoice.
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This feature displays the invoice in Portable Document Format (PDF). Viewing PDF documents requires Adobe® Acrobat Reader which can be downloaded free from www.adobe.com.
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To Print Invoices from Search Results

1. Locate the invoice you want to print by performing a Search.

2. From the Invoice Search results that display, select the Print check box next to each invoice you want to print or select the Select All check box to select all the invoices displaying (see Figure 1).
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Figure 1 Invoice Search Results 

3. Click Print Selected Invoices. A new window displays. 

4. Click the File menu option and click Print.

5. To return to the application, click the Close button [image: image257.png]


in the upper right corner.

 

[image: image258.png]


To Print an Invoice from the Invoice Detail Screen

1. Locate the invoice you want to print by performing a Search or by clicking an invoice number link from within a report.

2. On the Invoice Detail screen, click the Print link (see Figure 2).
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Figure 2 Invoice Detail Screen

0. A new window displays the invoice. Click the File menu option and click Print.

0. To return to the application, click the Close button [image: image260.png]


in the upper right corner.

Processing Invoices for Payment

Invoices, once approved, are normally paid by a check using the DDC1 [image: image261.png]


A nightly backend process where Invoice Management readies all approved invoices for payment. method. This is a nightly backend process where Invoice Management™ prepares all approved invoices for payment. Zero amount invoices that are auto-approved are excluded from the check request process.

 

Invoice Management also allows a Servicer to pay approved invoices by ACH [image: image262.png]


Automated Clearing House – An optional feature Servicers can use to pay Vendor invoices electronically. Requires Vendor participation. payments. This reduces the Servicer's costs for check processing, while Vendors receive more timely payments. Both the Servicer and the Vendor for the invoice must register with Invoice Management in order for the payment to be sent electronically. The Vendor will supply the required banking information, such as routing and account number, during the registration process. Only Vendor users with Admin rights will be able to register for ACH.

 

Related Topics:

ACH Overview
Balancing Invoices
ACH Transmission Summary Report
ACH (Automated Clearing House) Overview

Invoice Management™ allows a Servicer to pay approved invoices by ACH [image: image263.png]


Automated Clearing House – An optional feature Servicers can use to pay Vendor invoices electronically. Requires Vendor participation.  payments instead of checks. This reduces the Servicer's costs for check processing, while Vendors receive more timely payments. Both the Servicer and the Vendor of the invoice must register with Invoice Management™ in order for the payment to be sent electronically. Servicers should contact their IM LPS Desktop® PowerCell Consultant at IM.Support@lpsvcs.com for help setting up ACH [image: image264.png]


Automated Clearing House – An optional feature Servicers can use to pay Vendor invoices electronically. Requires Vendor participation..

 

Related Topics:

Servicer ACH Monthly Statement
ACH Invoice Detail Report
Servicer ACH Monthly Statement

Follow these steps to obtain a monthly statement of ACH billing for the current month or for a previous month or year.
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To Run the ACH Monthly Statement

1. On the toolbar, point to Reports, Billing and click Monthly Statement. The Billing - Servicer ACH Monthly Statement search filters display (see Figure 1).
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Figure 1 Servicer ACH Monthly Statement

0. Select the option button corresponding to the statement you want to display:

0. Current Statement
0. Previous Statement. Note: If this option is selected, complete the Month and Year fields.
1. Click Get Statement. The appropriate statement displays in a new window.

2. To print the statement, click File and Print.

3. Click the Close button [image: image267.png]


to return to Invoice Management.

ACH Invoice Detail Report

Follow these steps to run a report that details each ACH transaction and the fee per transaction.
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To Run the ACH Invoice Detail Report

1. On the toolbar, point to Reports and click ACH Invoice Detail. The Reports - ACH Invoice Detail search filters display (see Figure 1).
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Figure 1 ACH Invoice Detail Search Filters

0. From the Vendor Name drop-down list, select the appropriate Vendor.

1. In the From and To fields, type the transaction date range. Note: The range can span no more than 31 days.
2. Click Search. The ACH Invoice Detail report displays.

Voiding a General Services Invoice

Follow these steps to void a General Services Invoice [image: image270.png]


An invoice created by a Servicer on behalf of a Vendor. to prevent the invoice from being approved/accepted. Only a General Services Invoice with one of the following statuses can be voided.

· Hold
· Submitted
[image: image271.png]


You must be assigned to the Invoice Management Servicer Invoice permission group to void a General Services Invoice. Contact your company's system administrator for more details.
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To Void a General Services Invoice

1. On the toolbar, point to Loan Level and click Edit an Existing Invoice. The Loan Level - Edit an Existing Invoice search filter displays (see Figure 1).
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Figure 1 Edit an Existing Invoice Filter

0. In the Servicer Loan Number field, type the loan number the invoice was created under and click Submit. A list of invoices display below the search filter.

1. Click the invoice number link corresponding to the invoice you want to void.

2. At the Invoice Editor window that displays, click the Void button.

0. At the void invoice confirmation window, click OK to confirm your action. The status of the invoice is now Void and it can no longer be accepted or approved by the Servicer.

Receipts Due Servicer Overview

Invoice Management™ tracks Vendor refunds due to the Servicer that have not yet been received by the Servicer. This includes invoices that have credit balances for either costs and/or fees as a result of the Servicer having paid prior advances. Servicers can add receipt payments to reduce the refund amounts and Invoice Management™ will track the payment history. 

 

Related Topics:

Receipts Due Servicer Report 

Receipts Due Servicer Unconfirmed Report 

Adding Receipt Payments 

Editing Receipt Payments 

Deleting Receipt Payments
Adding Receipt Payments

Follow these steps to add payments against receipts due servicer. For more information on receipts due servicer, see Receipts Due Servicer Overview.
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To Add a Receipt Payment

1. Locate the invoice using one of the following options:

    Search - Use this menu item if you know specifics regarding the invoice such as loan number or invoice number. Once the invoice is displayed in the Invoice Detail screen, click the Receipts link (see Figure 1).
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Figure 1 Invoice Detail Screen

 

    Receipts Due Servicer Report - Run this report and click the Detail button corresponding to the invoice you want to view (see Figure 2).
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Figure 2 Receipts Due Servicer Report

 

0. At the Receipts window that displays, click the Add New Receipt button (see Figure 3).
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Figure 3 Receipts Window - Add New Receipt Button

0. At the Receipt Editor window that displays, complete the Check #, Check Date, Check Amt and Received Date fields.

1. Select the type of receipt from the Receipt Type drop-down list and click Submit.

0. To return to the application, click the Close button [image: image278.png]


.

Editing Receipt Payments

Follow these steps to edit payments already entered against receipts due servicer. For more information on receipts due servicer, see Receipts Due Servicer Overview.
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To Edit a Receipt Payment

1. Locate the invoice using one of the following options:

· Search - Use this menu item if you know specifics regarding the invoice such as loan number or invoice number. Once the invoice is displayed in the Invoice Detail screen, click the Receipts link (see Figure 1).
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Figure 1 Invoice Detail Screen

 

    Receipts Due Servicer Report - Run this report and click the Detail button corresponding to the invoice you want to view (see Figure 2).
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Figure 2 Receipts Due Servicer Report

 

0. At the Receipts window that displays, click the Edit button corresponding to the payment transaction you want to edit (see Figure 3).
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Figure 3 Edit Receipt Payment

 

0. At the Receipt Editor window that displays, correct any data necessary and click Submit.

0. Upon returning to the Receipts window, click the Close button [image: image283.png]


to return to the application.

Deleting Receipt Payments

Follow these steps to delete payments already entered against receipts due servicer. For more information on receipts due servicer, see Receipts Due Servicer Overview.
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To Delete a Receipt Payment

1. Locate the invoice using one of the following options:

· Search - Use this menu item if you know specifics regarding the invoice such as loan number or invoice number. Once the invoice is displayed in the Invoice Detail screen, click the Receipts link (see Figure 1).
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Figure 1 Invoice Detail Screen

 

    Receipts Due Servicer Report - Run this report and click the Detail button corresponding to the invoice you want to view (see Figure 2).
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Figure 2 Receipts Due Servicer Report

 

0. At the Receipts window that displays, click the Delete button corresponding to the payment transaction you want to delete (see Figure 3).
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Figure 3 Delete Receipt Payment

0. At the confirmation window, click OK to confirm the deletion.

0. Upon returning to the Receipts window, click the Close button [image: image288.png]


to return to the application.

Milestone Billing Overview

When attorneys submit invoices for fees, guidelines define the maximum allowable amount they can bill. These guidelines are based on:

    the type of service completed by the attorney

    the contract between the Servicer and Vendor

    legal considerations, such as the state the attorney does business in, the type of loan and whether it is a judicial or non-judicial process

After consideration of these guidelines, the maximum allowable fee amount is determined. A percentage of this amount is calculated according to the events completed in the process by the attorney. This is the maximum amount the attorney can bill at this point in time and is immediately displayed to the attorney when the invoice is created. These maximums are displayed in the Milestone Event Matrix when the user clicks a View All Events link from the Invoice Detail screen.

 

Invoices that exceed the maximum allowable amount can be submitted, but will be flagged with an exception. As a result, an attorney is required to provide an explanation for the overage as a Line Item Note which will be viewable to the Servicer.

 

This optional feature is available to Servicers who are also Process Management users and must be activated by an Administrator.

 

Related Topics

Invoice Detail Screen
General Report 

Pending Approval Report
Exceptions Tab  

Starting an Explanation Resolution
Processing Invoices as an REO Outsourcer Overview

Servicers can engage REO Outsourcers to handle invoices from REO Brokers. REO Brokers, in lieu of submitting invoices directly to Servicers, can submit invoices to REO Outsourcers. The REO Outsourcer can add or remove line items, add or remove images, approve the invoice, adjust the invoice, deny the invoice, pay the REO Broker and submit an invoice to the Servicer for reimbursement. The REO Outsourcer can also deny the invoice (denied invoices cannot be resubmitted) or adjust the invoice and send it back to the REO Broker for resolution.
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Contact your IM LPS Desktop® PowerCell Consultant at IM.Support@lpsvcs.com to set up appropriate permissions.

 

	REO Outsourcer Invoicing Process

	Step
	REO Broker
	REO Outsourcer as Servicer
	REO Outsourcer as Vendor
	Servicer
	Request
Status
	Operation

	1
	Submits invoice to REO Outsourcer
	 
	 
	 
	Submitted to REO Outsourcer
	 

	Optional
	Creates invoice for REO Outsourcer and places "On Hold" status
	 
	 
	 
	Hold
	 

	2
	 
	Responds to a Request - Approves (no further approval required)
	 
	 
	Approved
	Select Approve. See Approving an REO Broker Invoice.

	 
	 
	Responds to a Request - Accepts (further approval required)

 
	 
	 
	Accepted
	Select Approve. See Approving an REO Broker Invoice.

	 
	 
	Responds to a Request - Reduces amount
	 
	 
	 
	Select Approve after reducing the amount. See Adjusting an REO Broker Invoice.

	 
	 
	Responds to a Request - Denies
	 
	 
	Denied
	Select Deny. See Denying an REO Broker Invoice.

	 
	 
	 
	 
	 
	 
	 

	3
	Views response
	 
	 
	 
	Various
	 

	4
	If requested by REO Outsourcer, supply additional info.
	 
	 
	 
	 
	 

	5
	 
	Pays REO Broker
	 
	 
	 
	Automatic process if invoice was approved.

	6
	 
	 
	Submit invoice to Servicer for reimbursement
	 
	 
	 

	7
	 
	 
	 
	Approves or Denies Invoice from REO Outsourcer
	If invoice is sent back to REO Outsourcer when an adjustment or resolution is made, the status becomes Pending Outsourcer Review (broker)
	See Invoice Approval Overview.

	8
	 
	 
	 
	Reimburses REO Outsourcer
	 
	Automatic process if invoice was approved.


 Approving a REO Broker Invoice

Follow these steps to approve an invoice submitted by an REO Broker.
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You must have access to the REO Invoice Processing option on the Welcome page in order to respond as an REO Outsourcer. See Logging In and Out for more details.
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To Approve an Invoice from an REO Broker

1. On the toolbar, point to Process and click Pending Approval.

2. From the Invoice Process - Pending Resolution search filters, select the following options from the Status field:

· Submitted to REO Outsourcer

· Pend. REO Outsourcer Appr

· Pending REO Outsourcer Review

Note: Multiple options can be selected by pressing the CTRL key and clicking each selection.

3. Complete the remaining search filters as needed and click Search.

4. From the search results, locate the appropriate invoice and click the invoice number link. The Invoice Detail screen displays.

5. Click Approve. The Invoice Approval window displays.

5. If you want to edit the invoice's Corporate Advance Payee Code, click the Click here to change the Corporate Advanced Payee Coded for this Invoice link. See Editing CAW Code by Invoice Level for more details.

6. In the Comments field, type a message as appropriate.

7. Click Approve. Note: If the approval amount exceeds your approval limit, an Accept button displays in lieu of Approve. Click Accept. The invoice moves into a queue of a user with a higher approval limit to review and approve. 

 

Related Topics:

Processing Invoices as an REO Outsourcer Overview
Adjusting an REO Broker Invoice

Follow these steps to adjust the amount of an invoice submitted by an REO Broker.
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You must have access to the REO Invoice Processing option on the Welcome page in order to respond as an REO Outsourcer. See Logging In and Out for more details.
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To Adjust the Amounts on an Invoice from an REO Broker

1. On the toolbar, point to Process and click Pending Approval.

2. From the Invoice Process - Pending Resolution search filters, select the following options from the Status field:

· Submitted to REO Outsourcer

· Pend. REO Outsourcer Appr

· Pending REO Outsourcer Review

Note: Multiple options can be selected by pressing the CTRL key and clicking each selection.

3. Complete the remaining search filters as needed and click Search.

4. From the search results, locate the appropriate invoice and click the invoice number link. The Invoice Detail screen displays.

5. Click the Adjust button [image: image294.png]


corresponding to the line item you want to adjust. A Line Item Adjust window appears (see Figure 1).
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Figure 1 Line Item Adjust Window

0. From the Type drop-down list, select an option to either reduce or increase the line item amount.

1. Select a reason for the adjustment from the Code drop-down list.

2. In the Amt field, type an adjustment amount to increase or reduce by. Example: If the present line item is $50 and it should be $40, you should type $10.

0. In the Comment field, type a message as needed.

1. Click Add to record the line item adjustment. To edit previously created adjustments, click the Edit Last Adj. button. To print this window, click the Print button.

Denying an REO Broker Invoice

Follow these steps to deny an invoice submitted by an REO Broker.
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You must have access to the REO Invoice Processing option on the Welcome page in order to respond as an REO Outsourcer. See Logging In and Out for more details.
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To Deny an Invoice from an REO Broker

1. On the toolbar, point to Process and click Pending Approval.

2. From the Invoice Process - Pending Resolution search filters, select the following options from the Status field:

· Submitted to REO Outsourcer

· Pend. REO Outsourcer Appr

· Pending REO Outsourcer Review

Note: Multiple options can be selected by pressing the CTRL key and clicking each selection.

3. Complete the remaining search filters as needed and click Search.

4. From the search results, locate the appropriate invoice and click the invoice number link. 

5. From the Invoice Detail screen, click Resolve. The Resolution window displays.

6. Click the Add New button. The Resolution Add window displays (see Figure 1).
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Figure 1 Resolution Add Window

0. From the Action drop-down list, select Deny.

1. Select a Reason from the Reason drop-down list.

0. In the Comments field, type a message for the denial and click Add.

0. The Resolution window returns and displays your resolution comment. If necessary, click the R button to add more comments.

1. Click Close to return to the Invoice Detail screen. The invoice status is now Denied.

Non-Resubmittable Invoices Report

Use this report to display invoices that are not able to be resubmitted to Servicers for reimbursement. An example of invoices that cannot be resubmitted are as follow:

    An invoice that was created using a Non-IM ServicerA Servicer who is set up in Invoice Management that does not have any payee codes activated.

    An invoice that was created from a loan that has no data in the FlipServicerLoanNumber field in the Loan Data table.

    An Invoice that was created from a loan that has data in the FlipServicerLoanNumber field in the Loan Data table, but the FlipServicerLoanNumber is invalid or is not in Invoice Management.
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To Display the Non-Resubmittable Invoices Report

1. On the toolbar, point to Process and click Non-Resubmittable Invoices. The Non-Resubmittable Invoices Report search filters displays (see Figure 1).
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Figure 1 Non-Resubmittable Invoices Search Criteria

0. Complete the search criteria, as needed:

    If you want to sort the report by the Vendor who submitted the invoice, select a Vendor from the Vendor Name drop-down list.

    To sort the report by Servicer, select a Servicer from the Servicer Name drop-down list.

    From the Approved Date fields, select a date rage you want the report to display within.

0. Click Search. The Non-Resubmittable Invoices Report displays (see Figure 2).
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Figure 2 Non-Resubmittable Invoices Report

 

    Click on an invoice number link to display the Invoice Detail screen.

    Click on a column header to sort the column in ascending/descending order.

  [image: image302.png]


 See Reports Overview for options available when reports are displayed.

Chapter 3 – Viewing Reports
Reports Overview

Invoice Management™ has many pre-built reports that enable you to quickly find what you are looking for. Although most reports can be reached by selecting the Reports option from the Invoice Management™ toolbar, some reports are also available under other toolbar options such as Process and Loan Level. 

 

Many reports offer search filters enabling you to filter the report by criteria related to the data the report is gathering. Review the following filter tips when running a report:

 

	Filter Option
	Example
	Description

	 

Date Range
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When a report provides an option to filter by dates, you can type the dates in a MM/DD/YYYY format.
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	Or, click a Calendar icon [image: image305.png]


 to display a calendar pop-up window. You can then select a date from the calendar rather than inputting it directly in the input field.

· To locate a month that is prior to the current month, click the  [image: image306.png]


 sign.

· To locate a month that is subsequent to the current month, click the [image: image307.png]


sign.

	Drop-down Lists
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	When a report provides a drop-down list, you can select a data value to filter by. In some instances, multiple values can be selected by pressing the CTRL key and clicking each value.

	Check boxes
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	Some reports offer filter options as check boxes. You can select these filters if you want to include it in the report. Note: Leaving the check box clear will prevent it from displaying.

	 


 

 

Although some reports display in a new window in Portable Document Format (see Adobe® PDF tips below), most reports display directly within the application. Depending on the report you are viewing, one or more of the following options may be available:

 

	Report Option
	Example
	Description

	Printable Version
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	A link that displays in the upper-right corner of the report that you can click to print the data that is displaying.

	Export
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	A link that displays in the upper-right corner of the report that you can click to export the data into Microsoft Office Excel. You can then save the spreadsheet, if needed.

	Change Search
	[image: image312.png]Change search




	A link that displays in the upper-right corner of the report that you can click to return to report's search filters. Note: If this link is clicked from the Invoice Detail screen, the Invoice Search screen will display.

	New Search
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	A link that displays in the upper-right corner of the report that you can click to return to report's search filters.

	Refresh
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	A link that displays in the upper-right corner of the report that you can click to update a report with data additions or changes.

	# of Pages 
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	When report results exceed one page length, page number links display at the bottom of the report. Click a link to advance to other pages.

	Sort
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	Some reports can be re-sorted once displayed. If the column header displays with an underline, click the column header to re-sort its data in ascending order. Click the same column header again to re-sort the data in descending order.

	Report Legend
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	Some reports display its data in color-coded rows to make the report easier to read. The legend defining the color-coding can be displayed by clicking the Click to show legend link. To hide the legend, click the link again.

	Links
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	When a report displays certain data as  links, this is an indicator that additional information is available for that data. Click the link to display further details. Link Examples: invoice number and loan number.  

	Void
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	When a report references an invoice and the invoice item is highlighted in red, this is a visual indicator that the invoice has been voided.

	Adobe PDF format
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	Some reports, when generated, display in PDF format using Adobe® Acrobat Reader. If you do not have Acrobat Reader, you can download it by visiting www.adobe.com. Once the report is displayed, you can print it by clicking the Print icon and selecting the appropriate print options.

	 


 

Report Matrix

	Payment Reports
	 

	Name of Report
	Description

	Generated File Download Report for DDC1
	If your company uses the DDC1, a nightly backend process where Invoice Management readies all approved invoices for payment, use this report to review and access Microsoft® Excel summaries of the invoices involved in each DDC1 export.

	Loan Expense/Information Report
	Use this report to display a list of paid and unpaid invoices for a specific loan. Additionally, use this report to display loans that are flagged with special handling.

	Payment Request Detail Batch
	Use this report to display a detailed copy of each payment request file that was generated and sent for processing. The report displays at line item level for each invoice and is sorted by date generated and by trans code.

	Payment Request Detail by Processor
	Use this report to display details of payment requests by the Servicer user who approved the invoices. Click a user name link to display details. The invoice totals are included enabling the user to compare the invoice amounts to the actual amounts requested and to identify any credits that may create an out-of-balance situation. If the date range is greater than one day, the results will be separated and subtotaled by date.

	Payment Request Statistics Report
	Use this report to display various statistics related to payments.

	Payment Request Total by Processor
	Use this report to display a summary of payment request totals by the Servicer user who approved the invoices. Click a user name link to display details. The invoice totals are included enabling the user to compare the invoice amounts to the actual amounts requested and to identify any credits that may create an out-of-balance situation. If the date range is greater than one day, the results will be separated and sub totaled by date.

	Payment Request Total by Vendor
	Use this report to display payment request totals by the Vendor for the date range specified by the user.

	Payment Confirmed Invoices by Department
	Use this report to provide information in reference to "Check Confirmed" or "ACH Confirmed" Invoices for a Servicer. It displays the number of invoices paid and the total dollar amount of checks issued by month.

	Payment Error Report
	Use this report to display information about discrepancies found in payment information.

	Payment Info by Check/ACH Number Report
	Use this report to display a reconciliation that includes payment information related to the check/ACH number entered.  

	Payment Info by Date Report
	Use this report to display check number information by Vendor and by transaction code after the check numbers have been imported by Invoice Management™. If this report is exported, data entered on the Comments tab on a General Services Invoice will also export as an additional column (see Comments Tab).

	Payment Info by Vendor Report
	Use this report to display a reconciliation report based on the Vendor and date range selected.

	Pending Payment Information
	Use this report to display pending payment information for checks that have been requested, but are still outstanding.

	Corporate Advance Payee Code Total
	Use this report to display check request totals by corporate advance payee codes related to the checks requested for a specified date range and departments. The report includes a "Paid Amounts" column along with a "Requested Amounts" column. The Total Paid Amounts should balance to the actual checks printed by the Servicer for the specified date range.

	Vendor Payments Over [User Specified Amount] by Month
	Use this report to display Vendor payments over the amount specified for the date range entered.

	Invoices by DDC1 Date
	Use this report to review and print each of the invoices involved in the DDC1 export for the date selected.

	ACH Monthly Statement
	Use this report to view a Monthly Statement of ACH Billing for the current month or the previous month/year selected.

	ACH Invoice Detail Report
	Use this report to view the details of each ACH transaction, including fee per transaction.

	ACH Transmission Summary Report
	Use this report to provide ACH information, such as Transaction Date, Record Count and Total Amount.


 

	Fee/Cost Quote Reports

	Name of Report
	Description

	Fee/Cost Breakdown by Vendor and Loan Number
	Use this report to display the breakdown of fees and costs paid for a specific date range. For an overview of the fees and costs quote process, see Fee Cost Quote Overview.

	Vendor by Line Item Fee/Cost Report
	Use this report to display a list of fees and cost requests for a specific date range. For an overview of the fees and costs quote process, see Fee Cost Quote Overview.

	Fee Cost Quote Report
	Use this report to display pending or completed invoices. For an overview of the fees and costs quote process, see Fee Cost Quote Overview.

	 


	Vendor Reports
	 

	Name of Report
	Description

	Significant Events Timeline Report
	Use this report to review events performed such as rule changes and new vendor signing / training completions that affect either your company specifically or all Servicers in general. The report is in reverse chronological order.

	Vendor Creation Report
	Use this report to display a list of Vendor Creation Requests initiated using the Request Vendor Creation feature.

	Vendor Contact List Report
	Use this report to display a list of all your Vendors including addresses, phone numbers and fax numbers. To find user contact information for a specific Vendor, see the Vendor Rolodex instead.

	Vendor Information Report
	Use this report to display the online status of Vendors.

	Vendor Payments Over [User Specified Amount] by Month
	Use this report to display Vendor payments over the amount specified for the date range entered.

	Vendor Rolodex
	Use this report to display detailed contact information for a specific Vendor.


 

	Invoice Reports

	Name of Report
	Description

	Invoice Information by Approval Date
	Use this report to display a list of invoices that were approved on a specific date.

	Invoice History Report
	Use this report to display a summary report of invoice history for a specific loan.

	Loan Expense/Information Report
	Use this report to display a list of paid and unpaid invoices for a specific loan. Additionally, use this report to display loans that are flagged with special handling.

	Approval Queue Summary Report
	Use this report to display a list of outstanding invoices or invoices that have exceeded the Servicer’s pre-defined time line.

	Pending Approval Summary Report
	Use this report to display a list of all invoices that have not been accepted or approved. For users with higher levels of approval authority, each user can select a filter to view invoices that have been accepted or invoices that are pending acceptance (Submitted or Reviewed statuses).  

	General Report
	Use this report to display a list of outstanding invoices that match the selected criteria. You can filter this report by the following criteria: Vendor type, Vendor Name, State, Department, Loan Type, Invoice Type, Exception, Investor ID, and by Invoice Status (Submitted, Accepted, Reviewed or Approved).

	Invoice Processing Timeline Report
	Use this report to display a summary and detailed list of invoices by department that have not been approved, paid, denied or voided and which have remained in a status queue (i.e., Submitted, Reviewed, Pending Vendor Review) for more than 5 days (7 for Pending Vendor Review). One exception to this time frame is if the Servicer has notified Invoice Management™ support staff to tailor the time frames for each queue for that Servicer. Any invoices that were submitted more than 25 days from the date of the report are highlighted in red under the current status category. The report uses data saved from the prior evening and, therefore, the data presented is not in “real” time.

	Invoice Routing Report
	Use this report to display a list of routing activity taken per invoice. For an overview on routing invoices, see Invoice Routing Overview. Once an invoice is approved, it will not appear on this report. The report can be filtered by Routing Recipient, Routing Sender, Routing Reason and Active Only Routing Activity.

	Outstanding Adjusted Invoice Report
	Use this report to display a list of invoices that have a status of "Pending Vendor Review" and the number of days between the current date and the date of the earliest adjustment not responded to by the Vendor exceeds the Servicer’s established “curtail threshold" limit. For more information of line item adjustments, see Invoice Adjustment Overview.

	Pending Approval Report
	Use this report to display a list of all invoices that have not been accepted or approved. For users with higher levels of approval authority, each user can select a filter to view invoices that have been accepted or invoices that are pending acceptance (“Submitted” or “Reviewed” statuses).

	Pending Resolution Report
	Use this report to display a list all invoices that have an uncompleted resolution action. The “Last Res. User” in the report is the last person (can be Vendor or Servicer) who made/responded to the resolution action affecting the invoice.

	Pending Vendor Analysis Report
	Use this report to display a list of invoices with "Pending Vendor Review" status and outstanding resolutions or adjustments for the following time frames:30 days or less,31 to 60 days, 61 or more days. Invoices will appear in the time frame with the latest date. Each report will include the total number of invoices, original invoice amount, adjusted invoice amount and the net amount. Invoices can appear in both the outstanding resolutions and outstanding adjustment groups if they contain both

	Reset Invoice Report
	Use this report to review invoices that have been reset. See Resetting Invoices.

	Account History Report
	Use this report to display a summary of all invoices by department, including the number of invoices and total invoice amounts

	Adjusted/Denied by Date ( incl. Voids) Report
	Use this report to display detail of adjusted and denied invoices for a specified date range. This report is available from the "Reports", "Servicer Performance" menu items and includes adjustments/denials on voided invoices.

	Adjusted / Denied by Processor Report
	Use this report to display, by department, the number of invoices that were adjusted / denied, the original invoice amount total, the adjustment amount and the adjusted invoice amount total based on all invoices that were approved or denied within the specified date range. Clicking a department link will display a summary report depicting the same information by processor for the applicable department and date range as well as more detail.

	Adjusted Denied by Processor Report (Outsourcer)
	Use this report to display, by department, the number of invoices that were adjusted / denied, the original invoice amount total, the adjustment amount and the adjusted invoice amount total based on all invoices that were approved or denied within the specified date range. Clicking a department link will display a summary report depicting the same information by processor for the applicable department and date range as well as more detail.

	Adjusted / Denied by Vendor Report
	Use this report to display, by department, the number of invoices that were adjusted / denied, the original invoice amount total, the adjustment amount and the adjusted invoice amount total based on all invoices that were approved or denied within the specified date range. Click a department link to display a summary report by Vendor for the applicable department and more detail listing the specific invoices.

	Adjusted / Denied by Vendor Report (Outsourcer Version)
	Use this report to display, by department, the number of invoices that were adjusted / denied, the original invoice amount total, the adjustment amount and the adjusted invoice amount total based on all invoices that were approved or denied within the specified date range. Click a department link to display a summary report by Vendor for the applicable department and more detail listing the specific invoices.

	Adjustment Activity Summary Report
	Use this report to display the dollar amount of the adjustments made by user and department. Click a processor link to display a detail report which lists the specific invoices adjusted by the processor on the applicable date.  

	Denied Invoices Report
	Use this report to display all invoices that have been denied for payment by the applicable Outsourcing firm.

	Invoice Aging Report
	Use this report to display all outstanding invoices by department that the Vendor has not responded to.

	Invoice Processing Activity Summary Report
	Use this report to display the total number of invoices and invoice amounts processed by user and by department. It also provides links to a detail report which lists the specific invoices related to the user and action selected.

	Invoice Processing Activity Summary Report (Outsourcer)
	Use this report to display the total number of invoices and invoice amounts processed by user and by department.

	Invoice Processing Timeline Report
	Use this report to display a summary and detailed list of invoices by department that have not been approved, paid, denied or voided and which have remained in a status queue (i.e., Submitted, Reviewed, Pending Vendor Review) for more than 5 days (7 for Pending Vendor Review).

	Invoice Processing Timeline Report (Outsourcer)
	Use this report to display a summary and detail list of any invoices by department that have not been approved, paid, denied or voided and which have remained in a status queue (i.e., Submitted, Reviewed, Pend. Vendor Rvw) for more than 5 days (7 for Pend. Vendor Rvw), unless the Servicer has notified Invoice Management™ support staff to tailor the time frames for each queue for that Servicer. Any invoices that were submitted more than 25 days from the date of the report are highlighted in red under the current status category. The report uses data saved from the prior evening and, therefore, the data presented is not in “real” time.

	Monthly General Services Invoice Detail
	Use this report to display a listing of General Services invoices for the month/year selected.

	Monthly Invoice Activity Report
	Use this report to display, by department, the number of invoices and invoice amounts submitted by each Vendor

	Monthly Statement Report
	Use this report to display your monthly bill from Invoice Management™. Invoices entered after the 24th of the month will be on the next month's bill.

	Pending Invoices Report
	Use this report to display all invoices that are pending approval by the applicable Outsourcing firm.

	Receipts Due Servicer Report
	Use this report to display a list of invoices, by Vendor, that have credit balances for either costs and/or fees as a result of the Servicer having paid prior advances. The report is used for tracking purposes to assist the Servicer in identifying situations where the Servicer is due a refund by the Vendor that has not been received.

	Receipts Due Servicer Unconfirmed Report
	Use this report to display a list of invoices, by Vendor, to identify and track situations where the Vendor has paid the refund due to the Servicer.

	Recoverable / Non-Recoverable Breakdown by Vendor/Department Report
	Use this report to display detailed information concerning invoices submitted monthly by vendors.

	Resolution Activity Summary Report
	Use this report to display the number of invoices, along with the total invoice amount by Action Type, Date and User where the applicable resolution action was taken on the invoice(s) for a specified date range.    

	Servicer Invoice Submitted Activity Report
	Use this report to review General Services InvoicesAn invoice created by a Servicer on behalf of a Vendor. submitted by your company. Once the report is displayed, you can click on a Processor Name to see the loan numbers/invoice numbers, Vendor names, and the total invoice amount.


 

	User Activity Reports

	Name of Report
	Description

	Servicer's Profile Report
	Use this report to review general information, department information, special billing instructions and history of special events related to your company.

	Significant Events Timeline Report
	Use this report to review events performed such as rule changes and new vendor signing / training completions that affect either your company specifically or all Servicers in general. The report is in reverse chronological order.

	Active User Report
	Use this report to display a list of your company's active users whose access to Invoice Management is not currently expired. Once displayed, you can review such items as Access Levels, Password Expiration Dates and Access Expiration Dates per user.

	Adjustment Activity Summary Report
	Use this report to display the dollar amount of the adjustments made by user and department. Click a processor link to display a detail report which lists the specific invoices adjusted by the processor on the applicable date.  

	Invoice Processing Activity Summary Report
	Use this report to display the total number of invoices and invoice amounts processed by user and by department. It also provides links to a detail report which lists the specific invoices related to the user and action selected.

	Invoice Processing Activity Summary Report (Outsourcer)
	Use this report to display the total number of invoices and invoice amounts processed by user and by department.

	Invoice Processing Timeline Report
	Use this report to display a summary and detailed list of invoices by department that have not been approved, paid, denied or voided and which have remained in a status queue (i.e., Submitted, Reviewed, Pending Vendor Review) for more than 5 days (7 for Pending Vendor Review), unless the Servicer has notified Invoice Management™ support staff to tailor the time frames for each queue for that Servicer. Any invoices that were submitted more than 25 days from the date of the report are highlighted in red under the current status category. The report uses data saved from the prior evening and, therefore, the data presented is not in “real” time.

	Invoice Processing Timeline Report (Outsourcer)
	Use this report to display a summary and detail list of any invoices by department that have not been approved, paid, denied or voided and which have remained in a status queue (i.e., Submitted, Reviewed, Pend. Vendor Rvw) for more than 5 days (7 for Pend. Vendor Rvw), unless the Servicer has notified Invoice Management™ support staff to tailor the time frames for each queue for that Servicer. Any invoices that were submitted more than 25 days from the date of the report are highlighted in red under the current status category. The report uses data saved from the prior evening and, therefore, the data presented is not in “real” time.

	Processor Invoice Approval Summary Report
	Use this report to review the performance of users charged with processing invoice approvals within your company. You can filter this report by processor, department and a specific date range, if needed.

	Resolution Activity Summary Report
	Use this report to display the number of invoices, along with the total invoice amount by Action Type, Date and User where the applicable resolution action was taken on the invoice's) for a specified date range.

	User Access Level Report
	Use this report to display a listing of users with the security level you select.

	User Approval Level Report
	Use this report to display a listing of users with the approval level you select.


 

	eMessage Reports

	Name of Report
	Description

	eMessages Aging Report
	Use this report to review a list of eMessages that includes the ability to Open or Acknowledge each one.


 

	P-Notes Reports

	Name of Report
	Description

	P-Notes Utility
	Use this report to review a list of P-Notes associated to a Servicer loan number. 


 

	Business Objects Reports

	Name of Report
	Description

	Business Objects Reports 
	Pre-configured reports accessible from an external reporting tool that enables you to view different types of data related to your company's Invoice Management site.


 

	 

Final Bill Deadline Reports

	Name of Report
	Description

	Invoice Deadline Complete Report
	Use this report to display a list of Final Bill deadlines that have been created by your company and have been responded to by the Vendor.

	Invoice Deadline Pending Report
	Use this report to monitor Final Bill deadlines that have been created by your company and are still pending a response from the Vendor. See Final Bill Overview.

	 


	 

	Miscellaneous Reports

	Name of Report
	Description

	Servicer Request Report
	Use this report to display the Service Order status by loan level and Service Order Number. This report can be filtered by the following criteria: Vendor type, Department, Loan Type, State, Status, Created or Completed Date.

	Inspection Order Report
	Use this report to display the Inspection Orders by Loan level and Vendor. 

	Override Loan Referral Report
	Use this report to display loan numbers/asset numbers that had Vendor or REO Broker payee code referrals overridden by an Administrator. This report can be filtered by the following criteria, if needed: Vendor Name, Department, and Date Range.

	Orders Report
	Use this report to display orders. Orders can also be edited and deleted from this report. See Editing Orders and Deleting Orders.

	Monthly Statement Report
	Use this report to display your monthly bill from Invoice Management™. Invoices entered after the 24th of the month will be on the next month's bill.

	Recommended Changes
	Use this report to display a list of loan data changes that have been recommended.

	Import Process Report
	Use this report to view a listing of import process statistics, including those loans that were not imported into the system.

	Servicer's Profile Report
	Use this report to review general information, department information, special billing instructions and history of special events related to your company.

	OTA Audit Report
	Use this report to review invoices that have an Over-the-Allowable amount associated with a line item.


 

Import Process Report

Follow these steps to review a listing of import process statistics, including those loans that were not imported into the system.
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To Review the Import Process Report

1. On the toolbar, point to Reports and click Import Process Report. The Import Process Report filters display (see Figure 1).
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Figure 1 Import Process Report Filters

0. In the Date Range fields, type the appropriate dates you want to display in the report. Note: The start date must be within the last 3 months.
1. Click Search to display the report (see Figure 2).
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Figure 2 Import Process Report Sample
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See Reports Overview for details on the options available when reports are displayed.

Corporate Advance Payee Code Total

Use this report to display check request totals by corporate advance payee codes related to the checks requested for a specified date range and department(s). The report includes a "Paid Amounts" column along with a "Requested Amounts" column. The Total Paid Amounts should balance to the actual checks printed by the Servicer for the specified date range.
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To Review the Corporate Advance Payee Code Total Report

1. On the toolbar, point to Process and click Corporate Advance Payee Code Total. The Invoice Process- Check Paid Total by Corporate Advanced Payee Code search filters display (see Figure 1).
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Figure 1 Search Filters

0. In the Exported Date Range fields, type the date range you want to display in the report. Note: You can click the Calendar icons to select dates.
1. In the Trans Code and Report Type drop-down lists, select the data value to filter on.

2. When all search criteria has been selected, click the Search button to display the report.
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See Reports Overview for options available when reports are displayed.

General Report

Use this report to display a list of outstanding invoices that match the selected criteria.
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To Review the General Report

1. On the toolbar, point to Process and click General. The Invoice Process - General Report search filters display (see Figure 1).

[image: image329.png]


You may have to use the vertical scroll bar on the right side of screen to see all available criteria.
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Figure 1 General Report Search Filters

0. In the Vendor Type, Vendor Name, State, Department, Loan Type, Invoice Type, Status, Exception and InvestorID drop-down lists, select the data values to filter on or leave as All if you choose not to filter the report by that criteria. Multiple items in these fields, with the exception of the Vendor Type, can be selected by holding down the CTRL key while clicking each item.  Note: If the Milestone Billing Exception option is activated by the Servicer, Exceeds Milestone Billing Allowable will display in the Exception filter field listing.
1. Select one or more of the following status check boxes as needed:

    Adj – Displays invoices that have a status of Adjusted.

    Exc – Displays invoices that have a status of Exception.

    Res – Displays invoices that have a status of Resolved.

    Out – Displays invoices that have a status of Outsourced.

If more than one check box is selected, the report will contain only those invoices that have all selected statuses.    

0. In the From and To fields, type the date range or click the Calendar icons and select the dates to filter the report.

1. In the Date Range Type drop-down list, select the type of date to filter on. The default is Submitted Date.

2. In the Sort By section, select a sort option from each of the drop-down lists. When the Search button is clicked, the report will display sorted by the field selected in the first drop-down list, then the field selected in the second drop-down list, and finally the field selected in the third drop-down list. Once the report displays after Step 8 below, the sort can by changed by clicking on the column header link on the report.

3. Select Ascending beside each Sort By selection to display data with the lowest values first.

4. When all search criteria has been selected, click the Search button to display the report. 
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Figure 2 Report Results

· To display additional invoice information, click an invoice number link. The Invoice Detail screen displays. 

10. To return to the Invoice Process - General Report search filters and the previous criteria settings, click the Change Search link.
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See Reports Overview for options available when reports are displayed.

Invoice Processing Timeline Report

Use this report to display a summary and detailed list of invoices by department that have not been approved, paid, denied or voided and which have remained in a status queue (i.e., Submitted, Reviewed, Pending Vendor Review) for more than 5 days (7 for Pending Vendor Review). One exception to this time frame is if the Servicer has notified Invoice Management™ support staff to tailor the time frames for each queue for that Servicer. Any invoices that were submitted more than 25 days from the date of the report are highlighted in red under the current status category. The report uses data saved from the prior evening and, therefore, the data presented is not in “real” time.
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To Review the Invoice Processing Timeline Report

1. On the toolbar, point to Process and click Invoice Processing Timeline. The Invoice Process - Invoice Timeline search filters display (see Figure 1).
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Figure 1 Invoice Timeline Search Filters

0. From the Vendor Name, Report Type and Department drop-down lists, select the data values to filter on.

1. Select the Include Only Routed check box, to include only those invoices that have been routed.

2. Click Search to display the report (see Figure 2).  
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Figure 2 Invoice Processing Timeline Report

· Underlined data contains additional information. Click the data link to display details of the data selected. To return to the original report after viewing the details, click the Show Previous Results link.

6. To return to the Invoice Process - Invoice Timeline search filters, click the Change Search link.
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See Reports Overview for options available when reports are displayed.

Approval Queue Summary Report

Use this report to display a list of outstanding invoices or invoices that have exceeded the Servicer’s pre-defined time line.

[image: image337.png]


To Review the Approval Queue Summary Report

1. On the toolbar, point to Process and click Approval Queue Summary. The Invoice Process - Approval Queue Summary search filters display (see Figure 1).
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Figure 1 Invoice Process - Approval Queue Summary Filters

0. In the Report Type and Department drop-down lists, select the data values to filter on.

1. Select the Only Active Routed check box, to include only active invoices that have been routed.

2. Click Search to display the report (see Figure 2).
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Figure 2 Approval Queue Summary Report

    To view the invoices in a user's approval queue, click the number of invoices link. To return to the original report after viewing the details, click the Show Previous Results link.

0. To return to the Invoice Process - Approval Queue Summary search filters, click the Change Search link.
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See Reports Overview for options available when reports are displayed.

Pending Vendor Analysis Report

Use this report to display a list of invoices with a Pending Vendor Review status and outstanding resolutions or adjustments for the following time frames:

    30 days or less

    31 to 60 days

    61 or more days

Invoices will appear in the time frame with the latest date. Each report will include the total number of invoices, original invoice amount, adjusted invoice amount and the net amount. Invoices can appear in both the outstanding resolutions and outstanding adjustment groups if they contain both.  
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To Review the Pending Vendor Analysis Report

1. On the toolbar, point to Process and click Pending Vendor Analysis Report. The Invoice Process - Pending Vendor Review Analysis Report search filter displays (see Figure 1).
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Figure 1 Pending Vendor Review Analysis Report Filter

0. In the Vendor drop-down list, select a Vendor to filter by.

1. Click Search to display the report results (see Figure 2).  

[image: image343.png]Pending Vendor Review Analysis Summary

30 days or less.
Adjust | Resolve

30 to 60 days
Adjust | Resolve

assodates, P.C. 0 (50.00)]1(5436.00) 0 (50.00)|0 (50.00)
DefaultLaw p.a, 0(0.00)| 1 ($750.00) 0 (50.00)|0 (50.00)
Dean LLP, 0 (50.00)]5 (53,369.90) 0 (0.00)[0 (50.00)
Law Office LLP (PA) 0(50.00)|22 (525,042.949) 0 (50.00)|2 (51,585.00)
Clark, LLC 1(s510.00)] 12 (510,016.39) 0 ($0.00)| 1 ($850.00)
Tiffany P.A 0(50.00)|1(5750.00) 0(50.00)|0 (50.00)
ASSOCIATES, PA 0(50.00)|7 (54,827.49) 0(50.00)|1(5105.00)
Law Office. 0 (50.00)| 14 (513,198..18) 0 (50.00)|0 ($0.00)
ssodates LLP. 0(50.00)]1(5700.00) 0(50.00)|0 (50.00)
T 0 (50.00)| 34 (565,228.20) o (s0.00)(Z2

s89,332.68)




Figure 2 Pending Vendor Review Analysis Summary Report

 

    Additional details can be viewed when data displays in blue. Click this data to display additional information. To return to the original report after viewing the details, click Show Previous Results.

0. To return to the Invoice Process - Pending Vendor Review Analysis Report search filter, click the New Search link.
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See Reports Overview for options available when reports are displayed.

Pending Approval Report

Use this report to display a list of invoices that have not been accepted or approved, and that have exceptions. Note: Users with higher levels of approval authority can utilize this report to view invoices that have Submitted or Reviewed statuses.  
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Filter options that display are dependent upon your Pending Approval Default configuration defined by your Company Administrator.   

[image: image346.png]


To Review the Pending Approval Report

1. On the toolbar, point to Process and click Pending Approval. The Invoice Process - Pending Approval Report search filters display (see Figure 1).
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You may have to use the vertical scroll bar on right side of the screen to see all available criteria.
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Figure 1 Invoice Process - Pending Approval Report Search Filters

0. Complete the filter fields according to the invoices you want to display:

0. In the Vendor Name, State, Department, Loan Type, Invoice Type, Status, REO Status, Exception Type, and Investor ID drop-down lists, click data values to filter on or leave as All. Note: Multiple values can be selected by pressing the CTRL key and clicking each selection. 

0. To display loans that have been closed or cancelled within a certain date range, type or select the date range in the Cancelled and Closed Only From and To fields.

0. From the Exceptions options, select one of the following display option buttons:

0. Display Invoices with Any Combination of Selected Exceptions

0. Display Invoices That Exactly Match The Selected Exceptions

0. Display Invoices With No Exceptions

0. Select the Include Only Deadlines check box to only include deadlines in the report.

0. Select the type of deadline in the drop-down list below it.

0. To include only returned invoices in the report, select the Include Only Returned check box.

0. To include only routed invoices in the report, select the Include Only Routed check box.

0. To include only those invoices with P-Notes attached, select the Include Only Invoices with P-Notes check box.  Note: If this check box is selected, click the Invoice # link in the results to display the P-Note.
0. From the Outsourcer options:

0. Select the All option button to include all Outsourcers in the report

0. Select the Include Only Outsourced option button to include specific Outsourcers selected from the Outsoucer List.

0. Select the Exclude All Outsourced option button to exclude all Outsoucers.

0. From the 1st Level options, select one of the following:

0. Accepted

0. Pending Acceptance

0. All

0. To filter the report by an invoice's Submitted Date, type a date range in the From and To fields. Or, click the Calendar icon and select the dates.

0. To filter by Starting $ Range and Ending $ Range, type a dollar amount range to filter on. The amounts can be negative, but the Starting $ Range amount must be less than or equal to the Ending $ Range. Only those invoices pending approval with balances that fall within this range will display in this report.

0. To sort the results by a specific header, select a heading from the Sort By drop-down lists.

0. Click Search to display the report (see Figure 2).
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Users can create their own user-defined Pending Approval queues based upon the search criteria selected from the Pending Approval Report search filters. See Pending Approval Report User-Defined Queues for more details.
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Figure 2 Pending Approval Report

    To display additional invoice information, click an invoice number link. The Invoice Detail screen displays,

0. To return to the Invoice Process - Pending Approval Report search filters, click the Change Search link.
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See Reports Overview for options available when reports are displayed.

 

Related Topics:

Creating Pending Approval User-Define Queues
Modifying Pending Approval User-Define Queues
Deleting Pending Approval User-Define Queues
Pending Resolution Report

Use this report to display a list of all invoices that have an incomplete resolution action. The Last Res. User in the report is the last person (either Vendor or Servicer) who created or responded to the resolution action affecting the invoice.
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To Review the Pending Resolution Report

1. On the home page, click the Resolution Pending link. Or, on the toolbar, point to Process and click Pending Resolution. The Invoice Process - Pending Resolution search filters display (see Figure 1).
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Figure 1 Invoice Process - Pending Resolution Search Filters

0. In the Processor, Vendor Type, Vendor Name, Servicer, and Department drop-down lists, select data values to filter on. Note: Multiple values can be selected by pressing the CTRL key and clicking each value. 

1. Select the Include Only Curtailable check box, if you want to exclude those invoices that cannot be curtailed from the report. Note: Additional fields will populate for users with access to REO loans. They are as follow:
· REO Status - From the drop-down list, click data values to filter on. Note: Multiple values can be selected by pressing the CTRL key and clicking each value. 

· Cancelled and Closed Only - Type or select the date range in the From and To fields to display those loans that have been closed or "cancelled within a certain date range.

· Show All REO Invoice - Select this check box to display REO Broker Department invoices that do not have a status.

0. Click Search to display the report (see Figure 2).  
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Figure 2 Pending Resolution Report

    Additional invoice information is available from the report. Click an invoice number link to display the details.

0. To return to the Invoice Process - Pending Resolution search filters, click the Change Search link.
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See Reports Overview for options available when reports are displayed.

Invoice Routing Report

Use this report to display a list of routing activity taken per invoice. For an overview on routing invoices, see Invoice Routing Overview. Once an invoice is approved, it will not appear on this report. The report can be filtered by Routing Recipient, Routing Sender, Routing Reason and Active Only Routing Activity.

[image: image356.png]


To Review the Invoice Routing Report

1. On the toolbar, point to Process and click Invoice Routing. The Invoice Routing Report search filters display (see Figure 1).
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Figure 1 Invoice Routing Report Search Filters

0. In the Routed To, Routed By, Reason, Department and REO Status drop-down lists, select data values to filter on. Note: Multiple values can be selected by pressing the CTRL key and clicking each value.  

    To display only active routing activity invoices, select the Include Only Active check box.

    To display those loans that have been closed or cancelled within a certain date range, type or select the date range in the Cancelled and Closed Only From and To fields.

    To display REO Broker Department invoices that do not have a status, select the Show All REO Invoice check box.

0. Click Search to display the report (see Figure 2).  
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Figure 2 Invoice Routing Report

    To view a specific invoice, click the invoice number link. To review the options available on invoices with active routing activity, see Recalling a Routed Invoice Initiated by You and Responding to an Invoice Routed to You.
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See Reports Overview for options available when reports are displayed.

0. To return to the Invoice Routing Report search filters, click the Change Search link.

Reset Invoice Report

Use this report to review invoices that have been reset. To learn how to reset an invoice, see Resetting Invoices.
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To Review the Reset Invoice Report

1. On the toolbar, point to Process and click Reset Invoice. The Invoice Process - Invoice Reset Report search filters display (see Figure 1).  
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Figure 1 Invoice Reset Utility Search Filters

0. In the Vendor Name drop-down list, select the Vendor to filer by. Note: Multiple values can be selected by pressing the CTRL key and clicking each value.  

1. From the From and To fields, type the DDC1 reset date range you want to display in the report. Or, click the Calendar icon and select the dates.

2. Click Search to display the report (see Figure 2). 
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Figure 2 Reset Invoice Search Results

· To view a specific invoice, click an invoice number link.

6. To return to the Invoice Process - Invoice Reset Report search filters, click the Change Search link.
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See Reports Overview for options available when reports are displayed.

 

Related Topics:

Resetting Invoices
Invoice Information by Approval Report

Use this report to display a list of invoices that were approved on a specific date.
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To Display the Invoice Information by Approval Report

1. On the toolbar, point to Reports and click Invoice Information By Approval Report. The Reports - Payment Information by Date search filter displays (see Figure 1).
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Figure 1 Payment Information by Date Search Filter

2. In the Approval Date field, type the date you want to filter by. Or, click the Calendar icon [image: image366.png]


and select the desired date.

3. Click Search. The Invoice Information By Approval Report displays (see Figure 2).
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Figure 2 Invoice Information By Approval Report

· To display additional invoice information, click an invoice number link under the Invoice # column header. The Invoice Detail screen displays the details.

4. To return to the Reports - Payment Information by Date search filter, click Change Search. 
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See Reports Overview for options available when reports are displayed.

OTA Audit Report

Follow the steps below to review invoices that have an Over-the-Allowable amount associated with a line item.
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To View the OTA Audit Report

1. On the toolbar, point to Process and click OTA Audit Report. The OTA Audit Report search filters display (see Figure 1).
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Figure 1 OTA Audit Report Search Filters

2. Complete the following filters according to how you want the report to display:

· Invoice Number - Type an invoice number to display associated line items that have an OTA amount.

· Loan Number - Type a loan number to display associated line items that have an OTA amount.

· Vendor - Select a Vendor from the drop-down list that received the Over-the-Allowable.

· Status- Select an invoice status to filter the report by. Note: Multiple statuses can be selected by pressing the CTRL key and clicking each value.
· Department - Select a department the OTA flag was associated with.

· Invoice Type - Select an invoice type associated to the department.

· Category - Select a category from the drop-down list the line item was created under.

· Sub-Category - Select a sub-category from the drop-down list the line item was created under.

· Servicer Completed Date Range - Type a date range the line item was created.

· Image - Click the Yes option button to include invoices that have an image attached to the line item. Click No to omit line item without images, and Both to include both.

3. Click Search. The OTA Audit Report displays (see Figure 2).
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Figure 2 OTA Audit Report

· To display additional invoice information, click an invoice number link. The Invoice Detail screen displays.

4. To return to the OTA Audit Report search filters, click Change Search.

[image: image372.png]


See Reports Overview for options available when reports are displayed.

Invoice History Report

Use this report to display a summary report of invoice history for a specific loan.  
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To Review the Invoice History Report

1. On the toolbar, point to Loan Level and click Invoice History Report. The Loan Level - Invoice History Report search filters display (see Figure 1).
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Figure 1 Invoice History Report Search Filters

0. In the Loan No. field, type the loan number for which you want to review its history.

1. In the Vendor Type and Department drop-down lists, select the data value to filter on. 

2. Click Submit to display the report results (see Figure 2).
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Figure 2 Invoice History Report Results

· To view additional department details, click a department link. 

6. To return to the Loan Level - Invoice History Report search filters, click the Change Search link.
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See Reports Overview for options available when reports are displayed.

Loan Expense\Information Report

Use this report to display a list of paid and unpaid invoices for a specific loan. Note: Additional information, such as Special Handling, will display when applicable.
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To Review the Loan Expense Report

1. On the toolbar, point to Loan Level and click Loan Expense\Information Report. The Loan Expense\Information Report search filters display (see Figure 1).
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Figure 1 Advanced Search Window

0. In the Enter Loan Number field, type the loan number associated to the invoice you want to view.

1. If available, type an asset number in the Enter Asset Number field.
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Click the Advanced Search link to filter the report by additional criteria.
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If numbers are entered in both the Asset Number and Loan Number fields, then the system will search for the loan number first. If the loan number is found, then the system will check to ensure that the asset number entered also matches. If the loan number is not found, an error message will display.

0. Click Search to display the report (see Figure 2). 
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Figure 2 Loan Expense \ Information Report 

0. Use the following options as needed:

    Invoice History - Click this link to display more information about the invoices. From this screen, you can print one or more of the invoices.

    Loan Info - Click this link to display miscellaneous information about this loan.

    Change Loan - Click this link to return to the Loan Expense \ Information Report search filters.

    Invoice# - Click an invoice number to display additional invoice information.

    Recalculate - After selecting the appropriate line item check boxes, click this button to add the invoice line items and total them in the Selected Items row in the Loan Expense Summary section (see Figure 2). For example, if an electric bill was billed on every invoice, select the electric bill line item for every invoice and click the Recalculate button to determine the amount paid or not paid to the Broker for electric bills.

    Select All - Click this button to select all invoice line items. 

    Deselect All - Click this button to de-select all invoice line items. 
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See Reports Overview for options available when reports are displayed.

Recommended Changes Report

When issues occur regarding loan data, Vendors can submit changes. Use this report to view recommended changes.
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To View Recommend Data Changes on a Loan

1. On the toolbar, point to Loan Level and click Recommended Changes. The Loan Level - Recommended Changes search filters display (see Figure 1).
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Figure 1 Loan Level - Recommended Changes Search Filters

0. In the Loan Number field, enter a loan number.

1. From the Vendor drop-down list, select the appropriate Vendor.

2. From the Change Status drop-down list, select the appropriate loan status you want to display in the report.

3. Click Search to display the report (see Figure 2).
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Figure 2 Report Sample

· To display the recommended changes for a loan, click a response link from the Accepted column. A Recommended Change window displays the old loan data and the changes recommended.
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See Reports Overview for options available when reports are displayed.

eMessages Aging Report

Use this report to review a list of eMessages. From this report, you can open, review, and reply to an eMessage. Additionally, you can acknowledge the eMessage so it can no longer display.
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To Review the eMessages Aging Report

1. On the toolbar, point to eMessages and click eMessages Aging Report. The EMessages Aging Report displays (see Figure 1).
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Figure 1 eMessages Aging Report

0. From this point you can accomplish the following tasks:

    Click the Open link to open an eMessage to review, reply, or forward.  For more eMessages options, see Reading eMessages Received.

    Click the Acknowledge link to remove the eMessage from the report. Confirm your action by clicking OK.
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See Reports Overview for options available when reports are displayed.

Recoverable / Non-Recoverable Breakdown by Vendor/Department Report

Use this report to display detailed information concerning invoices submitted monthly by Vendors.
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To Review the Report

1. On the toolbar, point to Reports and click Recoverable/Non-Recoverable Breakdown by Vendor/Dept. The Recoverable/Non-Recoverable Breakdown by Vendor/Dept search filters display (see Figure 1).  
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Figure 1 Recoverable/Non-Recoverable Breakdown by Vendor/Dept Filters

0. From the Report Period selections, click the report period option button you want to filter the report by.

1. From the Vendors drop-down list, select a Vendor. Note: Multiple Vendors can be selected by pressing the CTRL key and clicking each Vendor.

2. When all search criteria is selected, click Search to display the report (see Figure 2).
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Figure 2  Recoverable/Non-Recoverable Breakdown by Vendor and Department Report

· To display invoices submitted under a particular department, click a department link. To return to the report, click Show Previous Results.

5. To return to the Recoverable/Non-Recoverable Breakdown by Vendor/Dept search filters, click the Change Search link.
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See Reports Overview for options available when reports are displayed.

ACH Transmission Summary Report

Use this report to provide ACH information, including Date Run, Record Count, Total Amount, File Name and File Import Date.
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To Review the Report

1. On the toolbar, point to Reports and click ACH Transmission Summary Report. The ACH Transmission Summary Report search filters display (see Figure 1).
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Figure 1 Search Filters

0. In the From and To fields, type the date range you want to generate the report by. Or, click the Calendar icons to select the dates. Note: the dates entered should be the transaction (DDC1) dates.
1. Click Search to display the report (see Figure 2).
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Figure 2 ACH Transmission Summary Report

 

4. To return to the ACH Transmission Summary Report search filters, click the Change Search link. 
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See Reports Overview for options available when reports are displayed.

Vendor Payments Over [User Specified Amount] by Month

Use this report to display Vendor payments over the amount specified for the date range entered.
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To Review the Report

1. On the toolbar, point to Reports and click Vendor Payments Over [user specified amount] by Month. The Reports - Vendor Payments by Variable Amount and Month search filters display (see Figure 1).  
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Figure 1 Vendor Payments by Variable Amount and Month Search Filters

0. Type the lowest amount of payments to display in the Show Vendor Payments over $ field.

1. In the For Date Range section, type dates in the From and To fields. Or, click the Calendar icons to select the desired dates.

2. When all search criteria have been selected, click Search. The Vendor Payments by Variable Amount and Month report displays (see Figure 2).
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Figure 2 Report Results

0. To return to the Vendor Payments by Variable Amount and Month search filters, click the Change Search link.
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See Reports Overview for options available when reports are displayed.

Payment Confirmed Invoices by Department

Use this report to provide information in reference to "Check Confirmed" and/or "ACH Confirmed" Invoices for a Servicer. It displays the number of invoices paid and the total dollar amount of payments issued by month.
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To Review the Report

1. On the toolbar, point to Reports and click Payment Confirmed Invoices by Department. The Reports - Payment Confirmed Invoices by Department and Month search filters display (see Figure 1).
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Figure 1 Search Filters

0. In the Payment Type drop-down list, select a payment type to filter the report by.

1. In the From: and To: fields, type a date range or click the Calendar icons to select the dates.

2. Click Search to generate the report.  (see Figure 2).
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Figure 2 Report Results

5. To return to the Payment Confirmed Invoices by Department and Month search filters, click Change Search.
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See Reports Overview for options available when reports are displayed.

Payment Request Detail Batch

Use this report to display a detailed copy of each payment request file that was generated and sent for processing. The report displays at line item level for each invoice and is sorted by date generated and by trans code.  
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To Review the Payment Request Detail Batch Report

1. On the toolbar, point to Process and click Payment Request Detail Batch. The Invoice Process - Payment Request Detail Batch Report search filters display (see Figure 1).
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Figure 1 Payment Request Detail Batch Report Search Filters

0. In the Payment Type drop-down list, select a payment type you want to filter the report by.

1. In the Vendor Type drop-down list, select the type value to filter on.

2. In the Exported Date Range section, type dates in the From and To fields. Or, click the Calendar icons and select the desired dates.

3. Click Search to display the report.  
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See Reports Overview for options available when reports are displayed.

Payment Request Total by Processor

Use this report to display a summary of payment request totals by the Servicer user who approved the invoices. Click a user name link to display details. The invoice totals are included enabling the user to compare the invoice amounts to the actual amounts requested and to identify any credits that may create an out-of-balance situation. If the date range is greater than one day, the results will be separated and sub-totaled by date.  
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To Review the Payment Request Total By Processor Report

1. On the toolbar, point to Process and click Payment Request Total By Processor. The Payment Request Total by Processor Report search filters display (see Figure 1).
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Figure 1 Payment Request Total by Processor Report Search Filters

0. In the Payment Type drop-down list, select either ACH, Check or All.

1. In the Processor and Trans Code drop-down lists, select the data value to filter on.

2. In the Exported Date Range section, type the date range in the From and To fields. Or, click the Calendar icons to select the dates.

0. Click Search to display the report (see Figure 2).
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Figure 2 Check Request Total by Processor Report

 

    Click the user name link under the Processor column to view the invoices the Processor has worked (see Figure 3). 
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Figure 3 Payment Request Detail for Processor

· Click a loan number under the Loan # column to display a list of invoices associated to the loan number. 

· Click an invoice number under the Invoice # column to view specific details about the invoice. 

· Click the dollar amount under the DDC1 Total column to view a breakdown of the amount displaying. 

· Click the Export link to export the data to Microsoft® Excel. 
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See Reports Overview for options available when reports are displayed.

Payment Request Detail by Processor

Use this report to display details of payment requests by the Servicer user who approved the invoices. The invoice totals are included enabling the user to compare the invoice amounts to the actual amounts requested and to identify any credits that may create an out-of-balance situation. If the date range is greater than one day, the results will be separated and sub totaled by date.  
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To Review the Payment Request Detail By Processor Report

1. On the toolbar, point to Process and click Payment Request Detail By Processor. The Payment Request Detail By Processor Report displays (see Figure 1).
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Figure 1  Payment Request Detail By Processor Report Filters  

0. In the Payment Type drop-down list, select ACH, Check or All.

1. In the Processor, Trans Code and Loan Location drop-down lists, select the data value to filter on.

2. In the Exported Date Range section, type the date range in the From and To fields. Or, click the Calendar icons to select the dates.

3. Select the Group check box to categorize the report by Loan Location.

4. Click Search to display the report (see Figure 2).
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Figure 2 Payment Request Detail by Processor Report

· Click a user name under the Processor column to view the invoices approved and processed by the selected processor (see Figure 3).

[image: image417.png]Loans Servicng, L
invoices Approved by JELLSWORTH and Processed from 10/20/2008 to 10/28/2009
Export

oo s Jhovovs b oot v e e ol ot o

57325 testmoda  10/26/2008 w 0ooo027 23700

e7a7L  ECsssaln  10/26/2008 Mald PP lcFConos gu.uu $50.00
Totals: $287.00 $287.00

Dat





Figure 3 Payment Request Detail for Processor

· Click a loan number under the Loan # column to display a list of invoices associated to the loan number. 

· Click an invoice number under the Invoice # column to view specific details about the invoice. 

· Click the dollar amount under the DDC1 Total column to view a breakdown of the amount displaying. 

· Click the Export link to export the data to Microsoft® Excel. 
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See Reports Overview for options available when reports are displayed.

Payment Request Total by Vendor

Use this report to display payment request totals by the Vendor for the date range specified by the user.
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To Review the Payment Request Total By Vendor Report

1. On the toolbar, point to Process and click Payment Request Total By Vendor. The Payment Request Total by Vendor Report search filters display (see Figure 1).
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 Figure 1 Payment Request Total by Vendor Report Search Filters

0. In the Payment Type drop-down list, select ACH, Check or All.

1. In the Exported Date Range section, type the date range in the From and To fields. Or, click the Calendar icons to select the dates.

2. In the Trans Code and Loan Location drop-down lists, select the data value to filter on.

3. Select the Group check box to categorize the report by Loan Location.

4. Click Search to display the report.
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See Reports Overview for options available when reports are displayed.

Payment Request Statistics Report

Use this report to display various statistics related to payments. This report is used to locate specific line items on invoices that were not paid to the Vendor (disbursements/checks) due to a variety of technical problems.
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To Review the Payment Request Statistics Report

1. On the toolbar, point to Process and click Payment Request Statistics. The Invoice Process - Payment Request Statics search filter displays (see Figure 1).
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Figure 1 Payment Request Statics Search Filter

2. In the DDC1 Date field, type a date value to filter by or click the Calendar icon and select a date.

3. Click Search to display the report (see Figure 2).
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Figure 2 Payment Request Statistics Report

Payment Info by Date Report

Use this report to display check/ACH number information by Vendor and by transaction code after the check/ACH numbers have been imported by Invoice Management. If this report is exported, data entered on the Comments tab on a General Services Invoice will also export as an additional column. This report is used to locate specific line items on invoices that were not paid to the Vendor due to a variety of technical problems (see Balancing Invoices). Those items with missing check/ACH numbers represent those items not paid.
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To Review the Payment Info by Date Report

1. On the toolbar, point to Reports and click Payment Info by Date. The Reports - Payments Information by Date search filters display (see Figure 1).
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Figure 1 Payments Information by Date Search Filters

0. In the Payment Type drop-down list, select All, ACH, or Check.

1. In the Vendor, Department, Trans Code, and Loan Location drop-down lists, select the data values to filter on.

2. In the Exported Date Range section, type the date range in the From and To fields. Or, click the Calendar icons and select the dates.

3. Click Search to display the report.
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A special feature of this report is the ability to edit check/ACH numbers directly within the report. Edit the check/ACH number under the Edit Check/ACH # column header as necessary and click Post to save your changes.
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Figure 2 Edit Check/ACH # Column / Post

· To view additional invoice information, click an invoice number link under the Invoice # column header. The Invoice Detail screen displays. 

6. To return to the Reports - Payments Information by Date search filters, click Change Search. 
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See Reports Overview for options available when reports are displayed.

Payment Info by Check/ACH Number Report

Use this report to display a reconciliation that includes payment information related to the check/ACH number entered.   
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To Review the Payment Info by Check/ACH Number Report

1. On the toolbar, point to Reports and click Payment Info by Check/ACH Number. The Reports - Payment Information by Check/ACH Number search filter displays (see Figure 1).
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Figure 1 Payment Information by Check/ACH Number Search Filter  

0. In the Check/ACH #: field, type the check number or ACH number to filter the report by.

1. Click Search to display the report. 

2. To return to the Payment Information by Check/ACH Number search filter, click Change Search.
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See Reports Overview for options available when reports are displayed.

Payment Info by Vendor Report

Use this report to display a reconciliation report based on the payment type, Vendor, and date range selected.
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To Review the Payment Info by Vendor Report

1. On the toolbar, point to Reports and click Payment Info by Vendor. The Reports - Payment Information By Vendor search filters display (see Figure 1).
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Figure 1 Payment Information By Vendor Search Filters

0. In the Payment Type drop-down list, select one of the following payment types: ACH, Check, or All.

1. In the Vendor Name drop-down list, select a Vendor you want to display in the report. 

2. In the Date Range section, type the From and To date ranges to filter by. Or, click the Calendar icons and select the desired dates.

3. Click Search to display the report (see Figure 2).
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Figure 2 Vendor Payment Breakdown by Check/ACH Request Date report

· To view additional invoice information, click an invoice number link to display the details.

0. To return to the Payment Information By Vendor search filters, click Change Search.
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See Reports Overview for options available when reports are displayed.

Pending Payment Information

Use this report to display pending payment information for checks that have been requested, but are still outstanding.  
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To Review the Pending Payment Information Report

1. On the toolbar, point to Reports and click Pending Payment Information. The Pending Payment Information search filters display (see Figure 1).
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Figure 1 Pending Payment Information Search Filters 

0. In the Payment Type drop-down list, select All, ACH, or Check.

1. In the Vendor Name drop-down list, select data values to filter on.

2. In the Servicer Name drop-down list, select data values to filter on.

3. In the From and To fields, type the date range or click the Calendar icons and select the dates to filter the report.

4. Click Search to display the report (see Figure 2).
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Figure 2 Pending Payment Information Report 

· To view additional invoice information, click an invoice number link. The Invoice Detail screen displays. 

0. To return to the Pending Payment Information search filters, click the Change Search link.
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See Reports Overview for options available when reports are displayed.

Payment Error Report

Use this report to display information about discrepancies found in payment information. This report is used in Balancing Invoices (locating specific line items on invoices that were not paid to the Vendor due to a variety of technical problems).
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To Review the Payment Error Report

1. On the toolbar, point to Reports and click Payment Error Report. The Reports - Payment Error Report search filters display (see Figure 1).
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Figure 1 Payment Error Report Search Filters

0. In the Payment Type drop-down list, select All, ACH, or Check.

1. In the Vendor, Department,Trans Code, and Loan Location drop-down lists, select the data values to filter on.

2. In the Exported Date Range section, type the From and To date ranges. Or, click the Calendar icon and select the dates.

3. Click Search to display the report (see Figure 2). 
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Figure 2 Payment Error Report

· To view additional invoice information, click an invoice number link to display the details.

7. To return to the Payment Error Report search filters, click the Change Search link.
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See Reports Overview for options available when reports are displayed.

Receipts Due Servicer Report

Use this report to display a list of invoices, by Vendor, that have credit balances for either costs and/or fees as a result of the Servicer having paid prior advances. The report is used for tracking purposes to assist the Servicer in identifying situations where the Servicer is due a refund by the Vendor that has not been received.
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To Review the Receipts Due Servicer Report

1. On the toolbar, point to Reports and click Receipts Due Servicer. The Reports - Receipts Due Servicer search filters display (see Figure 1).
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Figure 1 Receipts Due Servicer Search Filters

0. In the Vendor Name and Loan Type drop-down lists, select the data values to filter on.

1. Select the Exclude All Outsourced check box to exclude those loans that have been outsourced.

2. Click Search. The Receipts Due Servicer report displays (see Figure 2).
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Figure 2 Receipts Due Servicer Report

· Click on the Detail button to display details of the receipt history for this invoice or to add/edit/delete a receipt for this invoice. 

· Click an invoice number under the Invoice # column to view specific details about the invoice.

· Click a loan number under the Loan # column to display a list of invoices associated to the loan number.

0. To return to the Receipts Due Servicer search filters, click the Change Search link.
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See Reports Overview for options available when reports are displayed.

Receipts Due Servicer Unconfirmed Report

Use this report to display a list of invoices, by Vendor, to identify and track situations where the Vendor has paid the refund due to the Servicer.
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To Review the Receipts Due Servicer Unconfirmed Report

1. On the toolbar, point to Reports and click Receipts Due Servicer Unconfirmed. The Unconfirmed Receipts Due Servicer search filters display (see Figure 1).
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Figure 1 Unconfirmed Receipts Due Servicer Search Filters

0. In the Vendor Name and Loan Type drop-down lists, select the data values to filter on.

1. Select the Exclude All Outsourced check box to exclude those loans that have been outsourced.

2. When all search criteria is selected, click Search. The Unconfirmed Receipts Due Servicer report displays (See Figure 2).
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Figure 2 Unconfirmed Receipts Due Servicer Report

· Click an invoice number link under the Invoice # column header to display additional invoice details.

· Click a check number link under the Check # column header to display the Receipts Editor window. From this window, you can edit the Check #, Check Date, Check Amt, Received Date and Receipt Type, if needed.

· Click a loan number link under the Loan # column header to display invoices associated to the loan.

· Click the History button to display the receipt history for an invoice. Note: A receipt can be added from this window. Refer to step 2 of Adding Receipt Payments for more details.

0. To return to the Unconfirmed Receipts Due Servicer search filters, click the Change Search link.
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See Reports Overview for options available when reports are displayed.

Invoice Processing Activity Summary Report

Use this report to display the total number of invoices and invoice amounts processed by user and by department. It also provides links to a detailed report which lists the specific invoices related to the user and action selected.
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To Review the Invoice Processing Activity Summary Report

1. On the toolbar, point to Reports, Servicer Performance and click Invoice Processing Activity Summary.  The Reports - Invoice Processing Activity Summary search filters display (see Figure 1).
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Figure 1 Reports - Invoice Processing Activity Summary Search Filters

0. In the Processor, Vendor Type, Department and Action drop-down lists, select the data values to filter on.

1. In the Date Range fields, type a date range you want to display in the report results. Or, Click the Calendar icons and select the desired dates.

2. Click Search to display the report (see Figure 2).
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Figure 2 Invoice Processing Activity Summary Report

    Click a user name under the Processor column to view the invoices approved and processed by the selected processor.

0. To return to the Reports - Invoice Processing Activity Summary search filters, click the Change Search link.
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See Reports Overview for options available when reports are displayed.

Adjustment Activity Summary Report

Use this report to display the dollar amount of the adjustments made by user and department. 
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To Review the Adjustment Activity Summary Report

1. On the toolbar, point to Reports, Servicer Performance and click the Adjustment Activity Summary option. The Reports - Adjustment Activity Summary search filters display (see Figure 1).  
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Figure 1 Adjustment Activity Summary Filters

0. In the Processor drop-down list, select the data values to filter on.

1. In Date Range fields, type the date range you want to display in the report. Or, click the Calendar icons and select the desired dates.

2. Click Search to display the report. The Adjustment Activity Summary report displays.

· Click a processor link under the Processor column header to display a detail report which lists the specific invoices adjusted by the processor on the applicable date.  

0. To return to the Adjustment Activity Summary search filters, click on the Change Search link.
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See Reports Overview for options available when reports are displayed.

Resolution Activity Summary Report

Use this report to display the number of invoices, along with the total invoice amount by Action Type, Date and User, where the applicable resolution action was taken for a specified date range.    
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To Review the Resolution Activity Summary Report

1. On the toolbar, point to Reports, Servicer Performance and click Resolution Activity Summary. The Reports - Resolution Activity Summary search filters display (see Figure 1).
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Figure 1  Resolution Activity Summary Search Filters  

0. In the Processor, Vendor Type, Department and Action drop-down lists, select the data values to filter on.

1. In the Date Range section, type the date range in the From and To fields. Or, click the Calendar icons and select the desired dates.

2. Click Search to display the report (see Figure 2).
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Figure 2 Resolution Activity Summary Report

 

    Click a processor link under the Processor column header to display a detail report which lists the specific invoices resolved by the processor. From the Detail screen, click an invoice number link to display additional invoice information. To return to the original report after viewing the details, click the Show Previous Results link.

0. To return to the Reports - Resolution Activity Summary search filters, click the Change Search link.
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See Reports Overview for options available when reports are displayed.

Adjusted / Denied by Processor Report

Use this report to display, by department, the number of invoices that were adjusted / denied, the original invoice amount total, the adjustment amount and the adjusted invoice amount total based on all invoices that were approved or denied within the specified date range. Clicking a department link will display a summary report depicting the same information by processor for the applicable department and date range as well as more detail.
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To Review the Adjusted / Denied by Processor Report

1. On the toolbar, point to Reports, Servicer Performance and click Adjusted / Denied by Processor. The Reports - Adjusted/Denied By Processor search filters display (see Figure 1).  
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Figure 1 Adjusted/Denied By Processor Search Filters

0. In the Vendor Type drop-down list, select the data value to filter on.

1. In the Date Range section, type a date range in the From and To fields. Or, click the Calendar icons and select the desired dates.

2. Click Search to display the report (see Figure 2).
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Figure 2 Adjusted/Denied by Processor Report

 

    Under the Dept column header, click a department link to display the list of processors that adjusted or denied invoices for the selected department. 

· Click on a processor link to view the loan number and invoice that was either adjusted or denied. To view additional invoice details, click an invoice number link. 

6. To return to the Reports - Adjusted/Denied By Processor search filters, click the Change Search link.
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See Reports Overview for options available when reports are displayed.

Servicer Invoice Submitted Activity Summary Report

Use this report to review General Services Invoices submitted by your company.
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To Review the Servicer Invoice Submitted Activity Summary Report

1. On the toolbar, point to Reports, Servicer Performance and click the Servicer Invoice Submitted Activity option. The Reports - Servicer Invoice Submitted Activity Summary search filters display (see Figure 1).  
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Figure 1 Servicer Invoice Submitted Activity Summary Filters

0. In the Created By drop-down list, select a specific user you want to filter the report by.

1. Based on date submitted, type a date range in the From and To fields. Or, click the Calendar icons and select the desired dates.

2. Click Search to display the report (see Figure 2).
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Figure 2 Servicer Invoice Submitted Activity Summary

 

· To view details for a particular user, click a user name link under the Processor Name column header. A detail report displays (see Figure 3). From this view, you can click an invoice number link to display the actual invoice detail.
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Figure 3 Servicer Invoice Submitted Activity Detail

· To return to the Servicer Invoice Submitted Activity Summary Report results, click th Show Previous Results link.
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See Reports Overview for options available when reports are displayed.

Processor Invoice Approval Summary Report

Use this report to review the performance of users charged with processing invoice approvals within your company.
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To Review the Processor Invoice Approval Summary Report

1. On the toolbar, point to Reports, Servicer Performance and click Processor Invoice Approval Summary. The Reports - Invoice Processor Performance Summary search filters display (see Figure 1).  
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Figure 1 Invoice Processor Performance Summary Filters

0. In the Processor drop-down list, click a specific user to filter the report by.

1. In the Department drop-down list, click a department to filter on. Note: Multiple departments can be selected by pressing the CTRL key and clicking each department.
2. Based on invoice approval dates, type the date ranges in the From and To fields. Or, click the Calendar icons and select the desired dates.

3. Click Search to display the report (see Figure 2).
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Figure 2 Invoice Approval Processing Summary

· To view details for a particular user, click a processor's user name link. A detail report displays (see Figure 3).
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Figure 3 Invoice Approval Processing Detail

· To display additional invoice details, click an invoice number link. 
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See Reports Overview for options available when reports are displayed.

Adjusted / Denied by Date (incl. Voids) Report

Use this report to display details of adjusted and denied invoices for a specified date range. This report is available from the Reports, Servicer Performance menu items and includes adjustments/denials on voided invoices.
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To Review the Report

1. On the toolbar, point to Reports, Servicer Performance and click Adjusted / Denied by Date (incl. Voids). The Reports - All Adjustments/Denials For Selected Date(s) search filters display (see Figure 1).  
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Figure 1 All Adjustments/Denials For Selected Date(s) Filters

0. In the From and To fields, type the date range you want to filter the report by. Or, click the Calendar icons and select the desired dates.

1. Click Search to display the report (see Figure 2).
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Figure 2 All Adjustments/Denials For Selected Date Report

4. To return to the All Adjustments/Denials For Selected Date(s) search filters, click the Change Search link. 
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See Reports Overview for options available when reports are displayed.

Monthly Invoice Activity Report

Use this report to display, by department, the number of invoices and invoice amounts submitted by each Vendor.  
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To Review the Monthly Invoice Activity Report

1. On the toolbar, point to Reports, Vendor Performance and click Monthly Invoice Activity. The Reports - Monthly Invoice Activity search filters display (see Figure 1).
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Figure 1 Monthly Invoice Activity Search Filters 

0. In the Vendor Type and Vendor drop-down lists, select the data value to filter on.

1. In the From and To fields, type the date range you want to display in the report. Or, click the Calendar icons and select the desired dates. 

2. Click Search button to display the report.

0. To return to the Reports - Monthly Invoice Activity search filters, click the Change Search link.
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See Reports Overview for options available when reports are displayed.

Adjusted / Denied by Vendor Report

Use this report to display, by department, the number of invoices that were adjusted / denied, the original invoice amount total, the adjustment amount and the adjusted invoice amount total based on all invoices that were approved or denied within the specified date range. 
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To Review the Adjusted / Denied by Vendor Report

1. On the toolbar, point to Reports, Vendor Performance and click Adjusted / Denied by Vendor. The Reports - Adjusted/Denied By Vendor search filters display (see Figure 1).
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Figure 1 Reports - Adjusted/Denied By Vendor Search Filters

0. In the Vendor Type drop-down list, select the data value to filter on.

1. In the From and To fields, type the date range you want to display in the report. Or, click the Calendar icons and select the desired dates.

2. Click Search. The Adjusted/Denied By Vendor report displays (see Figure 2).
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Figure 2 Adjusted/Denied by Vendor Report

 

    Click a department link to display a summary report by Vendor for the applicable department and more details listing the specific invoices.

0. To return to the Reports - Adjusted/Denied By Vendor search filters, click the Change Search link.
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See Reports Overview for options available when reports are displayed.

Invoice Aging Report

Use this report to display all outstanding invoices by department that the Vendor has not responded to.
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To Review the Invoice Aging Report

1. On the toolbar, point to Reports, Vendor Performance and click Invoice Aging. The Invoice Aging search filters display (see Figure 1).
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Figure 1 Invoice Aging Search Filters

0. In the Department drop-down list, select the data value to filter on.

0. In the Show Invoice(s) section, select one of the following options you want to display in the report:

    Only in O/S queue

    Only in Orig. Servicer’s Queue

    Both

0. Click Search to display the report (see Figure 2).  
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Figure 2 Invoice Aging Report

· To display invoices associated to a Vendor, click a vendor link under the Vendor column header.  

· Click an invoice number link to view additional invoice details.

· To return to the original report after viewing the details, click the Show Previous Results link.

· To display additional invoices with the same department, click a department link under the Department column header. 

· Click an invoice number link to view additional invoice details. 

· To return to the original report after viewing the details, click the Show Previous Results link.

· To display outstanding invoices for a particular day range, click a number link. A list of invoices display.

· Click an invoice number link to view additional invoice details. 

· To return to the original report after viewing the details, click the Show Previous Results link.

6. To return to the Invoice Aging search filters, click the Change Search link.
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See Reports Overview for options available when reports are displayed.

Pending Approval Summary Report

Use this report to display the total number of invoices and invoice amounts processed by attorney and by department. It also provides links to a detail report which lists the specific invoices related to the user and action selected.
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To Review the Pending Approval Summary Report

1. On the toolbar, point to Reports, Vendor Performance and click Pending Approval Summary. The Reports - Pending Approval Summary search filters display (see Figure 1).
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Figure 1 Pending Approval Summary Search Filters

0. From the Vendor Type, Department and Action drop-down lists, select the data values to filter on. Note: Multiple items in the Department and Action drop-down list can be selected by pressing the CTRL key while clicking the selections.
1. In the From and To fields, type the date ranges you want to display in the report. Or, click the Calendar icons and select the desired dates.

2. Click Search. The Pending Approval Summary Report displays (see Figure 2).
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Figure 2 Pending Approval Summary Report

· Click a vendor link under the Vendor column header to display invoices for the Vendor that are pending approval. 

· Click an invoice number link to display additional invoice details.

· To return to the original report after viewing the details, click the Show Previous Results link.

1. To return to the Reports - Pending Approval Summary search filters, click the Change Search link.
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See Reports Overview for options available when reports are displayed.

Invoice Processing Activity Summary Report (Outsourcer)

Use this report to display the total number of invoices and invoice amounts processed by user and by department. 
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To Review the Invoice Processing Activity Summary Report

1. On the toolbar, point to Reports, Outsourcer and click Invoice Processing Activity Summary (Outsourcers).  The Reports - Invoice Processing Activity Summary search filters display (see Figure 1).
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Figure 1 Reports - Invoice Processing Activity Summary Search Filters

0. From the Outsourcer, Processor, Vendor Type, Department and Action drop-down lists, select the data values to filter on. Note: Multiple departments can be selected from the Department drop-down list by pressing the CTRL key while clicking the selections.
1. In the From and To fields, type the date range you want the report to display. Or, click the Calendar icons and select the desired dates.

2. Click Search. The Outsourcer Invoice Processing Activity By report displays (see Figure 2).
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Figure 2 Invoice Processing Activity Summary Report

· Click a user name link under the Processor column header to display specific invoices related to the user and action selected.

· Click an invoice number link to display additional invoice details.

· To return to the original report after viewing detail, click the Show Previous Results link.

6. To return to the Reports - Invoice Processing Activity Summary search filters, click the Change Search link.

[image: image500.png]


See Reports Overview for options available when reports are displayed.

Adjusted / Denied by Vendor Report (Outsourcer Version)

Use this report to display, by department, the number of invoices that were adjusted / denied, the original invoice amount total, the adjustment amount and the adjusted invoice amount total based on all invoices that were approved or denied within the specified date range. Click a department link to display a summary report by Vendor for the applicable department and more detail listing the specific invoices.
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To Review the Adjusted / Denied by Vendor Report

1. On the toolbar, point to Reports, Outsourcer and click Adjusted / Denied by Vendor. The Reports - Adjusted/Denied By Vendor search filters display (see Figure 1).
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Figure 1  Reports - Adjusted/Denied By Vendor Search Filters 

0. From the Outsourcer and Vendor Type drop-down lists, select the data value to filter on.

1. In the From and To fields, type the date range you want to display in the report. Or, click the Calendar icons and select the desired dates.

2. Click Search. The Adjusted/Denied By Vendor report displays.

3. To return to the Adjusted/Denied By Vendor search filters, click the Change Search link.
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See Reports Overview for options available when reports are displayed.

Denied Invoices Report

Use this report to display all invoices that have been denied for payment by the applicable Outsourcing firm.
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To Review the Denied Invoices Report

1. On the toolbar, point to Reports, Outsourcer and click Denied Invoices. The Reports - Denied Invoices search filters display (see Figure 1).
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Figure 1 Search Window  

0. From the Outsourcer, Vendor Name and Department drop-down lists, select the data value to filter on. Note: Multiple departments can be selected from the Department drop-down list by pressing the CTRL key and clicking the selections. 

1. In the From and To fields, type the date range you want to display in the report. Or, click the Calendar icons and select the desired dates.

2. Click Search. The Denied Invoices report displays.  

2. If data displays as a link, click the link to display additional details of the selected data. To return to the original report after viewing detail, click the Show Previous Results link.

3. To return to the Reports - Denied Invoices search filters, click the Change Search link.
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See Reports Overview for options available when reports are displayed.

Invoice Processing Timeline Report (Outsourcer)

Use this report to display a summary and detail list of any invoices by department that have not been approved, paid, denied or voided and which have remained in a status queue (i.e., Submitted, Reviewed, Pend. Vendor Rvw) for more than 5 days (7 for Pend. Vendor Rvw), unless the Servicer has notified Invoice Management™ support staff to tailor the time frames for each queue for that Servicer. Any invoices that were submitted more than 25 days from the date of the report are highlighted in red under the current status category. The report uses data saved from the prior evening and, therefore, the data presented is not in “real” time.
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To Review the Invoice Processing Timeline Report

1. On the toolbar, point tot Reports, Outsourcer and click Invoice Processing Timeline. The Invoice Processing Timeline search filters display (see Figure 1).
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Figure 1 Invoice Processing Timeline Search Filters

0. From the Outsourcer, Vendor Name, Report Type and Department drop-down lists, select the data values to filter on. Note: Multiple departments can be selected from the Department drop-down list by pressing the CTRL key and clicking the selections. 

0. To include only those invoices that have been routed, select the Include Only Routed check box.

0. Click Search. The Invoice Processing Timeline report displays. 

    If data displays as a link, click the link to display additional details of the selected data. To return to the original report after viewing detail, click the Show Previous Results link.

0. To return to the Invoice Processing Timeline search filters, click the Change Search link.
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See Reports Overview for options available when reports are displayed.

Adjusted Denied by Processor Report (Outsourcer)

Use this report to display, by department, the number of invoices that were adjusted / denied, the original invoice amount total, the adjustment amount and the adjusted invoice amount total based on all invoices that were approved or denied within the specified date range. Clicking a department link will display a summary report depicting the same information by processor for the applicable department and date range as well as more detail.
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To Review the Adjusted / Denied by Processor Report

1. On the toolbar, point to Reports, Outsourcer and click Adjusted / Denied by Processor. The Adjusted / Denied by Processor search filters display.
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Figure 1 Adjusted / Denied by Processor Search Filters

0. In the Vendor Type drop-down list, select the data value to filter on.

1. In the From and To fields, type the date range you want to display in the report. Or, click the Calendar icons and select the desired dates.

2. Click Search. The Adjusted / Denied by Processor report displays

3. To return to the Adjusted / Denied by Processor search filters, click the Change Search link.
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See Reports Overview for options available when reports are displayed.

Pending Invoices Report

Use this report to display all invoices that are pending approval by the applicable outsourcing firm.

[image: image513.png]


To Review the Pending Invoices Report

1. On the toolbar, select Reports, Outsourcer and click Pending Invoices. The Pending Invoice search filters display (see Figure 1).
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Figure 1 Pending Invoice Search Filters   

0. From the Outsourcer, Vendor Name and Department drop-down lists, select the data value to filter on. Note: Multiple departments can be selected from the Department drop-down list by pressing the CTRL key and clicking the selections. 

1. In the From and To fields, type the date range you want to display in the report. Or, click the Calendar icons and select the desired dates.

2. Click Search. The Pending Invoice report displays.

3. To return to the Pending Invoice search filters, click the Change Search link.
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See Reports Overview for options available when reports are displayed.

Vendor Information Report

Use this report to display the online status of Vendors.

[image: image516.png]


To Review the Vendor Information Report

1. On the toolbar, point to Reports and click Vendor Information. The Reports - Vendor Information search filters display (see Figure 1).
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Figure 1 Reports - Vendor Information search filters  

0. From the Vendor Type and State drop-down lists, select the data value to filter on. 

1. In the Vendor Name and Vendor Code fields, type a data value you want to filter by and select whether the filter should be an exact match, start with or contains an occurrence from the corresponding drop-down.

2. Select the Search for (Servicer Name) Vendors Only check box to include only your company's Vendors in the report. Clear this check box if you want to include all Vendors.

3. Click Get Report to display the report (see Figure 2).  
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Figure 2 Vendor Information Report

    Click a vendor name under the Vendor column header to display additional details. To return to the original report after viewing the details, click the Show Previous Results link.

0. To return to the Reports - Vendor Information search filters, click the Change Search link.

[image: image519.png]


See Reports Overview for options available when reports are displayed.

Vendor Rolodex

Use this report to display detailed contact information for a specific Vendor. Along with displaying contact names, this report also displays the User ID for each contact. The User ID column can be helpful when you need to cross-reference a User ID to a name. For a basic list of all your Vendors including primary address, phone and fax numbers, see the Vendor Contact List Report instead.
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To Review the Vendor Rolodex Report

1. On the toolbar, point to Reports and click Vendor Rolodex.

2. In the Vendor drop-down list, select a Vendor you want to display in the report.

3. Click Go to display the report. Contact information for the Vendor displays (see Figure 1).

  

[image: image521.png]eme.
Carrie
Feida
ackie
Lakeishe
Louis
Maryam
ke
Nancy
Naomi
Naomi
Robin
test
Tom

UseriD
ol
fwat
un
st
calab
miurk
nclg
ngha
pac
test
Shac

Phone =: (111)222:3333

UserType:
VAT
VAT
VAT
VAT
VAT
VAT
VAT
VAT
VAT
VAT
VAT
VAT
A

Real Estate

Beach Bivd
Fax =1 (112223333

Emai Address

Phone =

198415
198415
198415
198415
198415
198415
198415
198415
198415
198415

198415
@19)8a1%

AERRRERARR

i

Eaxz

198415
7198415
7198415
7198415
7198415
7198415
7198415
7198415
7198415
198415

198415
@19)841%

AERRRERARR

i

b e e AR 8 A B 5 e o AR g





Figure 1 Vendor Rolodex Report

0. If you want to look up another Vendor, click the Change Search link and repeat steps 2 - 3.
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See Reports Overview for options available when reports are displayed.

Vendor Contact List Report

Use this report to display a list of all your Vendors including addresses, phone numbers and fax numbers. To find user contact information for a specific Vendor, see the Vendor Rolodex.
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To Review the Vendor Contact List Report

    On the toolbar, point to Reports and click Vendor Contact List. A list of all your Vendors display.
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See Reports Overview for options available when reports are displayed.

Override Loan Referral Report

Use this report to display loans numbers/asset numbers that had Vendor or REO Broker payee code referrals overridden by an Administrator.
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To View the Override Loan Referral Report 

 

1. On the toolbar, point to Loan Level and click Override Loan Referral Report. The Override Loan Referral Report search filters display (see Figure 1).
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Figure 1 Override Loan Referral Report Search Filters

0. From the Vendor Name drop-down, select a Vendor you want to display in the report.

1. Select a department from the Department drop-down list. Note: Multiple departments can be selected by pressing the CTRL key and clicking each selection.
2. In the From and To fields, type the date range to filter by. Or, click the Calendar icons and select the desired dates.

3. Click Search to generate the report (see Figure 2).

[image: image528.png]Displaying 1- 19 of 19 Printable Version

Son | Export | Change Search | Refiesh

Loan Y T T —
71102401 BK. 09/16/2009  |10/17/2009 |Jennifer 09/16/2009  Testing Ticket
149883015 FC 09/16/2009 |09/17/2009 | Bridgette 09/16/2009

149883015 — FC 09/16/2009 |09/17/2009 | Bridgette 09/16/2009

149883015 FC 09/16/2009 |09/17/2009 | Bridgette 09/16/2009

41102333 —— FC 09/16/2009 |09/17/2009 | Bridgette 09/16/2009

42722777 FC 09/16/2009 |09/17/2009 | Bridgette 09/16/2009

149883015 BK. 09/17/2009 |09/18/2009 |Bridgette 09/17/2009





Figure 2 Override Loan Referral Report Search Results
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See Reports Overview for options available when reports are displayed.

Account History Report

Use this report to display a summary of all invoices by department, including the number of invoices and total invoice amounts.  
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To view this report, you must be assigned to the Servicer Billing Admin group. See your company's system administrator for more details.
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To Review the Account History Report

· On the toolbar, point to Reports, Billing and click Account History. A new window displays the report in Adobe® Acrobat Reader.

· To exit the window, click [image: image532.png]


.
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See Reports Overview for options available when reports are displayed.

Monthly Statement Report

Use this report to display your monthly bill from Invoice Management™. Invoices entered after the 24th of the month will be on the next month's bill.
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To view this report, you must be assigned to the Servicer Billing Admin group. See your company's system administrator for more details.
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To Review the Monthly Statement Report

1. On the toolbar, point to Reports, Billing and click Monthly Statement. The Billing - Servicer Monthly Statement search filters display (see Figure 1).
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Figure 1 Billing - Servicer Monthly Statement Search Filters

· To view the current statement, click the Current Statement option button.

· To view a previous statement, click the Previous Statement option button and type a numerical value (mm) in the Month field and the year (yyyy) in the Year field.

3. Click Get Statement. The Monthly Statement report display in a new window.

4. To return to the Billing - Servicer Monthly Statement search filters, click the [image: image537.png]


button.
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See Reports Overview for options available when reports are displayed.

Monthly GS Invoice Detail Report

Use this report to display a listing of General Services invoices for the month/year selected.
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To Review the Monthly General Services Invoice Detail report

1. On the toolbar, point to Reports, Billing and click Monthly GS Invoice Detail. The Reports - Monthly GS Invoice Detail Report search filters display (see Figure 1).
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Figure 1 Monthly GS Invoice Detail Search Filters

0. Type a numerical value (mm/yyyy) in the Month and Year fields.

1.  Click Search. The Servicer GS Invoice Detail report displays (see Figure 2).
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Figure 2 Servicer GS Invoice Detail Report

· Click an invoice number to display the PDF version of the invoice. The invoice can then be saved or printed, if needed.

[image: image542.png]


See Reports Overview for options available when reports are displayed.

Invoice Deadline Pending Report

Use this report to monitor Final Bill deadlines that have been created by your company and are still pending a response from the Vendor. To learn more about Final Bill deadlines, start by reviewing the Final Bill Overview topic under the Loan Level Management chapter. 
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To Review the Invoice Deadline Pending Report 

1. On the toolbar, point to Loan Level and click Invoice Deadline Pending. The Loan Level - Invoice Deadline Pending search filters display (see Figure 1).  
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Figure 1 Loan Level - Invoice Deadline Pending Search Filters

0. In the Vendor Name, Department and Reason drop-down lists, select the data value to filter on. Note: Multiple departments can be selected by pressing the CTRL key and clicking the selections.
1. In the From and To fields, type the date range you want to display in the report. Or, click the Calendar icons and select the desired dates. Note: The default range is the earliest pending deadline date and the latest pending deadline date.
2. Click Search. The Invoice Deadline Pending report displays (see Figure 2).
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Figure 2 Invoice Deadline Pending Report

· Click a loan number link under the Loan # column header, to display the Final Bill History screen for the loan. To return to the original report after viewing detail, click the [image: image546.png]


button. 

6. To return to the Loan Level - Invoice Deadline Pending search filters, click the Change Search link.
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See Reports Overview for options available when reports are displayed.

Invoice Deadline Complete Report

Use this report to display a list of Final Bill deadlines that have been created by your company and have been responded to by the Vendor. 
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To Review the Invoice Deadline Complete Report

1. On the toolbar, point to Loan Level and click Invoice Deadline Complete. The Invoice Deadline Complete search filters display (see Figure 1). 
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Figure 1 Invoice Deadline Complete Search Filters

0. From the Vendor Name, Department and Reason drop-down lists, select the data value to filter on. Note: Multiple departments can be selected by pressing the CTRL key and clicking the selection. 

1. In the From and To fields, type a date range you want to display in the report. Or, click the Calendar icons and select the desired dates. Note: The default date range is the earliest pending deadline date and the latest pending deadline date.
2. Click Search. The Invoice Deadline Complete report displays (see Figure 2).
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Figure 2 Invoice Deadline Complete Report 

    Click an invoice number link under the Invoice # column header to display additional invoice details. To return to the original report after viewing the details, click the Back button.

0. To return to the Invoice Deadline Complete search filters, click the Change Search link.
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See Reports Overview for options available when reports are displayed.

Outstanding Adjusted Invoice Report

Use this report to display a list of invoices that have a status of Pending Vendor Review and the number of days, between the current date and the date of the earliest adjustment not responded to by the Vendor, exceed the Servicer’s established curtail [image: image552.png]


Where the Servicer approves the invoice for payment after adjustments have been made and the Vendor has not responded to the adjustment either way within a designated time. threshold limit.  For more information of line item adjustments, see Invoice Adjustment Overview.
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To Review the Outstanding Adjusted Invoice Report from the Toolbar

1. On the toolbar, point to Process and click Outstanding Adjusted Invoice. The Outstanding Adjusted Invoice search filters display (see Figure 2).  
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Figure 2 Outstanding Adjusted Invoice Search Filters

0. From the Vendor Type, Vendor Name and Department drop-down lists, select the data value to filter on. Note: Multiple departments can be selected by pressing the CTRL key and clicking the selections. 

1. Select the Include Only Curtailable check box to exclude those invoices that cannot be curtailed from the report.  

0. Click Search. The Outstanding Adjusted Invoice report displays.

    Click an invoice number link under the Invoice # column header to display additional invoice details.

5. To return to the Outstanding Adjusted Invoice search filters, click the Change Search link. 
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See Reports Overview for options available when reports are displayed.

Fee Cost Quote Overview

The Fee Cost Quote Request option is an optional feature provided to Servicers that allows them to electronically request fee cost quotes from attorney firms through Invoice Management™ . From any department, you can make a request of up to two quotes at a time for an attorney with two individual "good through" dates. Using the Fee Cost Quote option, the Servicer is able to perform the following:

· Create requests for fee cost quotes with response deadlines.

· Automatically notify the attorney firms of the pending requests.

· Receive automatic notification when the attorney firm responds to the request.

· Acknowledge receipt of the quote response.

· Track all pending and completed requests.

· Compare associated requests/responses to the amounts billed on the applicable invoice.

Related Topics:

Creating Fee Cost Quote Requests
Acknowledging Fee Cost Quote Responses
Fee Cost Quote Utility
Fee/Cost Breakdown by Vendor and Loan Number

Use this report to display a breakdown of fees and costs paid for a specific date range. For an overview of the fees and costs quote process, see Fee Cost Quote Overview.
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To Review the Fee/Cost Breakdown Report

1. On the toolbar, point to Reports and click Fee/Cost Breakdown by Vendor and Loan Number. The Fee/Cost Breakdown by Vendor and Loan Number search filters display (see Figure 1).
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Figure 1 Search Filters

0. From the Fees / Costs options, click an option button you want to display in the report.

1. In the From and To fields, type a date range you want to filter by. Or, click the Calendar icons and select the desired dates. Note: The end date must be within 3 months of the start date.
2. From the Select Vendor drop-down list, select a Vendor. Note: If All is selected, skip step 5.
3. From the Property State drop-down list, select the state that the property is located in. 

4. In the Loan Number field, type a loan number to display a specific loan's fees and/or costs.

5. Click Search. The Fee/Cost Breakdown by Vendor and Loan Number report displays (see Figure 2).
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Figure 2 Fee/Cost Breakdown by Vendor and Loan Number Report

    To display invoices associated to a loan number, click a loan number link under the Loan Number column header.

8. To return to the Fee/Cost Breakdown by Vendor and Loan Number search filters, click the Change Search link. 
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See Reports Overview for options available when reports are displayed.

Fee Cost Quote Report

Use this report to display a list of all completed quote requests, with or without responses from the Vendor. For an overview of the fee cost quote process, see Fee Cost Quote Overview.
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To Review the Fee Cost Quote Report

1. On the toolbar, point to Loan Level and click Fee Cost Quote Report. The Fee/Cost Quote Request Report search filters display (see Figure 1).
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Figure 1 Fee/Cost Quote Request Report Search Filters

0. In the Department and Vendor drop-down lists, select the data value to filter on.

1. From the Show within last section, select an option button that corresponds to the number of days you want to display in the report.

2. From the Deadline Status Options section, select an option button that corresponds to the status you want to display in the report.

3. Click Search. The  Fee/Cost Quote Request Report displays (see Figure 1).
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Figure 2 Fee Cost Quote Request Report

    Click the applicable View… link to view details about a request (see Figure 2).
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Figure 3 Fee Cost Quote Request Window

0. To return to the Fee/Cost Quote Request Report search filters, click the Change Search link.
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See Reports Overview for options available when reports are displayed.

Fee Cost Quote Utility

Use this report to display a list of Fee Cost quote requests and/or to create a Fee Cost quote for a loan. See Creating Fee Cost Quote Requests for more details.
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To Search for a list of Fee Cost Quote Requests

1. On the toolbar, point to Loan Level and click Fee Cost Quote Utility. The Fee Cost Quote Utility search filters display (see Figure 1).
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Figure 1 Fee Cost Quote Utility Search Filters

0. In the Servicer loan number field, type the loan number you want to display the request for.

1. In the Department and Vendor drop-down lists, select the data value to filter on.

2. From the Requestor drop-down list, select the person which completed the request.

3. In the Show within last section, select a option button that corresponds to the number of days you want to display in the report.

4. Click Find. The Fee Cost Quote Utility report displays.

Related Topics:

Fee Cost Quote Overview
Fee Cost Quote Report
Creating Fee Cost Quote Requests
Acknowledging Fee Cost Quote Responses
Vendor by Line Item Fee/Cost Report

For an overview of the fee cost quote process, see Fee Cost Quote Overview.
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To Review the Vendor by Line Item Fee/Cost Report

1. On the toolbar, point to Process and click Vendor by Line Item Fee/Cost Report. The Vendor by Line Item Fee/Cost Report search filters display (see Figure 1).
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Figure 1 Vendor by Line Item Fee/Cost Report Search Filters

0. From the Department drop-down list, select the appropriate department.

1. From the Vendor Name drop-down list, select a Vendor. Note: Multiple Vendors can be selected by pressing the CTRL key and clicking each selection.
2. Form the Loan Types drop-down list, select a loan type to filter on. Note: Multiple loan types can be selected by pressing the CTRL key and clicking each selection.
3. From the State, Category, and Sub-Categories drop-down lists, select the appropriate data value.

4. In the Submitted Date section, type or select the appropriate date range to filter by. Note: You cannot enter a date range of more than 31 days.
5. Click Search. The Vendor by Line Item Fee/Cost Report displays (see Figure 2). 
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Figure 2  Vendor by Line Item Fee/Cost Report

· To view a specific invoice, click an invoice number link under the Invoice Number column header. 

8. To return to the Vendor by Line Item Fee/Cost Report search filters, click the Change Search link. 

 [image: image570.png]


 See Reports Overview for options available when reports are displayed.

Inspection Order Report

Use this report to view, edit or delete Property Inspection Orders.
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Options available on the Inspection Orders Report is dependent upon how a Servicer is configured to use Transaction Property Inspection Logic, see Order Options for more details.
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To view the Inspection Order Report (Standard View)

1. On the toolbar, point to Loan Level and click Inspection Orders Report option. The Inspection Orders Report search filters display (see Figure 1).
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Figure 1 Inspection Order Report Search Filters

0. Complete the fields as needed and click Search. The Loan Level - Inspection Orders Report displays. For information related to printing, exporting, or sorting reports, see Reports Overview topic.

[image: image574.png]


The Vendor Name field will only include Property Services vendors with an active or inactive payee code for the logged in user............
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To Edit an Inspection Order

1. On the toolbar, point to Loan Level and click Inspection Orders Report. The Inspection Orders Report search filters display.

2. Complete the fields as needed and click Search. The Loan Level - Inspection Orders Report displays (see Figure 2).
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Figure 2 Inspection Orders Report

0. Click Edit next to the item you want to edit. The Servicer Inspection Order window displays.

1. Edit the Order Date and Payee Code fields as needed and click Save. 

2. Click the [image: image577.png]


button to close the window and to return to the Loan Level - Inspection Orders Report. Note: If a Servicer is using "Transaction Property Inspection" logic, the following fields are editable: Order Type, Order Date, Payee Code and Transaction Id.
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To Delete an Inspection Order

1. On the toolbar, point to Loan Level and click Inspection Orders Report. The Inspection Orders Report search filters display.

2. Complete the fields as needed and click Search. The Loan Level - Inspection Orders Report displays.

3. Click Delete next to the item you want to delete. A Warning Message displays.

4. Click Ok to delete the order. To cancel the deletion request and return to the Inspection Orders Report, click Cancel.

[image: image579.png]


Inspection Orders with an "Active" status can only be deleted.

Active User Report

Use this report to display a list of your company's active users whose access to Invoice Management™ is not currently expired. Once displayed, you can review such items as Access Levels, Password Expiration Dates and Access Expiration Dates per user.
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This option is only available when you are assigned to the Servicer Admin permission role. Contact your IM LPS Desktop® PowerCell Consultant for more information.
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To Review the Active User Report

    On the toolbar, point to Reports, Security and click Active User Report. The Active User Report displays.
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See Reports Overview for options available when reports are displayed.

User Access Level Report

Use this report to display a listing of users and their security access level.

[image: image583.png]


To Review the User Access Level Report

1. On the toolbar, point to Reports, Security and click User Access Level Report. The User Access Level Report search filter displays (see Figure 1).
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Figure 1 User Access Level Report Search Filters

0. From the Access Level drop-down list, select the security level you want to display in the report.

1. Click Search. The User Access Level Report displays (see Figure 2).
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Figure 2 User Access Level Report

4. To return to the User Access Level Report search filter, click the Change Search link. 
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See Reports Overview for options available when reports are displayed.

User Approval Level Report

Use this report to display a listing of users and their approval level.
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To Review the User Approval Level Report

1. On the toolbar, point to Reports, Security and click User Approval Level Report. The User Approval Level Report search filter displays (see Figure 1).
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Figure 1 User Approval Level Report Search Filter

0. From the Approval Level drop-down list, select the approval level you want to display in the report.

1. Click Search. The User Approval Level Report displays (see Figure 2).
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Figure 2 User Approval Level Report

 

4. To return to the User Approval Level Report search filter, click the Change Search link. 
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See Reports Overview for options available when reports are displayed.

Service Request Overview

The Service Request module is a standalone import process not directly part of the main Invoice Management™ application and is designed primarily for property preservation. After service request imports are performed using this module, Servicers then have the ability to edit an imported service request, see Editing Imported Service Requests. 

 

Related Topics:

Service Request Report
Service Request Report

Use this Servicer report to display a list of requests imported with the Service Request module. 
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To Review the Service Request Report

1. On the toolbar, point to Loan Level and click Service Request Report. The Loan Level- Service Request Report search filters display (see Figure 1).
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Figure 1 Service Request Report Search Filters

0. From the Vendor Type, Department, Loan Type, State and Status drop-down lists, select the data value to filter on.

1. Select one of the following Date Range Type options:

· Created – Select to filter on the date the request was created.

· Completed – Select to filter on the date the request was completed.

0. In the From and To fields, type the desired date range. Or, click the Calendar icons and select the dates. Note: The report will be filtered on the date type selected in Step 3.
1. Click Search. The Service Request Report displays (see Figure 2).  
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Figure 2 Service Request Report

· To view the invoices associated with the service request, click a loan number link under the Loan # column header. The Service Request Invoice History window displays. To exit this window, click Close Window.

· To view additional information regarding the service request, click a link under the Service Request column header. A Servicer Request Information window displays general information and line item information. To exit this window, click Close Window.

7. To return to the Loan Level- Service Request Report search filters, click Change Search.
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See Reports Overview for options available when reports are displayed.

Business Objects Reports Overview

Business Objects Reports is an optional feature that can be accessed from the home page depending on your company's setup. If your company has turned this feature on and your user account is enabled with this reporting feature, clicking the View Business Objects Reports link on the home page will open a new window and automatically log you into a separate reporting site (see Figure 1). Pre-configured reports are then accessible and enable you to view different types of data related to your company's Invoice Management site.
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Figure 1 Business Objects Reports

 

Related Topics:

Accessing Business Objects Reports
Accessing Business Objects Reports

Follow the steps below to access Business Objects reporting.
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The following steps require your company to have Business Objects reporting configured and turned on for your user account.
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To Access Business Object Reports

1. On the home page, click View Business Objects Reports. The Business Objects InfoView page displays in a new window (see Figure 1).
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Figure 1 Business Objects Reports Window

0. From the reporting site, use the Folders pane on the left to browse for the type of report you want to view. Click the appropriate queue to display a listing of reports (see Figure 2).
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Figure 2 - Report Listing

0. Click the report title link to open the report filters (see Figure 3). Note: These filters will vary, according to the report selected.
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Figure 3 Report Filters Example

0. Complete the filters, as needed, and click the OK button to display the report.

1. Click the [image: image601.png]


button in the top right of the screen to close the Billing Objects Reports window and to return to the application's home page.

Chapter 4 – Communicating Within Invoice Management

eMessages Overview

eMessaging is an internal method of communication within Invoice Management™ where Servicers and Vendors can converse about invoices and invoice related items. Using eMessaging is more advantageous than using external e-mail because each eMessage is linked to an invoice. This enables you to review a history of conversations on a per invoice basis. Note: Do not confuse eMessages with P-Notes or Reminders.
 

The following items are important features of the eMessages tool:

    Inbox - Stores all incoming eMessages sent to you and can include broadcast eMessages sent by others.

    Outbox - Stores previously sent eMessages you tag with the Reply Required status and that have not been replied to by the recipient. 

    Compose eMessage - An option that enables you to create new eMessages.

    Archiving eMessages - An option that enables you to remove eMessages from the Inbox. 

 [image: image602.png]


 eMessages can be sorted, if needed, in ascending or descending order by clicking the column header.

 

Related Topics:

Searching for eMessages
Creating eMessages
Reading eMessages Received
Replying to eMessages
Reviewing eMessages Sent
eMessages Aging Report 

Archiving eMessages
Searching for eMessages

Follow these steps when you need to search for eMessages.
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To Search for eMessages

1. On the toolbar, point to eMessages and click Search eMessages. The following search filters display (see Figure 1).
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Figure 1 Search eMessage Search Filters

0. Use one of the following search criteria to filter your search:

            Vendor and Originated by - Click the Load List link to fetch the latest Vendor listing and then select a Vendor. Using the Originated by drop-down list, filter your search further by selecting a person or company who originated the eMessage and click the Get Messages link.

            Invoice number - Type an invoice number and click Get Messages.

            Loan number - Type a loan number and click Get Messages.

            Search Keyword - Type a keyword and click Get Messages.

0. A list of eMessages matching your search criteria displays. From here you can jump to step 3 of the following topics:

            Reading eMessage Received
            Replying to eMessages
Creating eMessages

Follow these steps to create an eMessage.
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To Create a New eMessage

1. On the toolbar, point to eMessages and click Compose Message. An eMessage - Compose window displays (see Figure 1).
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Figure 1 Compose Message Window

0. From the To company drop-down list, select the company to whom you want to send the message.

1. From the To user drop-down list, select a recipient.

2. In the Subject field, type a brief subject of the message.

3. In the Message field, type the desired message.
4. Type a valid loan number in the Loan number field.

5. If you want to reference an asset number, type a valid asset number in the Asset number field.

6. If needed, select the This message requires a reply check box to mark a reply as mandatory. Note: Only eMessages marked with this requirement will appear in your Outbox. See Reviewing eMessages Sent for more details.
7. If needed, select the Mark Urgent check box to tag the message as urgent.

8. Click Send to forward your message. 

Reading eMessages Received

Follow these steps to review eMessages received and stored in the Inbox.
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eMessages received can also be viewed by the My eMessages link located on the home page. 
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To Read a Received eMessage

1. On the toolbar, point to eMessages and click Inbox. A list of eMessages sent to you display (see Figure 1).
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Figure 1 eMessages Inbox
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Messages that display in the Inbox can be sorted in ascending or descending order by clicking the column header.

0. Click the Open link corresponding to the message you want to read. An eMessage View window displays (see Figure 2).
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Figure 2 eMessage View

 

3. Read the message and perform one of the following tasks, if needed: 

· If you want to review the contact information of the individual who initiated the message, click the From: link.  

· If you want to review the communication trail, click the Thread button.

· If you want to forward the eMessage to another user, select a user from the Forward To drop-down list, click Forward and confirm your action by clicking OK.

· If you want to reply to the message, click the Reply button. See Replying to eMessages for more details.

5. Click Close to return to the eMessages list.

Replying to eMessages

[image: image612.png]


 If an eMessage is already displaying, proceed to step 2 below.
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To Reply to an eMessage

1. On the toolbar, point to eMessages and click Inbox (see Figure 1).
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Figure 1 eMessages Inbox

0. Click the Reply link corresponding to the message needing a reply. An eMessage Reply window displays (see Figure 2).
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Figure 2 eMessage Reply Window

0. In the Message field, type a reply to the message.

0. Select the This message requires a reply check box if you want to make a reply mandatory.

0. Select the Mark Urgent check box if you want to tag the message as very important.

0. Click Send.

Reviewing eMessages Sent

Follow these steps to review previously sent eMessages held in the Outbox.

[image: image616.png]


The Outbox only stores your sent eMessages that were tagged with the Reply Required status and that have not been replied to by the recipient.
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To Review Sent eMessages

1. On the toolbar, point to eMessages and click Outbox. A list of eMessages displays (see Figure 1).
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Figure 1 eMessages Outbox
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Messages that display in the Outbox can be sorted in ascending or descending order by clicking the column header.

0. Click the Open link corresponding to the eMessage you want to review. The message displays in an eMessage View window (see Figure 2).
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Figure 2 eMessage Window

3. Review the message and perform one of the following tasks, if needed: 

· If you want to review the contact information of the individual who initiated the message, click the From: link.  

· If you want to review the communication trail, click the Thread button.

· If you want to forward the eMessage to another user, select a user from the Forward To drop-down list, click Forward and confirm your action by clicking OK.

0. Click Close to return to the Outbox screen.

eMessages Aging Report

Use this report to review a list of eMessages. From this report, you can open, review, and reply to an eMessage. Additionally, you can acknowledge the eMessage so it can no longer display.
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To Review the eMessages Aging Report

1. On the toolbar, point to eMessages and click eMessages Aging Report. The EMessages Aging Report displays (see Figure 1).
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Figure 1 eMessages Aging Report

0. From this point you can accomplish the following tasks:

    Click the Open link to open an eMessage to review, reply, or forward.  For more eMessages options, see Reading eMessages Received.

    Click the Acknowledge link to remove the eMessage from the report. Confirm your action by clicking OK.
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See Reports Overview for options available when reports are displayed.

Archiving eMessages

Although eMessages can't be deleted, they can be hidden from view and re-displayed when needed.
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To Archive eMessages

1. From the home page, click My eMessages. A list of unread eMessages displays (see Figure 1). 
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Figure 1 eMessage Inbox

0. Open or Reply to the eMessage as needed and click the Refresh eMessage List link. The eMessage is now archived.
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To Re-Display Archived eMessages

· Locate the archived eMessage by the Search eMessages menu option. See Searching for eMessages for more details.

P-Notes Overview

The Invoice Management™ P-Note utility allows you to add electronic sticky notes to loans. It can be a simple reminder to yourself or other users who review any invoice on a loan. While working an invoice, the P-Notes icon [image: image627.png]


is a visual clue that P-Notes exists on that loan (see Figure 1). A P-Note can also be given an alert tag that causes the P-Note to display when the invoice is viewed.  Do not confuse this feature with eMessages (see eMessages Overview) or Reminders (see Reminders Overview). Note: P-Notes cannot be seen by Vendors.
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Figure 1 P-Notes Icon

 

Related Topics:

Creating P-Notes 

Viewing P-Notes 

P-Notes Utility Report
Creating P-Notes

Follow these steps to create P-Notes on a loan from the Invoice Detail screen. For an overview of P-Notes, see P-Notes Overview.
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The P-Notes Utility Report also provides the option to add P-Notes to a Servicer loan number. See the P-Notes Utility Report topic for more details.
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To Create a P-Note

1. Locate the loan for which you want to attach the P-Note. See Searching for Specific Invoices for more details.

2. From the Invoice Detail screen, click the P-Notes link. A P-Notes window displays (see Figure 1).
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Figure 1 P-Note Window.
0. Click the Add New Comment button. The Add a New Comment window displays (see Figure 1).
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Figure 1 Add a New Comment Window

0. In the Comment field, type the message you want to display.

0. If you only want the P-Note to remind yourself about an issue on this loan, select the Personal check box. Leaving this option clear means all users in your company can view the P-Note.

1. If you want the P-Note to display in a new window the next time the loan is opened, select the Alert check box. Selecting this check box and not Personal means all users in your company will receive the P-Note upon opening an invoice associated to this loan number. Selecting the Alert check box also displays the P-Note icon [image: image633.png]


next to the Loan No. field on the Invoice Detail screen. If this check box is not selected, the user must click the P-Note link at the top of the Invoice Detail screen to view any P-Notes attached, if any.

2. Click Save to record the P-Note. Repeat steps 2-8 to add additional P-Notes on this loan.

3. To return to the Invoice Detail screen, click the Close button [image: image634.png]


.

Viewing P-Notes

Follow these steps to view P-Notes. For an overview of P-Notes, see P-Notes Overview.
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A visual indicator that P-Notes exists on a loan is the P-Note icon [image: image636.png]


. This icon displays to the right of the Loan No. field in the Invoice Header of the Invoice Detail screen.
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To View a P-Note 

1. From the Invoice Detail screen, click the P-Notes link (see Figure 1). 
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Figure 1 Invoice Detail Screen

 

· The P-Notes window displays a listing of all P-Notes attached (see Figure 2).
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Figure 2 P-Notes Listing

2. To return to the Invoice Detail screen, click the Close button [image: image640.png]


.

Completing P-Note Alerts

Follow these steps to complete a P-Note alert. When an alert is completed, the P-Note will no longer display as a pop-up when an invoice is viewed.
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To Complete a P-Note Alert 

1. From the Invoice Detail screen, click the P-Notes link (see Figure 1).
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Figure 1 Invoice Detail screen

0. From the P-Notes - Webpage Dialog window that displays, locate the comment for which you want to remove the alert and click Yes (see Figure 2).
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Figure 2 P-Note Comments window

0. From the Add a completion comment window, type the reason for the completion and click Complete (see Figure 3).
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Figure 3 Add a completion comment window

4. To return to the Invoice Detail screen, click the Close button [image: image645.png]


. 

 

Related Topics:

P-Notes Overview
Creating P-Notes
Viewing P-Notes
P-Notes Utility Report

Use this report to display P-Notes on a specific Servicer loan number.
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To Display P-Notes on a Specific Loan Number

1. On the toolbar, point to Loan Level and click P-Notes Utility. The Loan Level - P-Notes Utility search filter displays (see Figure 1).
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 Figure 1 P-Notes Utility Search Filter

2. In the Servicer Loan No. field, type the loan number for which you want to display P-Notes.

3. Click Search. The P-Notes for the loan number entered displays.
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Additional P-Notes can be added to the loan number by clicking the Add New Comment button. Refer to Step 3 of Creating P-Notes for more details.

Reminders Overview

In addition to eMessages, the Reminders utility is another method for Servicers to communicate with Outsourcers, Vendors, and REO Outsourcers regarding an invoice. Reminders are created by Servicers and appear in a pop-up window to an Outsourcer, Vendor, or REO Outsourcer upon opening an invoice. Reminders can apply to both Servicers and Vendors, for specific departments, and/or for a specific loan number. Note: Do not confuse this feature with P-Notes. See P-Notes Overview for more details. 

 

Related Topics:

Creating Reminder Messages
Searching for a Reminder Message
Editing Existing Reminders 

Reviewing Reminder Messages
Creating Reminder Messages

Follow these steps to create a reminder message to a Servicer, Outsourcer, Vendor, or REO Outsourcer. For an overview of reminders, see Reminders Overview.
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To Create a Reminder Message 

1. On the toolbar, point to Loan Level and click Reminder Messages. The Loan Level - Reminder Messages search filters display.

2. Click Add New. An Add a New Reminder Message window displays (see Figure 1).
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Figure 1 Add a New Reminder Message Window

 

3. Complete the Department, Vendor, and Servicer fields accordingly: 

· If you want the reminder to display when an invoice related to a department is viewed, select a department from the Department drop-down list. 

· If you want the reminder to display to a particular Vendor or REO Outsourcer when an invoice is opened, select a Vendor or REO Outsourcer from the Vendor drop-down list. Note: Only active Vendors and REO Outsourcers will display in the drop-down.
· If you want the reminder to display to a particular Servicer or Outsourcer when an invoice is opened, select a Servicer or Outsourcer from the Servicer drop-down list. Note: Only active Servicers and Outsourcers will display in the drop-down.
4. From the Reminder Display options, click one of the following option buttons:

· Selected Vendor Only - Select this option to enable the Vendor or REO Outsourcer selected from the Vendor drop-down list to only receive the Reminder message. 

· Selected Servicer Only - Select this option to enable the Servicer or Outsourcer selected from the Servicer drop-down list to only receive the Reminder message.

· Both Vendor and Servicer - Select this option to enable the Vendor selected from the Vendor drop-down list and the Servicer selected from the Servicer drop-down list to receive the Reminder message.

5. Type a loan number in the Loan No. field, if you want the reminder to display to users opening invoices where the invoice is related to a particular loan. Note: If the loan number entered is linked to multiple properties, an alert message will display requesting you to select the Servicer in which to apply the reminder message. 

6. In the Popup Message field, type the reminder message you want to display.

1. In the Deactivation Date field, a default deactivation date displays. Edit this date, if needed, or click the Calendar icon [image: image651.png]


and select a date. 

1. Click the Create button to create the message.

 

Related Topics:

Reminders Overview
Searching for Reminder Messages
Editing Existing Reminders
Searching for Reminder Messages 

Follow these steps to search for existing reminder messages. For an overview of reminders, see Reminders Overview. 

[image: image652.png]


To Search for Existing Reminder Messages

1. On the toolbar, point to Loan Level and click Reminder Messages. The Loan Level - Reminder Messages search filters display (see Figure 1).

[image: image653.png]Add New.

IDeprtment Al

|Vendor All

[Servicer All

[Remincie Dipiay & Selected Vendor Only € Selcted Servicer Only € Both Vendor and Servier
[foon o= )

[nclude Deactivated. r
Get Report_| Clear





Figure 1 Reminder Search Filters

· To filter your search results by department, select a department from the Department drop-down list. 

· To filter by Vendor, select a Vendor from the Vendor drop-down list. 

· To filter by Servicer, select a Servicer from the Servicer drop-down list.

· To filter by a Reminder Display option, click either Selected Vendor Only, Selected Servicer Only, or Both Vendor and Servicer.

· To filter by loan number, type a loan number in the Loan No. field.

· Select the Include Deactivated check box if you want to include deactivated Reminders.

0. Click Get Report. A list of reminders displays beneath the search filters (see Figure 2).
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Figure 2 Reminder Search Results

· To edit a Reminder message, click the Edit button corresponding to the message you want to modify. See Editing Existing Reminders for more details.

 

Related Topics:

Reminders Overview
Creating Reminder Messages 
Editing Existing Reminders
Editing Existing Reminders

Follow these steps to edit an existing reminder message. For an overview of reminders, see Reminders Overview. 
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To Edit an Existing Reminder Message

1. On the toolbar, point to Loan Level and click Reminder Messages. The Loan Level - Reminder Messages search filters display.

2. Complete the search filters according to the reminder message you want to edit. See Searching for Reminder Messages for more details.

0. Click Get Report. A list of reminders displays beneath the search filters (see Figure 1).
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Figure 1 Reminder Report

0. Click the Edit button corresponding to the item you want to edit. An Edit a Reminder Message window displays (see Figure 2).
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Figure 2 Edit a Reminder Message Window

0. Adjust the reminder as necessary and click Update to record your changes. Note: The Servicer, Vendor, Department, and Loan Number fields cannot be modified.
1. At the confirmation window that displays, click OK.  

Related Topics:

Reminders Overview
Creating Reminder Messages 
Searching for Reminder Messages
Reviewing Reminder Messages

Follow the steps below to review a reminder message that displays when opening an invoice. For more details of Reminders, see Reminders Overview.
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To Review Reminder Messages on an Invoice

1. Locate the invoice by performing a Search.

2. With the invoice displaying in the Invoice Detail screen, the Reminder message displays in a new window (see Figure 1). 
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Reminder Message Window

0. Review the message as needed and click the Close button [image: image660.png]


to return to the Invoice Detail screen. 
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To print the message displaying, click the Print button.
Chapter 5 – Handling Attachments
Attachments Overview

Invoice Management allows both Vendors and REO Brokers to attach an existing image or document to an invoice's line item. Additionally, it allows an Investor to attach an existing image or document to a claim's line item. A Servicer can then view the image or document by clicking the Attach Document icon [image: image662.png]


in the Line Items section of the Invoice Detail or Claim Editor screen.

 

[image: image663.png]


In order to upload, fax, or view an attachment, the following Web site address, https://www.mynewimageexpress.com, must be added to your internet browser security settings. 

 

Related Topics

Viewing an Invoice Attachment
Attaching an Image to Claim - File Upload
Attaching an Image to a Claim - Faxing
Viewing a Claim Attachment
Editing an Attachment's Details
Removing an Attachment
Attaching an Image to a Claim by a File Upload

A document/image can be attached to a claim's line item by two methods, Faxing or Uploading. Use the steps below to attach an image or file by the file upload method. To attach an image by faxing in the document, refer to the Attaching an Image to a Claim - Faxing topic for more details. Note: The ability to attach an image is only available when a claim is in one of the following statuses: Pending Servicer Review, Hold, or Submitted.
[image: image664.png]


In order to upload, fax, or view an attachment, the following Web site address, https://www.mynewimageexpress.com, must be added to your internet browser security settings. 
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To Attach an Image to a Claim Line Item

1. Locate the Claim for which you want to attach an image. See Viewing Existing Claims for more details.

2. From the Claim Editor screen, click the Attach Document icon [image: image666.png]


next to the line item you want to attach a document. The Claim Image Attachments window displays (see Figure 1).
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Figure 1 Claim Image Attachments Window

3. From the Upload File section, click the Click here to upload an image link. The Capture Document window displays.

4. Click the Browse button to locate an image or document to upload.

5. From the Choose file window, locate the file you want to attach and click Open. The Capture Document window re-displays. Note: The maximum file size that can be uploaded is 6 MB.
[image: image668.png]


The application supports the following file types: bmp, csv, doc, gif, jpg, pdf, txt, tif, xls.

6. In the Document Name field, edit the name of the file, if needed.

7. Click Upload. The document displays under the Existing attachments section with the following upload information:

· Status: Successful [image: image669.png]


or Unsuccessful [image: image670.png]


.

· Description: Displays the title of the uploaded document.

· Pages: Displays the number of pages uploaded.

· Created By: Displays the name of the user who uploaded the document.

· Date: Displays the date the document was uploaded.

[image: image671.png]


To view the uploaded document, click the View link. To remove the document from the line item, click the Remove link.

8. To return to the Invoice Editor screen, click the Close button [image: image672.png]


. 

 

Related Topics:

Viewing an Attachment
Editing an Attachment's Details
Removing an Attachment
Attaching an Image to a Claim by a Fax

A document/image can be attached to a line item by two methods, Faxing or Uploading. Use the steps below to attach an image or file to a line item by the faxing method. To attach an image by a file upload, see Attaching an Image to Claim - File Upload for more details. Note:The ability to attach an image is only available when a claim is in one of the following statuses: Pending Servicer Review, Hold, or Submitted.  

[image: image673.png]


In order to upload, fax or view an attachment, the following Web site address, https://www.mynewimageexpress.com, must be added to your internet browser security settings. 
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To Attach an Image to a Claim Line Item

1. Locate the Claim for which you want to attach an image. See Viewing Existing Claims for more details.

2. From the Claim Editor screen, click the Attach Document icon [image: image675.png]


next to the line item you want to attach a document. The Claim Image Attachments window displays (see Figure 1).
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Figure 1 Claim Image Attachments Window

3. In the # of pages field, type the number of pages, not including the barcode cover sheet, you want to fax.

4. In the Description field, type a description of the image or document.

5. Verify that your fax machine's resolution setting is set to Fine or Superfine. Poor resolution will affect the clarity of the barcode.

6. Click the Fax In button to print a barcode cover sheet. Note: Use a black and white printer to print the barcode cover sheet. Color copies will not scan nor attach images properly. 
7. Fax the printed cover sheet along with the document/image to the phone number printed on the cover sheet. Note: Do not include an additional cover sheet. The Barcode cover sheet needs to be the first page faxed followed by the document/image.
    It may take several minutes for the fax to reach Invoice Management and for your attachment to appear on the claim. The following information will display after the fax is received:

· Status: Successful [image: image677.png]


or Unsuccessful [image: image678.png]


.

· Description: Displays the title entered in step 4.

· Pages: Displays the number of pages entered in step 3.

· Created By: Displays the name of the user who completed the Fax-in related fields.

· Date: Displays the date the document/image was faxed in.

[image: image679.png]


Multiple documents and cover sheets may be faxed together; however, each cover sheet must be placed directly on top of its respective document. Note: The first page of the entire fax must be one of the barcode cover sheets, not a company cover sheet.
8. To return to the Claim Editor screen, click the Close button [image: image680.png]


. 

 

Related Topics:

Viewing an Attachment
Editing an Attachment's Details
Removing an Attachment
Viewing a Claim Attachment

Use the steps below to view a document/image attached to a claim.
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In order to view an attachment, the following Web site address, https://www.mynewimageexpress.com, must be added to your internet browser security settings. 
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To View an Attachment

1. Locate the claim for which you want to view its attachment. See Viewing Existing Claims for more details.

2. From the Claim Editor screen, click the Attach Document icon [image: image683.png]


next to the line item for which you want to view its document. The Claim Image Attachments Window displays (see Figure 1).
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Figure 1 Claim Image Attachments Window

3. Click the View link corresponding to the attachment you want to view. The document/image displays in a separate window. Note: If an [image: image685.png]


icon displays next to a document, this is an indicator the document was not uploaded successfully and therefore cannot be viewed. 

4. After viewing the attachment, click the Close button [image: image686.png]


to exit the document.

5. To return to the Claim Editor screen, click the Close button [image: image687.png]


from the Claim Image Attachments window.

Related Topics:

Attaching a Document to Claim
Editing an Attachment's Details
Removing an Attachment
Viewing an Invoice Attachment

Use the steps below to view a document/image attached to an invoice.
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In order to view an attachment, the following Web site address, https://www.mynewimageexpress.com, must be added to your internet browser security settings. 
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To View an Attachment

1. Locate the invoice for which you want to view its attachment. See Searching for Specific Invoices for more details.

2. From the Invoice Detail screen, click the Attach Document icon [image: image690.png]


next to the line item for which you want to view its document. The Vendor Attachments Window displays (see Figure 1).
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Figure 1 Vendor Attachments Window

3. Click the View link corresponding to the attachment you want to view. The document/image displays in a separate window.

4. Click the Close button [image: image692.png]


to exit the document.

5. To return to the Invoice Detail screen, click the Close button [image: image693.png]


from the Vendor Attachments window.

Editing an Attachment's Details

At times an image is attached to a claim's line item with the incorrect description name and/or page numbers. Use the steps below to assist in editing this information.

[image: image694.png]


To Edit a Line Item's Attachment Details

1. Locate the invoice for which you want to edit its attachment details. See Viewing Existing Claims for more details.

2. From the Claim Editor screen, click the Attach Document icon [image: image695.png]


next to the desired line item. The Claim Image Attachments window displays.

3. From the Existing attachments section, locate the item you want to edit.

4. Edit the Description and Pages fields, as needed (see Figure 1).
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Figure 1 Claim Image Attachments

5. Click the Save changes made to the description or pages fields link to save the changes.

6. To return to the Claim Editor screen, click the Close button [image: image697.png]


.

Related Topics:

Attaching a Document to Claim
Viewing an Attachment
Removing an Attachment
Removing an Attachment

Use the steps below to remove a document/image attached to a claim's line item.

[image: image698.png]


To Remove an Attachment

1. Locate the invoice for which you want to remove its attachment. See Viewing Existing Claims for more details.

2. From the Claim Editor screen, click the Attach Document icon [image: image699.png]


next to the desired line item. The Claim Image Attachments window displays (see Figure 1).
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Figure 1 Claim Image Attachments

3. Click the Remove link corresponding to the attachment you want to remove. The attachment is removed.

4. To return to the Claim Editor screen, click the Close button [image: image701.png]


from the Claim Image Attachments window.

Related Topics:

Attaching a Document to Claim
Viewing an Attachment
Editing an Attachment's Details
Chapter 6 – Admin Utilities and Reports
Servicer's Profile Report

Use this report to review general information, department information, special billing instructions and history of special events related to your company.
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To Review the Servicer's Profile Report

    On the toolbar, point to Admin and click Servicer's Invoice Management Profile. The Servicer Profile report displays (see Figure 1).
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Figure 1 Servicer Profile
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See Reports Overview for options available when reports are displayed.

Significant Events Timeline Report

Use this report to review events performed such as rule changes and new vendor signing / training completions that affect either your company specifically or all Servicers in general. The report is in reverse chronological order.
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To Review the Significant Events Timeline Report

    On the toolbar, point to Admin and click Significant Events Timeline Report.  The Significant Events Timeline Report displays (see Figure 1).
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Figure 1 Significant Event Timeline
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See Reports Overview for options available when reports are displayed.

Generated File Download Report for DDC1

If your company uses the DDC1 [image: image708.png]


A nightly backend process where Invoice Management readies all approved invoices for payment., use this report to review and access Microsoft® Excel summaries of the invoices involved in each DDC1 export.
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This option is only available when you are assigned to the Import / Export Notification permission group. Contact your system administrator or an IM LPS Desktop® PowerCell Consultant for more information.

 [image: image710.png]


To Review the Generated File Download Report for DDC1

1. On the toolbar, point to Admin and click Generated File Download.

2. A report listing each DDC1 export summary displays (see Figure 1).
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Figure 1 Generated File Download for DDC1

    To view an individual summary, click the corresponding Filename link. A new window will open displaying the summary in Microsoft® Excel. The report period start date will be the first day of the month and the end date will be the last day of the month.
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See Reports Overview for options available when reports are displayed.

Invoices by DDC1 Date

If your company uses the DDC1 [image: image713.png]


A nightly backend process where Invoice Management readies all approved invoices for payment., use this report to review and print each of the invoices involved in the DDC1 export for the date selected.
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This option is only available when you are assigned to the Import / Export Notification permission group. Contact your system administrator or your IM LPS Desktop® PowerCell Consultant for more information.
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To Review/Print the Invoices by DDC1 Date Report

1. On the toolbar, point to Admin and click Invoices By DDC1 Date. The Reports - Payment Requested Invoices By DDC1 Date search filter displays (see Figure 1).
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Figure 1 Search Filter

0. In the Enter DDC1 Date field, type the DDC1 [image: image717.png]


A nightly backend process where Invoice Management readies all approved invoices for payment. date or click the Calendar icon and select a date.

1. Click Search to generate the report in a separate window. Or,click Export to Excel to export the report into an Excel spreadsheet. The Payment Requested Invoices By DDC1 Date report displays.

1. To print the report, click File and Print. 

0. To close the report, click the [image: image718.png]


button.

Override Loan Location

Use this utility to correct invoices that have either improper loan location codes or no loan location codes at all.
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This option is only available when you are assigned to the Servicer Admin permission role. Contact your IM LPS Desktop® PowerCell Consultant for more information.
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To Override Loan Location Codes

1. On the toolbar, point to Admin and click Override Loan Location. The Admin - Override Loan Location search filters display (see Figure 1).
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Figure 1 Override Loan Location Code Search

0. In either the Loan Number or the Invoice Number fields, type the search criteria and click Search.

0. At the list of invoices that displays (see Figure 2), use the boxes under the Override column to type a new Loan Location Code for each invoice you want to update and click Update.
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Figure 2 Loan Location Code Update

0. At the override completion confirmation window that displays, click OK. The invoice list refreshes with your changes

1. To review the invoice in the Invoice Detail screen, click an invoice number link. 

2. To return to the Admin - Override Loan Location search filters, click the Change Search link.

Requesting Vendor Creation

Follow these steps to request a Vendor be added to the system by the Invoice Management™ team. An IM LPS Desktop® PowerCell Consultant will notify you when the Vendor has been officially added. You can review vendor creation requests by using the Vendor Creation Report.

[image: image723.png]


Performing the following steps depends on what role you have been assigned by your company's system administrator.
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To Request Vendor Creation

1. On the toolbar, point to Admin and click Request the Creation of a New Vendor. The Vendor Creation window displays (Figure 1).
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Figure 1 Request Creation of New Vendor

0. Complete the necessary fields as needed. 

    Vendor Type - From this drop-down list, select the type of service the Vendor provides (i.e. Attorney, Miscellaneous, and Property Services, Valuations).

    Vendor Name - In this field, type the Vendor's name.

    Vendor Code - In this field, type the alpha / numeric identifier code.

    Payee Code - In this field, type the alpha / numeric code all accounting systems involved (Servicer, Vendor) should use to identify the Vendor when paying the invoice.

    EIN - In this field, type the Vendor's employer identification number for  used by the Internal Revenue Service.

    Vendor Contact - In this field, type the Vendor's contact.
    Address - In this field, type the Vendor's address.

    Phone No - In this field, type the Vendor's phone number.

    Fax No - In this field, type the Vendor's fax number.

    Email Address - In this field, type the contact's e-mail address.

    Comment - In this field, type any necessary comments.

0. Click the Submit Request button to complete the Vendor request.

Vendor Creation Report

Use this report to display a list of Vendor Creation Requests initiated using the Request Vendor Creation feature.
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To Review the Vendor Creation Report

1. On the toolbar, point to Admin and click Vendor Creation Report. The Vendor Creation Report search filters display (see Figure 1).

[image: image727.png]IDate Range: 1712005 M 1o [er72008

include Orly Active Creation Requests





Figure 1 Vendor Creation Report Search Filters

0. In the From and To fields, type a date range you want to display in the report. Or, click the Calendar icons and select the desired dates.

1. To include only those Vendors with active creation requests, select the Include Only Active Creation Requests check box.

2. Click Search. The Vendor Creation Report displays (see Figure 2).  
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Figure 2 Vendor Creation Report

    To view additional Vendor information, click a Vendor link under the Vendor column header.

    To return to the original report after viewing the details, click the Close button [image: image729.png]


.

0. To return to the Vendor Creation Report search filters, click the Change Search link.

[image: image730.png]


See Reports Overview for options available when reports are displayed.

Miscellaneous Vendor Payee Code

Follow these steps to activate, deactivate, or edit Miscellaneous Vendor Payee Codes.

[image: image731.png]


To Activate a Miscellaneous Vendor's Payee Code

1. On the toolbar

 HYPERLINK "https://im.lpsdesktop.com/HelpFiles/NI/Servicer/Touring_Invoice_Management.htm" , point to Admin and click Miscellaneous Vendor Payee Code. The Miscellaneous Vendor Search screen displays (see Figure 1).
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 Figure 1 Miscellaneous Vendor Search Criteria Screen

0. Complete the search criteria as needed and click Search By Misc Vendor Billing Info. The Miscellaneous Vendor search results displays.

1. Click the miscellaneous Vendor's name you want to activate. The Payee Code Changes window displays (see Figure 2).
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Figure 2 Payee Code Changes

0. In the Payee Code field, type a payee code and select Activated.

1. Click Save Changes. The system verifies the Servicer's Payee Code requirements. If the requirements are met, the miscellaneous Vendor's Payee Code is activated. If the requirements are not met, a message displays the requirement's parameters.
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To Deactivate a Miscellaneous Vendor's Payee Code

1. On the toolbar

 HYPERLINK "https://im.lpsdesktop.com/HelpFiles/NI/Servicer/Touring_Invoice_Management.htm" , point to Admin and click Miscellaneous Vendor Payee Code. The Miscellaneous Vendor Search screen displays (see Figure 1).

2. Complete the search criteria as needed and click Search By Misc Vendor Billing Info. The Miscellaneous Vendor search results displays.

3. Click on the miscellaneous Vendor's name you want to deactivate. The Payee Code Changes window displays (see Figure 2).

4. In the Payee Code field, type a payee code and select Deactivated.

5. Click Save Changes. The system verifies the Servicer's Payee Code requirements. If the requirements are met, the Miscellaneous Vendor's Payee Code is deactivated. If the requirements are not met, a message displays the requirement's parameters.
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To Edit a Miscellaneous Vendor's Payee Code

1. On the toolbar

 HYPERLINK "https://im.lpsdesktop.com/HelpFiles/NI/Servicer/Touring_Invoice_Management.htm" , point to Admin and click Miscellaneous Vendor Payee Code. The Miscellaneous Vendor Search screen displays.

2. Complete the search criteria as needed and click Search By Misc Vendor Billing Info. The Miscellaneous Vendor search results displays.

3. Click on the miscellaneous Vendor's name you want to edit. The Payee Code Changes window displays.

4. Edit the Payee Code and its status, as needed.

5. Click Save Changes.

Servicer Request Configuration

Use this utility to configure a bypass of the Servicer Request Requirement for Vendors by department.
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This option is only available when you are assigned to the Invoice Management Servicer Order Limits permission group. Contact your system administrator or your IM LPS Desktop® PowerCell Consultant for more information.

[image: image737.png]


To Configure the Servicer Request Requirement for Vendors

1. On the toolbar, point to Admin and click Service Request Configuration. The Service Request Option screen displays (see Figure 1).
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Figure 1 Service Request Option screen

0. Select the check box corresponding to the department you want to bypass the Servicer Request option.

1. Click Save to update the system.

Chapter 7 – Fannie Mae Claims Process

Fannie Mae Claims Overview

The Fannie Mae [image: image739.png]


Federal National Mortgage Association (FNMA), a federally-chartered enterprise owned by private stockholders that purchases residential mortgages and converts them into securities for sale to investors. Claims option allows Servicers to submit claims to Fannie Mae [image: image740.png]


Federal National Mortgage Association (FNMA), a federally-chartered enterprise owned by private stockholders that purchases residential mortgages and converts them into securities for sale to investors. for approval and reimbursement. Fannie Mae can then approve, curtail (reduce amount) or deny the claim, based on pre-defined approval limits. Note: Some Fannie Mae users will only be able to view/print claims, if so configured by their Administrator. A "Read Only access" message will display when viewing the Claim.
 

	Claims Process

	Step
	Servicer
	Fannie Mae
	Request

Status
	Notes

	1
	Creates a claim.
	 
	 
	See Creating a Claim

	2
	Submits the claim. 

Invoice Management makes a web service call and sends the loan number and seller servicer ID data to Fannie Mae.
	Validates loan number and seller servicer ID and checks for exceptions (fatal, critical, or warning types).  
	If a fatal exception is found, the claim cannot be submitted; therefore, it is placed on Hold.

If a critical, warning, or no exceptions is found, the claim is submitted and the status becomes Submitted.
	Click on Save & Submit. 

	Optional
	Places claim on hold.
	 
	Hold

 

 Note: FNMA can not open the claim.
	Click on Save & Hold button instead of Save & Submit.

	3
	 
	Opens the claim. Invoice Management makes a web service call and sends the loan number and seller servicer ID data for validation.
	Acknowledged
	 

	[image: image741.png]


The remaining step is conditional upon the claim scenario.

	Step
	Servicer
	Fannie Mae
	Request

Status
	Notes

	4
	 
	Initiates Resolution.
	Pending Servicer Review
	 

	 
	 
	Initiates curtailment- reduces amount.
	Curtailed
	 

	 
	Responds to Fannie Mae resolution requests.
	 
	Submitted
	 

	 
	 
	Override Exceptions, when applicable.
	Acknowledged
	 

	 
	 
	Denies the claim.
	Denied
	 

	 
	 
	Approval attempted. Claim exceeds user's approval limit.
	Accepted
	 

	 
	 
	Approves the claim once all exceptions are resolved.
	Approved
	 


 

 

	Claim Statuses

	Status
	Description

	Accepted
	Fannie Mae has reviewed the claim, but the claim requires additional review and approval at a higher level.

	Approved
	Fannie Mae has approved the claim.

	Curtailed
	Fannie Mae has reduced the submitted amount of the claim.

	Denied
	Fannie Mae has denied the claim.

	Submitted
	Servicer has sent claim to Fannie Mae.

	Pending Servicer Review
	Fannie Mae is requesting additional information.

	Paid
	Fannie Mae has paid the claim.

	Hold
	Servicer has placed the claim on hold.

	Acknowledged
	Fannie Mae has opened the claim but taken no further action.

	Pending Payment
	Fannie Mae has requested a check for payment.

	Payment Rejected
	Payment process has failed.

	Investor Voided
	Fannie Mae voids the claim by their internal SERF system.


 

Related Topics:

Creating a Claim 

Voiding a Claim
Attaching a Document to Claim
Viewing Existing Claims
Creating a Claim

This option allows Servicers to request reimbursement from Fannie Mae for line items that exceeded allowable amounts and have been approved by Fannie Mae. Fannie Mae can then approve, curtail (reduce amount) or deny the claim, based on pre-defined approval limits. Note: Loan types of FHA and VA can also be submitted if the Investor is Fannie Mae.
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This option is only available when you are assigned to the Servicer Claims permission group. Contact your system administrator or IM LPS Desktop® PowerCell Consultant for more information.

[image: image743.png]


To Create a Claim for Reimbursement

1. Locate the appropriate investor invoice by performing a Search.

2. From the Invoice Detail screen, click Create Investor Claim. The Claim Editor screen displays and automatically populates the Servicer's contact information.

[image: image744.png]


You can also create a claim by clicking the Create a Claim link from the Home page.

0. From the Seller Servicer ID field, select a Seller Servicer ID for the claim. 

1. In the Claim # field, type a claim number. Note: The Claim # field may automatically populate a claim number if configured to by an Administrator. 

2. If needed, type a message to Fannie Mae in the Comments field. Note: These comments can be reviewed by clicking the Notes button when viewing an existing claims.
3. Click Add Line Item. The Add Claim Line Item window displays. You can now either add a new line item or add a line item associated to an invoice that has already been submitted for payment (see Figure 1).
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Figure 1 Add Claim Line Item

· To add a new line item:

· Select a department from the Department drop-down list. Note: The subsequent fields that populate is determined by the department selected. 

· Select a category from the Category drop-down list and a subcategory from the Subcategory drop-down list. 

· Complete the remaining fields such as Qty, Unit Price and Description and click OK. The line item now appears on the claim. 

· To add a line item that has already been submitted for payment: 

· Click the Line Items Submitted for Payment link.

· Select the check box next to the line items that you want to add and click OK. The line items will now appear on the claim. If duplicate line items were selected, the Claim Editor screen will display the selected line items in a single row with an aggregate Net amount in the Price, Total Amt,and Amt to Pay columns. Note: An aggregate price will only display if configured by a system administrator.
0. If you want to add an image/document to the line item, click the Attach Document icon [image: image746.png]


. See Attaching a Document to Claim for more details.

1. Click the Validate button to place a web service call to obtain the current loan data and claim data from Fannie Mae's internal systems. If an Exception 42 occurs, Seller/Servicer number is not assigned to loan, the Seller Servicer ID field displays as a text box enabling the ID to be edited.

2. Click the Save and Submit button to submit the claim to Fannie Mae. Or, click the Save & Hold button to place the claim on hold for later submission. Note: The Save & Hold button will not submit the claim to Fannie Mae. 

[image: image747.png]


Existing Claims can be viewed by clicking the Viewing Existing Claims link on the Home page.

 

Related Topics

Viewing Existing Claims
Editing a Claim
Voiding a Claim
Editing a Claim

Follow the steps below to edit an existing claim.

[image: image748.png]


A claim can only be edited if its status is Hold.

[image: image749.png]


To Edit a Claim

1. On the home page, click the View Existing Claims link. The My Claims search filters display.

2. Complete the filters as needed and click Search.

3. From the Investor Claims Status Summary screen that displays, click the claim number link of the claim you want to edit.

4. Edit the following information as needed:

· To edit the Seller Servicer ID, clear the previous data and type the new information.

· To edit the Claim #, clear the previous data and type the new information.

· To edit a line item, click its corresponding Edit button. The Edit Claim Line Item window displays. Edit the fields as needed and click OK.

· To delete a line item, click its corresponding Delete button. Note: If you want to delete all the line items associated to the claim, click the Remove All button.
· To add a new line item, click the Add Line Item button. The Add Claim Line Item window displays. Complete the fields according to line item you want to add. Refer to step 6- Adding a Line Item of Creating a Claim for more details.

5. Click the Save and Submit button to submit the claim to Fannie Mae. Or, click the Save & Hold button to place the claim on hold for later submission. Note: The Save & Hold button will not submit the claim to Fannie Mae. 

Related Topics:

Editing a Claim
Viewing Existing Claims
Voiding a Claim
Viewing Existing Claims

Follow the steps below to view an existing claim. 
[image: image750.png]


To View Existing Claims

1. On the home page, click the View Existing Claims link. The My Claims search filters display (see Figure 1).

[image: image751.png]Fold 5

Submitted
|Acknowledged

Emm_g

|Ataska
|américan Samoa

=
[Dupicate Line ftem —

[esta e Exceeds Life of Loan Total Cost Allowable
Exceeds Life of Loan Total Fees Allowable

lcamstats:

ftate:

e Bxcentons:

@ Daplay Cloms Wit Any Combination o Selected Exceptons
© Diplay Clars That xacty Match the Selected Exceptions

M

[Abcl
frev] =

A 5] seerseneer o
A0 3] imesoctom = o
41D 3] o=

sevvariom =

Gomstatng s

Gom g srarge:

sesne

Createa Gate ]





Figure 1 My Claims Search Filters

0. Complete the filter fields according to the claims you want to display in the search results. Note: For more details related to the available filter options and their functionality, see My Claims Filters.

1. Click the Search button. The Investor Claims Status Summary report displays. Note: When the report displays data in the Amount to Pay column in red text, this is an indicator that Fannie Mae curtailed a line item on the claim.
2. Click a claim number link to display detailed information about the claim. The Claim Editor screen displays (see Figure 2).
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Figure 2 Claim Editor Screen

 

The following features are available:

    Click the Notes tab to display/print comments or questions regarding the claim. Note: If the status of the claim is Pending Servicer Review, take appropriate action, such as typing an answer to a Fannie Mae's question in the Comments field and clicking Save Comments. The status becomes Submitted. 

    Click the Print tab to display the claim in a read-only view. From this view, click Print to print the document.

    From the Claim Information section, click the [image: image753.png]


symbol to collapse the Claim Information details. To re-display the Claim Information, click the [image: image754.png]


symbol.

    Click the Validate button to place a web service call to obtain the current loan data and claim data from Fannie Mae's internal systems. Note: The Validate button will display disabled when the claim is in one of the following statuses:
· Acknowledged

· Accepted

· Approved

· Curtailed

· Pending Payment

· Paid

· Payment Rejected

· Denied

· Voided

    Click the Loan # link to display all invoices that pertain to the loan.

    From the Comments section, click the [image: image755.png]


symbol to collapse the Denial Reasons and Comment fields. To re-display the Comments section, click the [image: image756.png]


symbol.

    The Line Items Tab displays by default at the bottom of the page:

· Click the Attach Document icon [image: image757.png]


to view documents attached to a line item. See Viewing a Claim Attachment for more details.

    Click the Exceptions Tab to display the exceptions for the invoice by line item.

    Click the Chronology Tab to display all actions taken on the claim from creation to payment.

    Click the History Tab to display loan level activity, such as claims created against the loan as well as their statuses and dollar amounts billed.

    Click the Claim Assignment Tab to display the user's name that assigned the claim, the date and time the assignment occurred, and the Processor's name the claim was reassigned to.

Voiding a Claim

A Servicer can void a claim, but only if it is On Hold and not yet submitted to Fannie Mae.

[image: image758.png]


To Void a Claim

1. Locate the appropriate claim by clicking the Viewing Existing Claims link on the Home Page.

2. Click the Void button at the top of the Invoice Detail screen. Note: The Void button will only be enabled if the status of the claim is Hold. The claim will no longer display in the Investor Claims Status Summary.

Importing Claims

Servicers can submit multiple Claims to Fannie Mae using a data import process. Contact your IM LPS Desktop® PowerCell Consultant for more information.

Exception Tab - Claims

Use this tab to display all exceptions that occurred during the claim submission. 

 

[image: image759.png]Exceptons

[ —

Exception Department| Category | Subcategory
o Image Provided Foredosure | ATOMY joable

42: Seler/Servicer number 240033 received i not assigned to Loan 8169123, 248733071 the
‘Servicer number for requested oan.





Figure 1 Exception Tab

Chronology Tab

Use this tab to view all actions taken on a claim from creation to payment.
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Figure 1 Chronology Tab

History Tab by the Claim Editor Screen

Use this tab to view previously submitted claims on an investor loan number. Information such as claim number, the date the claim was submitted, the date of the claim status, the department that submitted the claim, the Servicer, the claim status, check number, the claim amount requested and the claim amount to pay is available.
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 Figure 1 Claim History Tab

· Click a claim number link to view the claim in separate window.

Claim Assignment Tab

Use this tab to view the information related to the claim assignment. Information such as, the user that assigned the claim, the date and time the assignment occurred, and the Login ID of the Processor who approved, curtailed, or denied the claim. Note: When business rules have been defined to automatically approve a claim upon its submission, the Assignment column will display Auto Approver as the Processor.
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Chapter 8 – Reconciling an Invoice

Invoice Balancing Overview

Although many of Invoice Management's presentment and billing features are automated, situations can arise where specific line items on invoices will not be paid to the Vendor (disbursements/checks) due to a variety of technical problems. These technical problems can occur for many reasons including missing/invalid data, loans being paid off or released by the Servicer and invalid Vendor payee codes. Topics in this chapter are suggested ways you can balance your invoices on a daily basis depending on the type of mortgage servicing system your company uses to integrate with Invoice Management (i.e. LPS Desktop MSP® , FiServ™ MortgageServ® or proprietary system).

 

What is invoice balancing?
 

Balancing is the process of locating unpaid line items on invoices by means of pulling various Invoice Management reports and identifying the technical errors that cause the non-payment situation. This can also involve reconciling the invoice line items to other reports outside of Invoice Management to help identify the technical errors.

 

When and why should I perform invoice balancing?

 

Ideally, invoice balancing should be performed on a daily basis. Daily balancing helps you identify non-payment problems up front and resolve the issue before they become major problems with your Vendors. Daily balancing also helps obtain faster resolutions when the Invoice Management team or your mortgage servicing integration company must be involved.

 

How does ACH [image: image763.png]


Automated Clearing House – An optional feature Servicers can use to pay Vendor invoices electronically. Requires Vendor participation. Payment affect invoice balancing?

 

If your company has registered to pay approved invoices by ACH (Automated Clearing House), the process of ensuring that all approved invoices have been paid is basically the same as the process for checks. Note: For ACH, there is a three business day delay before paid invoices will display on Invoice Management reports. Therefore, you cannot balance ACH payments until three business days after they are generated.  

 

Related Topics:

ACH Overview
Balancing Invoices 

MortgageServ Error Codes
Balancing Invoices

Follow these invoice balancing steps if your company uses LPS MSP mortgage servicing system or FiServ's MortgageServ mortgage servicing system. Note: ACH is only available to MSP users at this time.
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The following steps assume you have Microsoft® Excel installed on your computer and have a working knowledge of this spreadsheet program. You must also be assigned to the Import / Export Notification permission group. Members of this permission group receive e-mail notifications when DDC1A nightly backend process where Invoice Management readies all approved invoices for payment. Exports, Final Bill Imports, ACH [image: image765.png]


Automated Clearing House – An optional feature Servicers can use to pay Vendor invoices electronically. Requires Vendor participation. Payment Imports and DDC1 Payment Imports complete for their company. Contact your system administrator or IM LPS Desktop® PowerCell Consultant for more information.

 

Interpreting DDC1A nightly backend process where Invoice Management readies all approved invoices for payment. and ACH [image: image766.png]


Automated Clearing House – An optional feature Servicers can use to pay Vendor invoices electronically. Requires Vendor participation. E-mail Notifications

 

As a member of the Import / Export Notification group, you will receive an e-mail notification for each of the following DDC1A nightly backend process where Invoice Management readies all approved invoices for payment. and ACH processes as each one completes for your company:

· DDC1 Check Request Processed (see Figure 1 for an example)
· DDC1 Payment Import (see Figure 2 for an example)

· ACH Payment Import (see Figure 3 for an example) - This e-mail will not be sent until the ACH process is completed (3 full business days after ACH payments have been generated). For example, if ACH payments are generated on May 1st (a Thursday), you will not receive the e-mail until the evening of the 6th (a Tuesday). Since ACH transactions will not be available on reports until the ACH process is completed (3 full business days after the ACH payments have been generated), you will not be able to balance ACH payments until you receive this e-mail.
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All the balancing steps described later in this topic should be completed even if the DDC1 or ACH Payment Import notice does not indicate any errors. Non-payment issues can be caused by reasons other than error codes.
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Figure 1 DDC1 Check Requested Processed Notification
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Figure 2 DDC1 Payment Import Notification

 

 

[image: image770.png]From:
Tor
o
Subject:  ACH Payment Ipart Notfication

Juto-email notification for ACH Paywent Import.

Servicer Code: 623 Import Date: 3/24/2008 2:00:18 PH
1 Payment records were processed.

1 invoices vere paid in full.

0 Paywent records had error codes.

If paywent records contained error codes, you can determine which line
items were not paid due by checking the Payment Error Report
on the Reports memu in Invoice Nanagement.





Figure 3 ACH Payment Import Notification

 

Locating Unpaid Line Items

1. Once you have received the DDC1/ACH e-mail notifications (see above), run the Payment Request Statistics report to use as your worksheet. This report provides the number of invoices that were partially paid or totally unpaid. If there are no invoices that are partially paid or totally unpaid, skip the remaining steps.

2. Review the Payment Info by Date Report to locate any invoice items that were not paid. Invoice Items that are not paid will not have Check/ACH numbers. Sort the report by Check/ACH numbers by clicking the Check/ACH # column header. This will move all the invoice items missing Check/ACH numbers to the top of the report.

[image: image771.png]


If no items are missing Check/ACH numbers and all items are paid, you can skip the remaining steps in this topic.

0. If items on the report have missing check/ACH numbers, export the report to spreadsheet format (Microsoft® Excel) by clicking the Export link.

1. At the File Download window that appears, click the Save button and follow through with saving the file on your computer (you may want to change the file name to include a date). When the Download Complete window displays, click the Open option. The report will open in Microsoft Excel.

2. Within the spreadsheet version of the report, select and remove all the rows except those that are missing check/ACH numbers. Create a new total after the last entry in the Amount column. Re-save the report in Excel. You now have a reference report of all non-paid items that need to be addressed.

3. Verify that the total of the unpaid line items you created in Step 5 reconciles to the Unpaid Line Items Statistics section on the Payment Request Statistics Report you ran in Step 1.

 

Identifying Reasons for Unpaid Line Items

 

0. Run the Payment Error Report for the same date as the reports you ran in steps 1 and 2 above to identify any errors processing payments in MSP or MortgageServe. After the report displays, reconcile each line item on the spreadsheet version of the Payment Info by Date Report (you saved it in Step 5) to this report. Verify that the total number of line items with errors in this report reconciles to the Line Items with Payment Errors section on the Payment Request Statistics Report you ran in Step 1.

1. For each non-paid line item on the Payment Info by Date Report spreadsheet that you cannot locate on the Payment Error Report, use one or more of the following LPS reports to determine their non-payment reasons: EOC6 Report, P141 Report and T6CM Report. For more information on obtaining and using LPS reports, contact your LPS / PowerCell representative. If you need help determining your LPS / PowerCell representative, please call 904-854-3250.

2. Evaluate each error under the Error Msg column (see Figure 3) to determine how you want to handle each unpaid line item. Click here to download a list of possible error codes. For MortgageServ clients, see MortgageServ Error Codes.
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Figure 3 Payment Error Report's Error Message

0. Click the Invoice # link to see detail of this line item. The invoice status should be Check Requested or ACH Requested.

1. Click the Payments tab. Verify that the Trans Code, Reason Code and CAW Codes are populated correctly.

 

Additional Resources

0. Run one or more of the following reports if more investigation of unpaid line items is needed:

    General Report
    Pending Payment Information
    Payment Request Detail Batch
 

Deciding How To Handle Unpaid Items

    To Pay the Line Item:

· After identifying the reasons for the unpaid item and determining that the invoice should be paid, correct the line item and reset it by selecting the Leave Approved option (see Resetting Invoices for more information). Note: To reset invoice line items, you must be assigned to the Servicer Admin permission group.
    To Deny the Line Item:

· If the line item should be denied and remain unpaid, reset it by selecting the Deny option (see Resetting Invoices for more information). Note: To reset invoice line items, you must be assigned to the Servicer Admin permission group.
Resetting Invoices

Use this feature to reset invoices that have already been processed by the DDC1 [image: image773.png]


A nightly backend process where Invoice Management readies all approved invoices for payment. for payment. The following scenarios are good cases for resetting invoices:

    After conducting Invoice Balancing to discover and correct technical non-payment issues, you want to reset an invoice with the Approved status in order to have the invoice processed again for payment through the DDC1.

    You want to reset an invoice's status from Check Requested to Pending Servicer Review in order to reconsider the initial approval.

    You want to deny payment totally on the invoice by forcing the Denied status.
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To access this feature, you must be assigned to the Invoice Management Servicer Admin or Reset Invoice permission group. See your company's system administrator or contact your IM LPS Desktop® PowerCell Consultant (Contact List) for more details.

[image: image775.png]


To Reset an Invoice

1. On the toolbar, point to Process and click Reset Invoice. The Invoice Process - Invoice Reset Utility search filters display (see Figure 1).
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Figure 1 Reset Invoice Search Filters

0. From the Vendor Name drop-down list, select a vendor to filter by. Note: Multiple Vendors can be selected by pressing the CTRL key and clicking the selection.
1. In the From and To fields, type a date range for the DDC1 [image: image777.png]


A nightly backend process where Invoice Management readies all approved invoices for payment.. Or, click the Calendar icon and select the dates.

2. If you know the invoice number, type the invoice number in the Invoice Number field.

3. Select the Show Invoices With Payment Errors Only check box, if you want to filter only by invoices with payment errors.

4. Click Search to display a list of invoices (see Figure 2).
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Figure 2 Invoice Reset Utility Report

· To view additional invoice details, click an invoice number link.

0. Click the Reset button for the invoice you want to reset (see Figure 2). The Select the Line Items to Reset window displays (see Figure 3).
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Figure 3 Select the Line Items

0. Leave the check box selected for each invoice line item you want to reset. Note: To prevent a line item from getting reset, clear the check box for that item (see Figure 3).

1. Type a reason for the reset in the Reason for Reset field.

2. Select one of the following reset options:

    Leave Approved - Select this option only after:

· You have conducted Invoice Balancing to discover and correct technical non-payment issues. See Invoice Balancing Overview for more details.

· You want to reset an invoice with the Approved status in order to have the invoice processed again for payment through the DDC1. When this option is selected and the Reset Checked button is clicked, the original Teller ID will be changed to the Teller ID of the user resetting the invoice.

    UnApprove - Select this option when you want to reset an invoice's status from Check Requested to Pending Servicer Review in order to reconsider the initial approval.

    Deny - Select this option when you want to deny payment totally on the invoice by forcing the Denied status. Usually applied to non-paid invoices you have discovered during Invoice Balancing and you want to keep them from being paid.

0. Click the Reset Checked button to reset the selected invoices. Note: When this option and the Leave Approved option are selected, the original Teller ID will be changed to the Teller ID of the user resetting the invoice.
1. At the confirmation window that displays, click OK to confirm the reset. 
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See Reports Overview for options available when reports are displayed.

 

Related Topics:

Reset Invoice Report
Reset Invoice Report

Use this report to review invoices that have been reset. To learn how to reset an invoice, see Resetting Invoices.
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To Review the Reset Invoice Report

1. On the toolbar, point to Process and click Reset Invoice. The Invoice Process - Invoice Reset Report search filters display (see Figure 1).  
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Figure 1 Invoice Reset Utility Search Filters

0. In the Vendor Name drop-down list, select the Vendor to filer by. Note: Multiple values can be selected by pressing the CTRL key and clicking each value.  

1. From the From and To fields, type the DDC1 reset date range you want to display in the report. Or, click the Calendar icon and select the dates.

2. Click Search to display the report (see Figure 2). 
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Figure 2 Reset Invoice Search Results

· To view a specific invoice, click an invoice number link.

6. To return to the Invoice Process - Invoice Reset Report search filters, click the Change Search link.
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See Reports Overview for options available when reports are displayed.

 

Related Topics:

Resetting Invoices

Chapter 9 – REO Broker Search

REO Broker Search

Use this feature to display a listing of REO Brokers and to enter the payee code. This will allow the Broker to submit invoices to the Servicer.

 [image: image785.png]


To Search for REO Brokers and Change Payee Code

1. On the toolbar, point to REO Broker and click REO Broker Search. The REO Broker search filters display (see Figure 1).
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Figure 1 REO Broker Search Filters

0. Type one or more values to filter by.

1. Click the appropriate search button. A listing of REO Brokers display (see Figure 2).
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Figure 2 REO Broker Search Results

    To sort the listing by a particular column header, click the appropriate column header.

    To view a list of an REO Broker's service area, click the ServiceAreas link corresponding to the Broker name you want to view.

    To enter a Payee Code, click the link corresponding to the Broker's name. The Broker Changes window displays (see Figure 3).
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Figure 3 REO Broker Changes Screen

· Type the new payee code in the Payee Code field. Verify that the Activated option is selected.

· Click Save Changes.

4. To return to the REO Broker search filters, click Change Search.

Chapter 10 – Managing Orders
Creating Orders

This option allows Servicers to create orders using the Servicer Order Wizard. An order is a document issued by a Servicer to a Vendor, indicating the loan number, type of order, date of order, payee code and amount that the Servicer is willing to pay the Vendor for services. Orders display in the Order Report of the Vendor selected in the Payee Code field.
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To Create an Order

1. On the toolbar, point to Process and click Create Order. The Servicer Order Wizard window displays (see Figure 1).
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Figure 1 Servicer Order Wizard

0. In the Servicer Loan # field, type a valid loan number.

0. From the Department drop-down list, select a department.

1. From the Order Type drop-down list, select the appropriate order type. Note: The Order Type field only displays if Basic Transaction Validation or None was selected for any department in the Order Options menu item.
0. From the Inspection Type drop-down list, select EXT for exterior, INT for interior, or N/A if an inspection type is not applicable. Note: The Inspection Type field only displays when Property Insp. is selected from the Department drop-down list.
1. In the Order Date field, type the date that the service needs to be performed. Or, click the Calendar icon and select a date.

0. From the Payee Code drop-down list, select the unique code that identifies the Vendor. Once created, this order will display in the selected Vendor's Order Report.

0. In the Amount # field, type the amount of the order. Note: If the amount entered is greater than the amount configured by an administrator, an exception will be created.
0. In the Transaction ID field, type the appropriate transaction id.  Note: The Transaction ID field is a user defined field and may display another label name if configured by an administrator. 

0. In the Expiration Date field, select or type the date that the order expires and becomes inactive. Note: The Expiration Date field will only display if configured by an administrator.
0. In the Category and Sub-Category fields, select the appropriate category and the related sub-categories. Note: The Category and Sub-Category fields will only display if configured by an administrator.
0. Click the Save button. An order with Active status is created and is viewable from the Orders Report.

0. To exit the Servicer Order Wizard window, click the Close button [image: image791.png]


.
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To edit the order, see Editing Orders. To delete the order, see Deleting Orders.

 

Related Topics:

Orders Report
Editing Orders
Deleting Orders
Orders Report

Orders are formal requests from a Servicer to a Vendor to provide a service. Use this report to display orders. Orders can also be edited and deleted from this report. See Editing Orders and Deleting Orders topics for more details.
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To Review the Report

1. On the toolbar, point to Loan Level and click Orders Report. The Loan Level - Orders Report search filters display (see Figure 1).
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Figure 1 Order Report Search Filters

0. In the Loan Number field, type a loan number.

1. From the Vendor Name drop-down list, select the Vendor from which you want the service.

2. From the Order Type drop-down list, select the type of order.

3. In the Order Date Range section, type the date range the service needs to be performed.

4. In the Created Date Range section, type the date range the order was loaded into the application. 

5. In the Cancelled Date Range section, type the date range the order was cancelled. Note: This option only displays if configured by an administrator. 

6. From the Invoiced section, click the Yes option button to return valuations that have been invoiced against, No to omit valuations that have been invoiced against, or Both to include both options. Note: This option only displays if configured by an administrator. 

0. Click Search. The Orders Report displays.

· To edit an order, click the Edit button. See Editing Orders for more details.

· To delete an order, click the Delete button. See Deleting Orders for more details.

0. To return to the Loan Level - Orders Report search filters, click the Change Search link.
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See Reports Overview for options available when reports are displayed.

 

Related Topics:

Creating Orders
Editing Orders
Deleting Orders
Editing Orders

This option allows Servicers to edit orders from the Orders Report.
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To Edit an Order

1. On the toolbar, point to Loan Level and click Orders Report. The Loan Level - Orders Report search filters display (see Figure 1).
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Figure 1 Orders Report Search Filters

0. In the Loan Number field, type a loan number.

1. From the Vendor Name drop-down list, select the Vendor for which you want to edit the order.

2. From the Order Type drop-down list, select the type of order.

3. In the Order Date Range section, type the From and To date range the order was initially created for.

4. In the Created Date Range section, type the From an To date range the order was loaded into the application. 

0. Click Search. The Orders Report displays.

0. Locate the order to edit and click the corresponding Edit link. The Servicer Order Wizard window displays with all fields populated.

1. Edit the fields, as needed.

2. Click the Save button.

3. Exit the Servicer Order Wizard by clicking the [image: image798.png]


button.

4. To return to the Loan Level - Order Report search filters, click the Change Search link.

 

Related Topics:

Orders Report
Deleting Orders
Deleting Orders

This option allows Servicers to delete orders.
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To Delete an Order

1. On the toolbar, point to Loan Level and click Orders Report. The  Loan Level - Orders Report search filters display (see Figure 1).
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Figure 1 Orders Report Search Filters

0. In the Loan Number field, type a loan number.

1. From the Vendor Name drop-down list, select the Vendor for which you want to delete the order.

2. From the Order Type drop-down list, select the type of order.

3. In the Order Date Range section, type the From and To date range the order was initially created for.

4. In the Created Date Range section, type the From an To date range the order was loaded into the application. 

0. Click Search. The  Loan Level - Orders Report displays.

0. Locate the order to delete and click the corresponding Delete link. The order will be removed from the report results and deleted from the system.

1. To return to the  Loan Level - Orders Report search filters, click the Change Search link.

 

Related Topics:

Orders Report
Chapter 11 – Loan Level Management
Final Bill Overview

The Final Bill module allows you to create and monitor deadlines for invoice submissions by Vendors on a per loan basis. With Final Bill, you can control selected events in the default process and can prevent Vendors from submitting invoices after a Final Bill deadline has passed. Final Bill can also be used in conjunction with a servicing transfer (see Creating a Service Released Final Bill) or a claim filing. In addition, Final Bill is also useful when a loan has been paid in full or has been charged off.

 

When you create a Final Bill deadline notice on a loan, one of the following actions can occur:

    If a Vendor's previously submitted invoice is involved or if the Vendor does not have an invoice to submit, the Vendor can respond and complete the deadline by using one of two options in the Invoice Deadline Pending Report. One option is to indicate that an invoice was "Already Submitted" and the other is to note that there is "No Invoice To Submit." To monitor deadlines not yet responded to by the Vendor, review the Invoice Deadline Pending Report topic under the Reports chapter.

    If the Vendor attempts to submit an invoice after the deadline and you do not indicate that no further invoices will be accepted, the invoice will be tagged with the “Late Invoice” exception.

    If the Vendor attempts to submit an invoice after the deadline and you do indicate that no further invoices will be accepted, a pop-up message will appear during invoice submission that informs the Vendor that you are no longer accepting invoices on the loan. As a result, the Vendor will be prevented from creating the invoice.

    If the Vendor attempts to submit an invoice by the deadline, the deadline is treated as "Completed With a Timely Invoice."

Related Topics:

Creating a Final Bill
Creating a Service Released Final Bill
Editing or Deleting a Final Bill
Creating a Final Bill

Follow these steps to create a final bill. For an overview on final bill, see Final Bill Overview.
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To Create a Final Bill

1. On the toolbar, point to Loan Level and click Create Final Bill. The Create Final Bill search filter displays (see Figure 1).
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Figure 1 Create Final Bill search filter 

0. In the Servicer Loan No. field, type a loan number and click Submit. The Create Final Bill screen displays more filters (see Figure 2).
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Figure 2 Create Final Bill

0. From the Vendor drop-down list, select the Vendor that requires the final bill.

0. In the Final Bill Due Date field, type the due date. Or, click the Calendar icon and select a date. Note: The default is set by your company administrator.
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The Final Bill Due Date cannot be set prior to today.

0. From the Department(s) drop-down list, select the department needing the final bill. Note: Multiple departments can be selected by pressing the CTRL key and clicking the selections. 

1. From the Reason Code drop-down list, select the reason for the final bill.

2. Using the Notes field, type a brief comment if needed (100 characters maximum).

3. Select the No Further Invoices Accepted After Deadline check box if you want to prevent a Vendor from submitting an invoice after the deadline date. Clear the check box if want to allow an invoice to be submitted; however, the invoice will be tagged with a "Late Invoice" exception. 

0. Click Add to create the final bill. 

Creating a Service Released Final Bill Deadline

Follow these steps to create a final bill deadline to prevent Vendors from submitting invoices after the deadline date has passed or to create a "Late Invoice" exception. The loan will be released to another servicing company at the same time. For an overview of a final bill, see Final Bill Overview.

[image: image805.png]


To Create a Service Released Final Bill Deadline

1. On the toolbar, point to Loan Level and click Create Service Released Final Bill. The Create Service Released Final Bill search filter displays (see Figure 1).
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Figure 1 Create Service Released Final Bill Search Filter

0. In the Servicer Loan No. field, type a loan number and click Submit. A Service Release Final Bill Utility screen displays (see Figure 2).
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Figure 2 Service Release Final Bill

0. From the Vendor Name drop-down list, select the Vendor needing the final bill.

0. In the Final Bill Due Date field, type the final date. Or, click the Calendar icon and select a date. Note: This is the last date that an invoice should be submitted. The default is set by your company administrator, but can be modified.
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The Final Bill Due Date cannot be set earlier than today's date.

0. From the Department(s) drop-down list, select the department needing the final bill. Note: Multiple departments can be selected by pressing the CTRL key and clicking the selections.
1. From the Reason Code drop-down list, select a reason code.

2. Using the Notes field, type a brief comment (100 characters maximum).

3. Select the No Further Invoices Accepted After Deadline check box if you want to prevent the Vendor from submitting invoices after the final bill due date has passed. If this field is not selected, the invoice will be tagged with the “Late Invoice” exception.

4. In the New Servicer Information section, enter the following information:

    Company Name

    Street Address

    City

    State

    Zip Code

    Contact

    Phone Number

    Reference Number

0. Click Add. At the confirmation window that displays, click OK.

Editing or Deleting a Final Bill

Follow these steps to change the NFIA (No Further Invoices Accepted after Deadline) flag or delete a final bill. For an overview on final bills, see Final Bill Overview.
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To Edit or Delete a Final Bill

1. On the toolbar, point to Loan Level and click Create Final Bill. The Loan Level - Create Final Bill search filters display.

0. In the Servicer Loan No. field, type the applicable loan number and click Submit. The Final Bill Utility filters display (see Figure 1).
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Figure 1 Final Bill Utility Filters

0. Click the Click here to view the Final Bill history for this loan link. The Final Bill History window displays (see Figure 2).
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Figure 3 Final Bill History

0. From this window, you can:

    Change the NFIA flag (No Further Invoices Allowed) by clicking the [image: image812.png]


button.

    Delete the final bill by clicking the Delete button.

    Modify the Deadline Date by clicking the Modify button, entering or selecting a new date and clicking Save. Note: This button is only available if the No Further Invoices Accepted after Deadline (NFIA) field is set to "Y".
0. Click the [image: image813.png]


button to return to the Create Final Bill search filters.

Creating Fee Cost Quote Requests

Follow these steps to create a fee cost quote request to a Vendor. For an overview of the fee cost quote process, see Fee Cost Quote Overview.
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To Create a Fee Cost Quote Request

1. On the toolbar, point to Loan Level and click Fee Cost Quote Utility. The Search Fee/Cost Quote Requests search filters display (see Figure 1).
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Figure 1 Search Pending Fee / Cost Quote Requests Search Filters

0. Click the Create Fee Cost Quote Request ... link. The Create a Fee Cost Quote Request screen displays (see Figure 2).

[image: image816.png]



Figure 2 Request screen

0. In the Servicer Loan Number fields, type the Servicer's loan number.

0. Using the Department drop-down list, select a department and click Next.

· If Bankruptcy was chosen as the department, use the Bankruptcy Chapter drop-down list to select the desired bankruptcy chapter.

· If Foreclosure was chosen as the department, select either Non-Judicial or Judicial from the Foreclosure Process option.

0. Click the Next button to proceed to the next step. The Create a Fee Cost Quote Request screen displays (see Figure 3).
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Figure 3 Second Request Screen

0. Using the Vendor drop-down list, select the Attorney needing the fee cost quote request.

0. In the Quote deadline field, type a deadline date. Or, click the Calendar icon and select a date. Note: This field defaults to a Servicer controlled date; however, you can adjust this date to accommodate your needs.
0. In the Good through date field, type a date. Or, click the Calendar icon and select a date. 

0. From the Quote type options, select a quote type option button:

· Total Amount - Indicates you want the Vendor to submit the total amount due.

· Fees and Costs - Indicates you want the Vendor to submit total fees and total costs separately.

0. If you selected the Total Amount option button, type the total amount of the request in the Total Amount field. If Fees and Costs was selected, type the fee amount in the Fees Amount field and the cost amount in the Costs Amount field.

0. Using the Notes field, enter any comments necessary and click Save.
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Use the Start Over button to jump back to step 3 above. Use the Cancel button to cancel the request.
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The system generates an e-mail notification to Vendors if the quote requests has not been completed within 3 days of the configured deadline. Additionally, a file is attached which lists the uncompleted orders.

Acknowledging Fee Cost Quote Responses

Follow these steps to acknowledge Vendor responses to fee cost quotes. For an overview of the fee cost quote process, see Fee Cost Quote Overview.
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To Acknowledge Fee Cost Quote Responses

1. On the toolbar, point to Loan Level and click Fee Cost Quote Utility. The Search Pending Fee / Cost Quote Requests search filters display (see Figure 1).
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Figure 1 Search Pending Fee / Cost Quote Requests Search Filters

0. If you know the loan number the request was created for, type the loan number in the Servicer Loan Number field. Otherwise, leave this filter option blank.

1. In the Department, Vendor and Requestor drop-down lists, select the data value to filter on.

2. From the Show Within Last section, select an option button that corresponds to the days you want to display in the report.

3. Click Find. The Search Pending Fee / Cost Quote Requests display (see Figure 2).
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Figure 2 Save Acknowledgements Window

· To print the Fee/Cost Quote requests, click View Details and click Print.

· To acknowledge a request, select the Acknowledge? check box and click Save Acknowledgements to record your actions.

Reacquiring a Loan

If a loan has been previously blocked from receiving any invoices through loan removal, it can be reacquired. Follow these steps to reacquire one or more removed loans.
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The ability to reacquire a loan is dependent upon your user profile configuration. Users must belong to the "Reacquire Loan User" permission group to be able to access the Reacquire Loan menu item.
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To Reacquire a Loan 


1. On the toolbar, point to Loan Level and click Reacquire Loan. The Reacquire Loan - Web Dialog window displays (see Figure 1).
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Figure 1 Reacquire Sold Loan

0. In the Enter the loan number(s) to reacquire: fields, type the loan number for each loan you want to retrieve. Note: You must enter at least one.

1. Click Get Loan(s) to retrieve the loans. When successfully reacquired, a status message will display next to the loan number. Note: Click Reset Loans to clear the Loan Number fields and any status messages that display.
Chapter 12 – Managing Help Desk
Unlocking Users

Follow the steps below to unlock users who are currently locked out of Invoice Management due to too many incorrect password login attempts.
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This functionality is only available to users assigned to Help Desk Access Only permission. 
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To Unlock a User

1. From the Help Desk Access home page, locate the user you want to unlock by one of the following options:

· Select a user from the User drop-down list.

· Type the name of the user in the text box, select a Boolean- A system of logical search operators, developed by the English mathematician and computer pioneer, George Boole. The operators refine search routines for better results.  filter option, and click Filter. Note: If several users match the filter criteria entered, a list of names will display. Click the link of the user you want to unlock.
2. From the Help Desk Tasks screen that displays, clear the Locked Out check box (see Figure 1).
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Figure 1 Help Desk Tasks Screen

3. Click Save Tab. If the user's passwords needs to be reset, see Resetting User Passwords for more details.

4. To return to the home page, click Back to Help Desk Access.

 

Related Topics:

Locking Users
Resetting User Passwords
Locking Users

Follow the steps below to lock users from logging into Invoice Management.
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This functionality is only available to users assigned to Help Desk Access Only permission. 

[image: image831.png]


To Lock a User

1. From the Help Desk Access home page, locate the user you want to lock by one of the following options:

· Select a user from the User drop-down list.

· Type the name of the user in the text box, select a Boolean- A system of logical search operators, developed by the English mathematician and computer pioneer, George Boole. The operators refine search routines for better results.  filter option, and click Filter. Note: If several users match the filter criteria entered, a list of names will display. Click the link of the user you want to lock.
2. From the Help Desk Tasks screen that displays, select the Locked Out check box (see Figure 1).
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Figure 1 Help Desk Tasks Screen

3. Click Save Tab.

4. To return to the home page, click Back to Help Desk Access.

 

Related Topics:

Unlocking Users
Resetting User Passwords
Resetting User Passwords

Follow the steps below to reset a user's password. If a user is locked out of Invoice Management, see Unlocking Users for more details.
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This functionality is only available to users assigned to Help Desk Access Only permission. 
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To Reset a User's Password

1. From the Help Desk Access home page, locate the user you want to reset by one of the following options:

· Select a user from the User drop-down list.

· Type the name of the user in the text box, select a Boolean- A system of logical search operators, developed by the English mathematician and computer pioneer, George Boole. The operators refine search routines for better results.  filter option, and click Filter. Note: If several users match the filter criteria entered, a list of names will display. Click the link of the user you want to reset.
2. From the Help Desk Tasks screen that displays, click the Change Password tab (see Figure 1).
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Figure 1 Help Desk - Change Password Tab

3. Type the new password in both the New password and Verify new password fields. For details on the password requirements, see Passwords and Time Out Conventions.

4. Click Save Tab.

5. From the confirmation window that displays, click OK.

6. To return to the home page, click Back to Help Desk Access.

 

Related Topics:

Unlocking Users
Locking Users
Appendix
Flash Player Installation Instructions

Online help is best viewed with Adobe® Flash Player 6.0 or higher installed on your computer. If you get the following message (see Figure A-1) upon opening online help for the first time, the help system will attempt to download and install Flash Player for you. If a Security Warning message appears, follow the steps below to install Flash Player.
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Figure A-1 Flash Player Not Installed Message

 

If you choose to view the Non-Flash version of online help, expect to see a basic HTML version (see Figure A-2).
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Figure A-2 Non-Flash Version of Online Help
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To Install Adobe Flash Player
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If your company restricts you from installing plug-in type software, check with your system administrator about downloading and installing Flash Player manually from www.adobe.com.

1. When a Security Warning displays asking you to install and run Adobe Flash Player, click Yes.

2. Follow any on-screen instructions to complete the installation (you may be directed to restart your computer). After installing Flash Player, you should be able to see a flash formatted online help, see How to Navigate Online Help.

MortgageServ Error Codes

These are explanations of some of the more common error messages for MortgageServ(Fiserv) clients:

    FBR RECORD DOES NOT EXIST FOR THIS ACCT - The loan was reinstated and the loan is no longer in an open default module. (Default Work Station)

    DBCM LINE ITEM MISMATCH - The Reason Code listed on this line item may not match to the Reason Code in MortgageServ(Fiserv).

    THERE ARE NO DETAILS FOR THIS ACCOUNT - Expense codes are not tied to the loan.  

    NO EXPE RCD - This error will include characters/numbers, for example: 684-1000209174-R-RE-0001737) - The Vendor and /or expense codes are not set up or tied correctly.

    INVOICE TOTAL OVER TELLER AUTHORIZED AMT - On the MortgageServ(Fiserv) side, the teller who approved the invoice did not have sufficient authorization for the approved amount.  

    DTE WRK PERFORMED CANNOT BE > CURRENT DT - The date the work was performed cannot be greater than today's date.

    LOAN HAS BEEN SERVICE RELEASED - The loan has been released to another servicing company.

    CANNOT USE LOAN WITH CLS CD 2 OR 8 - The loan has been paid in full.

My Claims Filters

The My Claims filters (see Figure 1) enable Servicers to locate existing claims by specific search criteria. 
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Figure 1 My Claims Search Filters

 

The following options are available:  Note: The options selected and/or entered determines the search results.
· Claim Status - Enables a Servicer to select a claim status from the  drop-down list. Note: Multiple statuses can be selected by pressing the CTRL key and clicking each selection.
· State - Enables a Servicer to select a state from the drop-down list. Note: Multiple sates can be selected by pressing the CTRL key and clicking each selection.
· Exclude Exceptions - Enables a Servicer to exclude claims with exceptions from the search results by selecting the check box.

· Exception Type - Enables a Servicer to include exceptions in the search results by selecting the type of exception from the drop-down list. Note: Multiple exceptions can be selected by pressing the CTRL key and clicking each selection.
· Display Claims With any combination of Selected Exceptions - Enables a Servicer to select this option to return claims that contain at least one or more exceptions selected from the Exception Type drop-down list.

· Display Claims That Exactly Match the Selected Exceptions - Enables a Servicer to return claims that exactly match the exceptions selected from the Exception Type drop-down list.

· Processor - Enables a Servicer to select a Processor's name from the drop-down list to only display claims processed by the selected Processor. Note: Multiple Processors can be selected by pressing the CTRL key and clicking each selection.
· Seller Servicer ID - Enables a Servicer to type the Seller Servicer ID value in the field and select a Boolean- A system of logical search operators, developed by the English mathematician and computer pioneer, George Boole. The operators refine search routines for better results.  method to search by:

· And - Enables the system to return claims that match all the criteria selected and the Seller Servicer ID entered.

· Or - Enables the system to return claims that match all the criteria selected or the value entered in the Seller Servicer ID field.

· Only - Enables the system to return claims that only match the value entered in the Seller Servicer ID field. The remaining criteria will not be included in the results.

· Starts With - Enables the system to return claims that start with the value entered in the Seller Servicer ID field. Note: A minimum of 4 characters is required.
· Does Not Start With - Enables the system to return claims that do not start with the value entered in the Seller Servicer ID field. Note: A minimum of 4 characters is required.
· Exact Match - Enables the system to return all claims that exactly matches the value entered in the Seller Servicer ID field. Note: If no value is entered, the system will bypass this field when generating the results. 

· Investor Loan # - Enables a Servicer to type the investor loan number value in the field and select a Boolean- A system of logical search operators, developed by the English mathematician and computer pioneer, George Boole. The operators refine search routines for better results. - A system of logical search operators, developed by the English mathematician and computer pioneer, George Boole. The operators refine search routines for better results.  method to search by:

· And - Enables the system to return claims that match all the criteria selected and the investor loan number entered.

· Or - Enables the system to return claims that match all the criteria selected or the value entered in the Investor Loan # field.

· Only - Enables the system to return claims that only match the value entered in the Investor Loan # field. The remaining criteria will not be included in the results.

· Starts With - Enables the system to return claims that start with the value entered in the Investor Loan # field. Note: A minimum of 4 characters is required.
· Does Not Start With - Enables the system to return claims that do not start with the value entered in the Investor Loan # field. Note: A minimum of 4 characters is required.
· Exact Match - Enables the system to return all claims that exactly matches the value entered in the Investor Loan # field. Note: If no value is entered, the system will bypass this field when generating the results. 

· Claim # - Enables a Servicer to type a claim number value in the field and select a Boolean- A system of logical search operators, developed by the English mathematician and computer pioneer, George Boole. The operators refine search routines for better results. - A system of logical search operators, developed by the English mathematician and computer pioneer, George Boole. The operators refine search routines for better results.  method to search by:

· And - Enables the system to return claims that match all the criteria selected and the claim number entered.

· Or - Enables the system to return claims that match all the criteria selected or the value entered in the Claim # field.

· Only - Enables the system to return claims that only match the value entered in the Claim # field. The remaining criteria will not be included in the results.

· Servicer Loan # - Enables a Servicer to type the Servicer loan number in the field.

1. Claim Starting $ Range -Enables a Servicer to type a starting dollar amount in the field.

1. Claim Ending $ Range - Enables a Servicer to type an ending dollar amount in the field.

1. Search By - Enables a Servicer to select a search by option, Created Date, Exported Date, or Submitted Date, and type the corresponding date range in the From and To fields.

1. Search - Enables a Servicer to generate the My Claims search results.
Pending Approval Report User-Defined Queues

Servicers have the ability to create their own Pending Approval queue based upon the search criteria selected from the Pending Approval Report. Use the steps below as reference on how to create, modify, or remove a user-defined queue.
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To Create a Pending Approval User-Defined Queue

1. From the Pending Approval Report, complete the following fields accordingly:

· In the Vendor Name, State, Department, Loan Type, Invoice Type, Status, REO Status, Exception Type, and Investor ID drop-down lists, select data values to filter on or leave as All. Note: Multiple values can be selected by pressing the CTRL key and clicking each selection. 

· To display loans that have been closed or cancelled within a certain date range, type or select the date range in the Cancelled and Closed Only From and To fields.

· From the Exceptions options, click one of the following display option buttons:

· Display Invoices with Any Combination of Selected Exceptions

· Display Invoices That Exactly Match The Selected Exceptions

· Display Invoices With No Exceptions

· Select the Include Only Deadlines check box to only include deadlines in the report.

· Select the type of deadline in the drop-down list below it.

· To include only returned invoices in the report, select the Include Only Returned check box.

· To include only routed invoices in the report, select the Include Only Routed check box.

· To include only those invoices with P-Notes attached, select the Include Only Invoices with P-Notes check box.  Note: If this check box is selected, click the Invoice # link in the results to display the P-Note.
· From the Outsourcer options:

· Click the All option button to include all Outsourcers in the report

· Click the Include Only Outsourced option button to include specific Outsourcers selected from the Outsoucer drop-down list.

· Click the Exclude All Outsourced option button to exclude all Outsoucers.

· From the 1st Level options, select one of the following:

· Accepted

· Pending Acceptance

· All

· To filter the report by an invoice's Submitted Date, type a date range in the From and To fields. Or, click the Calendar icon and select the dates.

· To filter by Starting $ Range and Ending $ Range, type a dollar amount range to filter on. The amounts can be negative, but the Starting $ Range amount must be less than or equal to the Ending $ Range. Only those invoices pending approval with balances that fall within this range will display in this report.

· To sort the results by a specific header, select a heading from the Sort By drop-down lists.

2. From the Queue Names drop-down list, click New Filter and click Save Filter Search (see Figure 1).
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Figure 2 Queue Name Filter Option

3. In the text box that displays, type the title of the new queue. Note: The maximum length is 50 characters.
4. Click Save Filter Search. From the confirmation window that displays, click OK.
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To Modify a Pending Approval User-Defined Queue

1. On the toolbar, point to Process and click Pending Approval. The Invoice Process - Pending Approval Report search filters display.

2. From the Queue Names drop-down list, select the user-define queue you want to modify. The Pending Approval Report search filters populate with the defined criteria.

3. Edit the filters as needed and click Save Filter Search. The user-defined queue updates with changes.
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To Delete a Pending Approval User-Defined Queue

1. On the toolbar, point to Process and click Pending Approval. The Invoice Process - Pending Approval Report search filters display 

2. From the Queue Names drop-down list, select the user-define queue you want to delete. The Pending Approval Report search filters populate with the defined criteria.

3. Click Delete Filter Search. 

4. From the confirmation window that displays, click OK. The user-defined queue no longer displays as an option in the Queue Name drop-down list.

