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New SectionTips for Configuring the Portal 



Agenda

 Inspection Ordering Demo
 FEMA Widget 
 Smart Reports

 Delinquent Loan Report Widget & Investor
 Process Manager - Workflow
 Rule , Process and Document Checklist
 Financial Statements & Valuation
 Notes and Upload Documents
 Super Search
 Default Dashboard
 Browsing Tips an Configurations



Inspection Ordering Demo



Inspection
Entry

Inspection
Review

Inspection
Ordering

Inspection
Correction



Start with an Ad Hoc Report

Apply date range to 
Next Inspection Date 
for inspection period 

you are ordering



Create Inspection Process from Report Result Set

• Select one or more 
records in the 
report 

• Click Create New 
Process/Task • Select Process

• Your Inspection 
Process

• Start Date
• Assigned To
• Click Apply



Inspection Ordering Work Queue



Inspection Form



Inspection Validation and Review

 Once you enter the next inspection date it will build 
the record for next year.



FEMA Widget 



FEMA Widget

 Feed from FEMA website
 Matches on County
 Identifies the properties in your database potentially 

impacted.
 When the user clicks on the widget it pulls the data 

from the FEMA website real time





Smart Reports



Delinquent Loan Report Widget



Report Widget – Delinquent Loans

 This report widget displays any loan 
where the loan payment was not 
received by the due date. 

 The widget displays the Loan Number,  
Borrower Name, Due Date for 
Delinquency, # of Days Delinquent, 
Current Balance, Property Name, 
Property City, Property State, Investor, 
Original Loan Date, Late Charge Eff 
Date, Servicer, Officer.

 Clicking a record opens the Loan 
Information Screen. 

 Widget Features:  Sort by Column 
Heading, Export to Excel,  Access the 
Loan Information Screen.

• Click to open widget
• Search the screen
• Download to a spreadsheet
• Click on a line and the Loan 

Information screen opens
• Close window 



Delinquent Loan Report



Loan 
Information 
Click on the record in 
Delinquent Loans 
widget 



P& I Payments Delinquent Rule

Delinquent P&I Payments. 

Variable value: specify the minimum number of delinquent payments that 
should trigger designated actions. 

Logic: compare loan master number of payments delinquent PMASTR.CM#PDQ 
against rule detail numeric variable value PRURULED.RDVALUEN. 



Report Widget 
Investor 
Information



Investor 
Information

Each column is sortable

Use Search in upper right of 
widget to limit what 
displays

Example: 
Enter Fannie to search for Fannie  
investors

Download contents into a 
spreadsheet

Click on an Investor to see 
loans to that Investor



Investor Information



Loan 
Information 
Click on a Loan record  
in the Investor 
Information widget to 
open the Loan 
Information screen.



Other Reporting Widgets 



Process Manager - Workflow



Create a Work Flow in Process Manager

Define
business process

Build
the business process 
& tasks in  Process 

Manager

Use 
the business process

Task #

Describe the step (task) in the 
process

1 Review and indicate incomplete 
and/or missing documents

2 Loan Boarding request missing Loan 
Documents

3 Loan Boarding received missing 
Loans Documents

4 Loan Boarding Rent Roll into Rent 
Roll Portal

5 Loan Boarding Loan u/w data info 
Financials Portal

6 Loan Boarding Load Inspection data 
into Inspection Portal



Use a RuleUse a Rule On Demand On Demand 

 The system can 
monitor for the data 
condition to exist 

 The system will start 
the process and put it 
in the business 
person’s work queue

 The business person 
can start a process on 
demand.

How to use the Business Process



Start a Process On Demand in bulk

 Start a process on all loans for an 
Investor from Process Manager in 
bulk (e.g. if the investor has a 
hundred loans, it will instantly 
start 100 processes one for each 
loan)

Or
 Start a Process from a report using 

the report widget



Process & Task Queue Widget



Rule & Process & Document 
Checklist 



Request 
Financials 

from 
Borrower

Upload 
Financials to 

Notes

Enter & 
Spread 

Financials

Approve
Financial

Statements

Send Report 
to Investor

Rules Engine monitors Due 
Date, starts Process X days 
in advance of the Due Date.

Process Manager Assigns work 
to different users or roles. Work 
appears in their queue.

Upload 
Financials to 
Process  Notes 

Financial Statement 
Application uses Forms to 
streamline spreading process

Collect Annual Financial Statements



The System

 System monitors the Fiscal 
year on a Loan with the Rule.

 This rule looks for FS Annual 
Collectables - XX days after 
fiscal year end date  (Rule 
237)

 Example: When it is 90 days 
after the FYE the rule will trip 
and Build a process with a 
Document Check List 

 Add a task to  sends Letter or 
email



Document Checklist-Collectibles



Receive Financial Statement



The System

 System monitors the receipt 
of the Operating Statement 
with the Rule.

 FS Spreading Annual -
Collectables marked received 
- operating statement/rent 
roll (Rule 240)

 Example: When documents 
are received the rule starts a 
process for the user to spread 
the Financials



Financial Statements & Valuation





Financial Statement has a link to Valuation Widget



Financial Statement and Valuation



Tip-Export grid to Spreadsheet

Right-click to select 
Export to Excel



Notes and Upload Documents



Documents

 Document upload- support the following document 
types: Excel®, Word®, PDF, Photo, Email

 Size of document limit is  1 gigabyte
 Documents are uploaded in notes and denoted by 



Searching Notes 



Notes

 To inactivate a note-Click on Note balloon 
 To make a note with in a note- Click on  the Note Balloon.  
 This sub –note is denote by green  shading.



Searching 
Notes
Change the filter for the 
search. Example: “I 
know  John Smith 
called me on this but I 
don’t know when”

Click “Set Filter” to run 
search

Reset Filter returns it to 
the default search for 
the module



Results from Note Search



Note Indicators

 Notes are available in the different modules
 The module displays the Most Recent Note
 Click in the Note field to open Notes
 Click Refresh to display newest Note
 Click Upload to attach documents

• This icon in the Process & Task Queue 
denotes there is an existing Process Note



Entering a Note

 Type your note, it will automatically tag with the module 
you are in

 Mark for External note – the default is internal
 Mark with a Note Sub-Type to further group notes- the 

default is blank



Super Search



Super Search

 Super Search window allowing users to search for an 
Entity Name, Loan Number



Super Search

 Enter Loan Number in search box

 Confirm this is the loan you want 



Super Search

The screen will show only widgets with data on this loan.



Super Search

When you select
“Continue to Search 

results”
Button  it will navigate you 
to the screen below, then 
select the loan you want to 
view



Default Dashboard



‘Create Job’ Options

 Manage Default Dashboards’ can be used to setup customized 
Portal Dashboards for Roles. 

 Allows you to predefine default dashboards with related Widgets. 
 TIP:  Default Dashboards, if used, should be setup prior to 

creating the associated Job Function(s) and Role(s).  Once a new 
Job Function is created and initially tied to the Default View, it 
will not overwrite the existing dashboard.



Default Dashboards (continued)



Default Dashboards (continued)



Browsing Tips and Configurations



Save the Link in Your Favorites

 Create a bookmark by 
clicking on the star

 Fill out the Name
 Select Bookmarks Bar for 

you Folder
 Click Done
 The link is there when 

you need it.



Browser Tips

 Change browser setting to allow pop-ups from the 
Portal URL.  The first time you select a Widget to 
‘Open in New Window’ you might receive a pop-up 
blocker message alerting you to change the setting:



Browser Tips

 F11 key - Makes the screen full screen
 CTRL Key and ‘+’ - Enlarges selected portion of the screen
 CTRL Key and ‘-’ - Reduces selected portion of the screen
 CTRL Key and ‘0’ - Restores the screen to the original size
 Zoom settings should from 90% to 100% for best viewing



Browser Tips- Continued

Clearing History in Chrome
1. On your browser toolbar, tap More icon 
2. Tap History, then tap Clear browsing data.
3. Under "Clear browsing data", select the tick boxes for 

Cookies and site data and Cached images and files.
4. Use the Time Range above Browsing history to select the 

amount of data that you want to delete.
5. Click the Clear Data button
6. Close the browser



Web Portal Dashboard

 Double click and open the app in the Dashboard.
 Top Panel and Left hand Panel still available
 Click Home to return to Dashboard
 Open a Widget by right clicking to open the app in a separate window
 Some applications are easier to navigate with the full window
 Close browser window when done.



Web Portal Dashboard -The Parts

The 
Dashboard

Left Panel

Top 
Panel

Page IndicatorsHome Button



Web Portal Dashboard

The Dashboard shows the following information:
 The number of pages of Widgets.
 Ovals will appear in the center at the bottom of the dashboard in 

cases when there are multiple pages of Widgets.
 The Current Page is represented by the filled in oval.



Web Portal Dashboard

Changing Pages
 To advance to the next page of Widgets or go back to a previous page, 

click the arrows on either side of the window.
 These arrows are only available when you move your cursor to either 

edge of the dashboard.



Changing the Color of a Widget

 Click Change Widget Color.  This 
will open the available color 
options. Select a new color and 
the Widget will be changed.

 Right click on the Widget 
to display the menu



Add Widgets

 Go to the “widget store”  and check it out



Questions?


