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Disclaimer 

The contents of this publication, including its appendices, exhibits, and other attachments, as updated or revised, are highly confidential 
and proprietary to Wolters Kluwer Financial Services, Inc. or its subsidiaries or affiliates (“Wolters Kluwer Financial Services”). This 
publication is distributed pursuant to a Non-Disclosure Agreement, Evaluation Agreement, License Agreement and/or other similar 
agreement(s) with Wolters Kluwer Financial Services, Inc. or its subsidiary or affiliate. Unless otherwise specifically provided in such 
agreement(s), the reproduction of this publication is strictly prohibited. Use and distribution of this publication are also subject to the 
responsibilities and obligations of such agreement(s), which require confidential treatment of this publication and its contents. 

Except only for the warranties (if any) expressly set forth in the agreement(s) under which this publication is provided (i.e., your 
agreement or license for the described product), this publication is provided “as is”, and Wolters Kluwer Financial Services makes no 
warranty, express, implied, by description, by sample or otherwise, and in particular and without limitation, makes no implied 
warranties of merchantability or fitness for purpose. No modifications to this Warranty Disclaimer are authorized unless in writing and 
signed by the President or a Vice President of the Wolters Kluwer Financial Services entity licensing the product described in this 
publication. 

This publication is intended to provide accurate and authoritative information about the subject matter covered based upon 
information available at the time of publication. Examples given in this publication are for illustrative purposes only. 

Development of this publication and the software (including forms, disclosures, reports, and other documents generated by the 
software) or other products that it describes was based on Wolters Kluwer Financial Services’ understanding of various laws, regulations 
and commentaries. Wolters Kluwer Financial Services cannot and does not guarantee that its understanding is correct. 

This publication is not intended, and should not be used, as a substitute for legal, accounting, or other professional advice. Wolters 
Kluwer Financial Services is not engaged in providing legal, accounting or other professional services. If legal or other professional 
assistance is required, you should seek the services of a competent professional. We encourage you to seek the advice of your own 
attorney concerning all legal issues involving the use of this publication and any products described in this publication. If your 
interpretations or your counsel’s interpretations are contrary to those expressed in this publication, you should of course, follow 
your/your counsel’s interpretations. 

The following notice is required by law: 

WOLTERS KLUWER FINANCIAL SERVICES’S PRODUCTS AND SERVICES ARE NOT A SUBSTITUTE FOR THE ADVICE OF AN 
ATTORNEY. 

Copyright 

Unless otherwise specifically authorized in the agreement or license under which this publication has been provided, no part of this 
publication may be posted, played, transmitted, distributed, copied or reproduced in any form or by any means, electronic or 
mechanical, including photocopying, recording, or retaining on any information storage and retrieval system, without prior written 
permission from Wolters Kluwer Financial Services. 

Requests for permission to reproduce content should be directed to Wolters Kluwer Financial Services Corporate Legal Department, by 
telephone at 1.800.397.2341. 

Trademark Rights 

Vanceo is a trademark of Wolters Kluwer Financial Services, Inc. All trademarks are the property of their respective owners.  

6815 Saukview Drive 

St. Cloud, MN 56303 

© 2018 Wolters Kluwer Financial Services, Inc. 
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Navigation and Resources 

Objectives 

 Learn about navigating.
 Learn about Help resources.
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Navigating and Logging In 
1. Navigate to the URL for Vanceo Mortgage.

• Production environment:
‒  https://vanceo.wolterskluwer.com/

• Test environment:
‒ https://ct-vanceo.wolterskluwer.com/

2. Enter your username and password.

3. Select Log In.

Tip Description 

A Change Password 
 A password is case-sensitive and must be a minimum of eight (8) characters.
 A password expires every 90 days.
 A password must include 3 of the following characteristics:

‒  An alpha character that is uppercase. 
‒  An alpha character that is lower case. 
‒  A character that is numeric. 
‒  A special character. 

4. Select Manage in the left navigator.

https://vanceo.wolterskluwer.com/
https://ct-vanceo.wolterskluwer.com/
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5. Select Administration.

Dashboard 

Tip Description 

A 
Select the  to return to the Dashboard.   

B The left pane displays: 
 Dashboard: Select Dashboard to return to the main Dashboard view.
 Manage: If you have permissions for Mange, select Manage to access administration options and delete party

demographic information.
 Help: Select Help to launch a new window with access to different Help topics.

C Select your name in the upper-right to edit your password and view security information on the page that displays. 

HMDA Processing: allows processing of selected HMDA 
reportable transactions.

Interfaces: to access the setup of Interface Manager.

Parties: maintenance of the party database information.

Administration: to access the Administration section for 
mortgage.

Security: to access security administration. To add, 
remove and unlock users and assign users to 
roles.

Transaction Templates: to create mortgage related 
transactions.

Users: assigning users to a Role which determines which 
checklist tasks can be completed from the workflow
process.
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Tip Description 

D The Open Transaction pane displays the number of transactions in each stage. Select a stage to display only those 
transaction in the selected stage. 
The Open Task pane displays the number of tasks associated with a transaction that are on-time, coming due, and 
past due. Select a status to display only the tasks in the selected status. 

E Transactions Grid 
 The grid displays a list of previously-created transactions available for recall.
 You can filter the list of transactions by using the FILTER button.
Tasks Grid
 The grid displays all tasks available for completion.
 You can filter the list of Tasks by using the FILTER button.

F Starts a new transaction. 

Refreshes a page. 

Downloads the data in xml format. 

G 
 The three-dot menu provides additional options. 

Info button – for additional details The Info icon (upper-right corner) provides details 
about an item. 
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Help Menu 
Select the Help link. 

Tip Description 

A Selecting the HELP link launches a new window. Help includes What’s New, FAQS, and how-to information. 

Software Support Contact Information 
• Visit www.wolterskluwerFS.com/support for training information, FAQs, enhancement request forms, downloads, and

more.
• Send an e-mail to Software Support at complianceonemortgagesupport@wolterskluwer.com
• Phone Software Support at (800) 274-2711 Monday—Friday between 7:00 A.M.—7:00 P.M. Central time. After reaching

the phone menu, select option 9 to dial by extension and enter 1123665. Please have your customer number available.

Creating Desktop Shortcuts for the Test and Production Environments 
Desktop shortcuts help prevent confusion when opening the Vanceo mortgage application in the Customer Test and Production 
environments. Shortcuts can be created for each. 

1. Right-click on your computer Desktop and select New and Shortcut.

2. Enter the web address provided below and select Next. Verify the web address includes the forward-slash (/) at the end.

3. Enter a name for the shortcut and select Finish.

Tip Description

A Do not attempt the log into the Test environment and the Production environment at the same time using the 
same Internet browser, or errors may occur. You may use two different browsers (Internet Explorer and Google 
Chrome) if you need to log in to both environments at the same time. 

http://www.wolterskluwerfs.com/support
mailto:complianceonemortgagesupport@wolterskluwer.com


WOLTERS KLUWER 10 



WOLTERS KLUWER 11 

Administration Setup 

Topics 

 Organizations
 Addresses
 Contacts
 Indexes
 Credit Bureau
 Fees and Charges
 Service Providers
 Policies
 Policy Groups
 Security Administration
 Templates
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Accessing Administration 
1. Select Manage and Administration from the left navigator.

2. Complete the Account Basics section.

Tip Description 

A Loan Decision Must Be Approved To Change Phases – if this option is checked a user must set the transaction to 
approved before it can be changed to the Closing Phase. User Permissions determine who can select the 
approval option.  

B Exclude zero balance liabilities that are Paid of Closed – if using optional credit bureau interface this would 
allow those items to be excluded if applicable.  

C Do Not Allow Duplicate Loan Numbers - if this option is checked a user must put in a unique loan number.  
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Organization Information 
1. Select Organizations on the menu.

2. Select +Organization to add a location.

3. Complete the applicable organization information.

4. Select Save when finished.

5. Select +Organization and repeat steps 2-4 to add additional locations.
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Tip Description 

A Items with asterisks are required. 

B Legal Name 
The organization’s legal name prints on most documents. 

C Short Name 
The short name identifies the branch location that will appear for end users to select in the list in Loan Definition. 

D Location ID 
The Location ID is the branch number used with the Jack Henry Core Director interface. 

E Lender ID 
This field collects the license number for Maryland the license number prints on the Lender and Originator Disclosure 
document for collateral that is located in Maryland. 

F Legal Entity Identifier 
This field collects the number that is used as part of the Unique Loan Identifier (ULI) number for HMDA reportable 
transactions. 

F Organization Description 
The description prints on approximately 192 documents. For example, the description prints in the Lender Signature 
Section on the RESPA Servicing Disclosure Statement and Assignment—Leases and Rents. 

G Reg B Regulator, Default Contacts and Alternate Addresses 
Options will display after the items have been established/setup in Contacts section. 

H Alternate Addresses Assigned 
Alternative addresses display after they have been set up in the Addresses section. 

I To delete a location, hover over location and select the X. 

Add Addresses 
You can set up alternative or additional addresses for selected documents in the Addresses section. 

For example, you may want an alternative address to print on the “How to Make your Mortgage Payment” document in the 
section telling customers where they can mail payments. Select the Payment Center option in the Type of Alternate Address list 
and enter the address to print in that section on the document. If you have a different address where the customer can make 
their payments in person, select the Address for in Person Delivery option and enter the address to print in that section. 

1. Select Addresses in the menu.

2. Select +Address.

3. Select the document type from the list.

4. Complete the address information.

5. Select the organizations that will use this alternate address.

6. Select Save. Repeat steps 2-5 for each alternate address.
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Tip Description 

A Document Return To and Document Preparer information will be entered in the Contacts section. 

Contact Information 
Contact types include the following: 

• Document Return to: Prints in the “document return” section on the Mortgage or Deed of Trust for applicable
jurisdictions.

• Loan Officer: Prints the name and NMLS on applicable documents such as the Note and Mortgage.
• Trustee: Not currently functional.
• Preparer: Prints in the "preparer" section on the Mortgage or Deed of Trust for applicable jurisdictions.
• Flood Lender Contact: Appears only if your account is licensed for Flood Determination Services. The contact appears

only on Standard Flood Determination.
• Reg B Regulator: Adds the entity name and address to the Adverse Action.
• Real Estate Broker: Creates a list of options to select from during a transaction or can be added to individual transaction.
• Settlement Agent: Creates a list of options to select from during a transaction or can be added to individual transaction.
• Organization Contact: Prints on the following documents:

 Borrowers Signature Authorization  Initial Tax Authorization Notice NJ

 Interim Interest Payment Disclosure CA  Mortgage Application Disclosure NY

 Mortgage Review Letter  Notification Of Loan Payoff

 Release Of Real Estate Security Instrument  Release Of Security Instrument With Evidence Of Debt CO
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 Release Of Security Instrument Without
Evidence Of Debt CO

 Title Guaranty Application-IA

 Simplified Employee Pension Plan Document  Application Disclosure-M2

 Deed Of Trust-Fannie Mae Freddie Mac  Fannie Mae 1008 and Freddie Mac 1077 Underwriting
Transmittal

 HA Condominium Recertification  Mortgage Loan Commitment

 Notice Of Change In Status Of Tax Escrow
Accounts NY

1. Select Contacts on the menu.

2. Select +Individual or +Entity.

3. Select the applicable contact types(s). Complete the contact information.

4. Select Share with Orgs.
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Tip Description 

A The Contact types that display depend on the products your organization is using and may differ from our example 
above. 

B The data fields will change depending upon the selection type made. More than one option can be selected to reduce 
multiple entries. 

C REG B Regulator (Displays for an entity.) 
If selected, the Phone Number, Email, and Fax options disappear. Reg B information prints on the Adverse Action 
documents. 

D Authorizing Office and Responsible Officer 
This information is used by TSoftPlus. 

E Loan Officer 
If selected, NMLS and License ID options display. The loan officer name and NMLS number print on the applicable 
documents such as the Loan Estimate, Closing document, Note, etc. The License ID number, issued by a state, only 
prints on the Loan Estimate and Closing Disclosure. 

5. Select the applicable organizations where the contact is associated and select Close.

6. Select Save.

Tip Description 

A After completing the Contacts section, navigate to Organizations and attach the contact(s) to the applicable 
organization. 

B To delete a contact, hover the mouse over the contact and select the X to the right of the contact. 
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Add/Review Indexes 
1. Select Indexes on the menu.

2. Select an index in the Index column to view a pre-defined index. Select Save when finished reviewing.

Tip Description 

A Uncheck the Active box in the Active column if the rate should not be available for transactions. 

3. Select +Index to add a user-defined index.

4. Enter the applicable information.

5. Select Save when finished.
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Tip Description 

A If you select the LIBOR Rate option, the interest rate is carried out five decimal places. If unchecked, the rate is carried 
to three decimal places. 

B Description 
The description prints on the note in the Index section describing the index. 

C As of 
Enter how often the rate can change. (Example: weekly) This information prints on the ARM Disclosure in the 
How your Interest Rate and Payment are Determined section. 

D Source 
Enter the publication where the rate information can be found (Example: Wall Street Journal). This information prints 
on the ARM Disclosure in the How your Interest Rate and Payment are Determined section. 

Credit Bureau Information 
Credit Bureau addresses and applicable information print on adverse action documents. Authorization codes for accessing or 
pulling a credit bureau are entered in Interface Manager. 

1. Select Credit Bureau on the menu.

2. Select the bureau name in the Credit Bureau Name column. Update the information. Select Save when finished.

3. Select +Credit Bureau to add a user-defined bureau. Complete the applicable information. Select Save when finished.
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 Fees and Charges 
• The Fees and Charges section is a master list if all fees. In the Policies section, you select the fees to a Fee Policy. When

creating templates, you will attach a Fee Policy to the template.
• In addition to master list of fees, late charges are set up in the Fees and Charges section. Late charges are not assigned to

a Fee Policy in the Policies section. When creating templates or policy groups a late charge is assigned directly to the
template/policy group.

Fees 
1. Select Fees and Charges and Mortgage from the menu.

2. Select +Fee.

3. Select the first applicable fee in the Fee Name list.

4. Complete the applicable detail information for the fee.

5. Select Save.

6. Complete steps 2-5 for each fee you want available for a Fee Policy and/or Template.
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Tip Description 

A User Fee Name 
The user fee name prints only if User Defined is selected in the Fee Name list. This field is not needed if User Defined is 
not selected. 

B Options 
 Section: Select the appropriate option. An option may default depending on the fee name selected.

‒  Taxes and Other Government Fees: If this option is selected, Transfer Taxes displays. 
‒  Payment Attributable to Borrower: This option is available for selection if Transfer Taxes is selected. 
‒  Prepaids: If this option selected, Terms of Coverage displays. 
‒  Other: If this option is selected, the Optional Charge is available. 

 Title Charge: Applies to services related to the issuance of title insurance policies. If this option is selected, “Title”
appears before the fee name.

 Optional Charge: Applies to any items that are not required by the creditor. This option is only available when
Other is selected in the Section list.

C MAPR 
If selected, this fee will be used to calculate the Military Lending Act APR which is known as the MAPR. 

D Points and Fees 
If selected, users can determine if a fee is included in the HOEPA and Qualified Mortgage/Ability to Repay calculations 
at the state and/or federal level. 
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Late Charges 
1. Select +Late Charge.

2. Complete the applicable information.

3. Select Share with Orgs.

4. Verify the applicable organizations are selected. Select Close.

5. Select Save.

Service Providers 
Service providers print on the Written List of Providers document. If an applicant is permitted to shop for a settlement service, the 
institution shall provide the applicant with a document that states a consumer may choose a different provider for the settlement 
service and includes a written list of available settlement service providers. The creditor must identify at least one available 
provider for each service the consumer is permitted to shop. 

1. Select Service Providers on the menu.

2. Select +Individual or +Entity.
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3. Complete the service provider information.

4. Select the applicable fee(s) for the service provider.

5. Select Save.

Policies 

Calculations Policies 
1. Select Policies and Mortgage from the menu.

2. Select Calculations.

3. Complete the applicable information.
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4. Select Share with Orgs. Select the applicable organizations. Select Close.
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5. Select Save when finished.

Tip Description 

A Calculations Interest Method Default 
 US rule: This option will not compound on accrued and unpaid (odd days) interest.
 Actuarial: This option compounds (charge interest on unpaid interest) on accrued and unpaid (odd days) interest.

B If the first payment is due on the last day of the month, make subsequent payments occur on the last day of the 
month 
If selected, the payment will occur on last day of each month and not on a specific date. 

C Calculating Cash to Close 
If selected and using the Standard Disclosures, this option will consolidate the two fields of Total Existing Debt Being 
Satisfied and Payments to 3rd Parties Not Disclosed on the Calculations page into one field which would be titled as 
Disbursement Not Disclosed in Total Closing Costs. 

D Loan Phases 
Define interest rates separately for each phase of a two-phase loan. If selected, this the interest rate can be different 
on phase one for the interest phase and on phase two for the amortized phase. 

E Calculate escrowed property costs over year 1 using the first payment date - When selected, the Escrowed 
Property Costs over Year 1 is based on the first year starting from the First Payment Date.  
When unselected, the Escrowed Property Costs over Year 1 is based on the first year starting from the Closing Date. 
This addition is the result of the TRID amendments that go into effect on 10/1/2018 that permit a lender to choose 
which date to base their calculation on. 
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Variable Rate Policies 
1. Select Policies and Mortgage from the menu.

2. Select +Variable Rate.

3. Complete the applicable information.

4. Select Share with Orgs.
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Tip Description 

A Policy Code 
This information is used when uploading to a core system and should match your core system code. 

B Type of Mortgage 
If you select Fannie Mae or Freddie Mac as the type of mortgage, you must select a plan in the list that displays. Some 
fields may be locked, depending on the selected plan. Refer to the Adjusted Rate Plans below for details about 
available plans. 

C Notification Information 
 This information prints on the Early Disclosure.

‒  Initial Payment Change Notice Minimum Days: The standard number of days is 210.
‒  Initial Payment Change Notice Maximum Days: The standard number of days is 240.
‒  Minimum/maximum number of days’ notice…: This notice is provided to a consumer before a payment

change. 
 If the variable rate does not adjust every 60 days or more frequently, the minimum and maximum standards are

60 and 120 respectively.
 If the variable rate does adjust every 60 days or more frequently, the minimum and maximum standards are 25

and 120 respectively.

5. Select the applicable organizations. Select Close.

6. Select Save when finished. Repeat for additional policies.

FNMA/ 
FHLMC 

Plan # Index Repay Method Rate Change 
Frequency 

Periodic 
Cap 

Conversion Assumable 

FNMA/ 
FHLMC 

3502/3111 1-yr Treasury Installment 12 months 2% No Yes 

FNMA 3522/3182 1-yr Treasury Installment 12 months 2% No After initial period 

FNMA 3522.44 
TX 

1-yr Treasury Installment 12 months 2% Yes No 

FNMA 3526/3189 1-yr LIBOR Installment 12 months 2% No Yes 

FNMA 3528/ 3187 1-yr LIBOR Installment 12 months 2% No After initial period 

FHLMC 3502 1-yr Treasury Installment 12 months 2% No Yes 

FHLMC 5510/5110 1-yr Treasury Installment 12 Months Varies No After initial period 

FHLMC 5531/5131 1-yr LIBOR Installment 12 Months Varies No After initial period 
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Document Policies 
1. Select Policies and Mortgage from the menu.

2. Select +Documents.

3. Complete the information.

4. Select Share With Orgs.
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Tip Description 

A Affiliated Business Arrangements: An affiliated service provider has an arrangement where a person who is in a 
position to refer business incident to or is a part of a real estate settlement service, or an associate of such a person, 
has an affiliate relationship with a direct or beneficial ownership interest of more than one percent in a provider of 
settlement services. The arrangement exists when either of such persons directly or indirectly refers such business to 
that provider or affirmatively influences the selection of that provider. 
Required: Requires the service provider as condition of loan and adds language to the document specifying the entity to 
use as a provider. 

B 

C Provide the Risk Based Pricing Notice-Credit Score 
If selected, the Notice to Home Loan Applicant-Borrower document is automatically selected. 

D Property Insurance Required 
If selected, a checked box and language are added to the Note and a separate document does not print. 

E If true the lender is authorized to obtain tax information directly from the IRS 
If selected, the Tax Information Authorization (one for each borrower) is automatically selected. 
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Tip Description 

F Loan is Assumable 
If checked, this option defaults checked for all loan transactions. If not selected, the option defaults unchecked for all 
loan transactions. This option can be changed in the transaction. 

G MLA Toll Free Number 
If entered, the number will print on the Statement of MAPR document when the transaction falls under the Military 
Loan Act. This number cannot be entered in the transaction. 

H Select the Application Summary Report 
The Summary Report includes information used to make the loan decision including income, assets, liabilities, loan-to-
value ratios, home-to-income ratios, debt-to-income ratios, and credit scores. 

I Select the Mortgage Fraud Notice (VMP554A) 
This document defines mortgage fraud is a federal offense with serious penalties. The general recommendation is to 
use the form for all mortgage transactions. The Alabama Department of Banking requires this document. 

J Homeowner Insurance Disclosure 
Select this option to default the applicable insurance language on the Loan Estimate and Closing Disclosure. This option 
can be changed at transaction time. 

K Legal Description 
This information defaults on the Mortgage or Deed of Trust. (Example: See attached Exhibit A). This field can be left 
blank. 

L Mortgage Loan Payments 
Complete this section to include the cut-off times and payment requirements in the disclosure section on the “How to 
Make your Mortgage Payment” document for servicers who do not credit the payment on the day of the receipt 

M Use the alternate version of the document(s) where checkboxes and inapplicable content have been removed 
Select this option to select the dynamic version of the note that removes checkboxes and items that do not apply to the 
transaction. 

N Exclude lender signature line from security agreements 
Currently not active. 

O Number of witness lines 
 The One option is only available for AL, DE, GA, and NJ.
 The Two option is only available for CT, FL, LA, MI, ME, PA, SC, and VT.
 Witness lines print on recordable documents.
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5. Select the applicable organizations. Select Close.

6. Select Save when finished. Repeat for additional policies.

Property Costs Policy 
This section is optional and can be completed or changed during the transaction. Used for escrow and non-escrowed property 
costs. 

1. Select Policies and Mortgage from the menu.

2. Select +Property Costs.

3. Select + in the Property Costs Items section to default property costs. (Example: Homeowners Insurance and Taxes.)

4. Select applicable options in the Reserves Paid and Cushion sections.
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5. Select Share with Orgs and share with the organization(s).

6. Select Save when complete.

Tip Description

A Escrow Account Type list options 
Consumer waived the optional escrow account: escrow account is not required in connection with the transaction. 
Borrower will manage payment of taxes and insurance outside of an escrow account. This option will select ‘you 
declined it’ in the Escrow Account section on page 4 of the Closing Disclosure. Property costs can be entered only as 
Waived in the Property Costs table. When selected, the options in the Mortgage Insurance section will be disabled. 
Escrow account established and optional: escrow account is not required in connection with the transaction and an 
account will be established for the payment of such items as taxes and insurance. Property costs can be entered as 
Escrowed, Non-Escrowed, or Waived in the Property Costs table. When selected, the options in the Mortgage Insurance 
section directly above the Property Costs section will be disabled 
Escrow account established and required: escrow account is required in connection with the transaction. Property 
costs can be entered as Escrowed, Non-Escrowed, or Waived in the Property Costs table. When selected, the options in 
the Mortgage Insurance section directly above the Property Costs section are available because the inclusion of 
mortgage insurance requires an escrow account. 
Escrow not applicable: escrow account is not applicable for the transaction. Choosing this option will select ‘your lender 
does not require of offer one’ in the Escrow Account section on page 4 of the Closing Disclosure describing why an 
escrow account was not established. Property costs can be entered only as Non-Escrowed in the Property Costs table. 
When selected, the Mortgage Insurance section directly above the Property Costs section is not available. 
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Loan Definition Policy 
1. Select Policies and Mortgage from the menu.

2. Select +Loan Definition.

3. Select the applicable options in the ATR/QM TEST section. Only the selected options will be available during a transaction.

4. Select Share with Orgs and share with the organizations.

5. Select Save when finished.

Tip Description 

A HMDA Applies can be changed during a loan transaction if Allow User to Edit in Transaction is selected. 

B There can be more than one Loan Definition policy if needed. 

Fee Policies 
1. Select Policies and Mortgage from the menu.

2. Select +Fees.

3. Enter a policy name and select applicable fees.

4. Select Share with Orgs and select applicable organizations.

5. Select Close.

6. Select Save.
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Tip Description 

A You must set up fees in the Fees and Charges section before the fees are available to use in a fees policy. 

B This section allows you to have multiple fee policies if your fees are different per loan product. 

Policy Groups 
• Policy Groups are Optional. They provide benefits by defaulting common policies this can also be done in templates.
• All setup, including indexes, variable rate products, late charges, fees policies, and document policies, must be set up

before setting up policy groups.

1. Select Policy Groups and Mortgage from the menu.

2. Select +Policy Group.

3. Complete the applicable information

4. Select Share with Orgs and select applicable organizations.

5. Select Save.
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Tip Description 

A Name 
Identifies the policy group for end users. 

B Description 
Used internally and does not display. 

C The selections made in the lists default at transaction time and can be changed if more than one policy exists. 
Selections do not have to be made in every list. If not applicable, leave the list blank. (Example: Variable rate) 
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Security Administration 

Security Administration includes setting up Roles and User Management sections that define roles and set up users in the 
software. 

1. Select Manage and Security in the left navigator.

Review or Add Role Information 

A role is a group of permissions assigned to a user that grants access to different functions in the software. After setting 
up roles, users can be assigned to a role. 

1. Select Roles on the menu.

Tip Description 

A You can use the predefined roles and/or you can add additional roles. 

B To view the permissions for the pre-defined roles, select the name of the role in the Name column. 
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Tip Description 

C  Do not delete default roles. You do not have to attach users to the roles; however, removing default roles may
remove administrator access rights.

 You should have at least two people with the "Manage Administration for ComplianceOne mortgage" role at your
organization.

D Refer to the Roles section in Security Administration Help for descriptions of each of permission. 

2. Select +ROLE to add a user-defined role. Enter the name and description. Select the applicable permissions/functions. Select
Save when finished
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User Information 
1. Select Users on the menu.

2. Select +User to add user. Enter the user’s email address in the Username field and confirm the user’s email in the confirm
field. The User Description is optional.
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3. Select the applicable roles.

4. Select Save when finished.

Tip Description 

A After setting up a user, an email is sent immediately to the user so they can register and log into mortgage. Set up 
users only if they are ready to use the application. 
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Tip Description 

B Locked Users and Resetting Passwords 
If a user is locked out after using the product: 
 Select the user’s name.
 Verify Locked is selected under User Status.
 Select Unlock User under User Information and select Reset Password.
 A link to reset their password will be sent to the user.

IP Filtering Whitelist 
• IP Filtering Whitelist displays only if a logged-in user has the Manage IP Filtering permission assigned in Security

Administration.
• Enabling IP Filtering will limit access for all users to the IP addresses listed below.
• Setting for IP filtering apply to all products listed on the Account Basics page.

1. Select IP Filtering on the menu.

2. Select +IP Address. Enter the IP address to limit access.
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Transaction Templates 
Transaction templates store standard information which typically does not change with each transaction in a reusable format. The 
template pages closely resemble a live transaction and a user can switch between the application phase and the closing phase. 

• Creating and maintaining templates with standard transaction characteristics and used when creating new transactions
provides accurate and consistent information from transaction to s transaction.

• Planning is an important part of creating templates. Review your current loan types and the consistent data entry for the
loan types to determine the transaction types and data that can be used in a template. 

• For information about data entry in a transaction, refer to the End User Training Guide and application Help.

1. Select Manage and Transaction Templates in the left navigator.

2. Select +Mortgage Template.

3. Enter a template name and select a process (if applicable) after the Loan Definition page displays. The Process list was set up
in Process Designer and will trigger tasks based on the selected process.
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4. Complete other default information on the Loan Definition page.

Tip Description 

A Field properties (such as protected and invisible) cannot be established. The field completion is default data. 

B 
Templates start in the Application Phase but can be changed to the Closing Phase by selecting  . Default 
information entered in the Application Phase will transfer to the Closing Phase. 

5. Select Parties on the menu.

Tip Description 

A If you add a placeholder for Borrower(s), you can complete additional data entry on documents if parties are 
associated with the transaction. Each party that is added in a template will be assigned a system generated number. 
That system generated number will appear in Document Data for the documents associated with a Party. 

B When creating a transaction from a template, you will be prompted to replace or remove the placeholder with the 
actual party of the same type. (Individual, Sole Proprietor, etc.) 

C You can add additional parties in the transaction if needed. 

6. Select Financial Analysis on the menu. Default any common data if applicable.
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7. Select Collateral on the menu. Default any common data if applicable.
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Tip Description 

A The Buyer's Real Estate Broker and the Seller's Real Estate Broker can be defaulted if applicable. 

8. Select Calculations on the menu. Enter data to default where applicable. Refer to the End User Training Guide for information
about data entry items.

9. Select Document Data on the menu.
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10. Select options in each section as applicable.

11. Select a document in the Forms to View First and select View Documents. Complete default data if applicable for each
applicable document.

12. To complete default data for the Closing Phase, select Closing Phase.

13. Review all sections in the Closing Phase and select Back when finished.
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About Accounts 

What are Accounts? 
• Wolters Kluwer establishes the initial account(s). An initial account includes the customer number, billing ID, and

licensed products. A financial institution may add additional accounts by using the Copy feature. Although some items
can be changed, other items cannot be edited.

• Different billing codes, different Flood codes, and/or non-sharing of data are the most common reasons for setting up
additional accounts.

The diagram below shows an institution with three accounts. (This example applies to a holding company). 

• Each circle represents an account.
‒ Each account (circle) can have locations or branches under it. 
‒ The circles do not share data and each account must set up their own required administration menu options. The 

setup items are not copied to another account. 
‒ Users can be set up in multiple accounts as needed. 

• The rectangles under each circle are the locations or branches under each account.
‒ The locations/branches can share data and may have policies that are the same as or different from the account. 

Account 1 Account 2 Account 3 
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Copying Accounts 
1. Select Accounts in Security Administration.

2. Hover over the account name and select  to the right of the account to copy an account. 

3. Select Accept in the confirmation box.

4. Select the copied account and complete the following menu sections for the newly created account: Organizations, Addresses,
Users, Roles, Contacts, Indexes, Credit Bureau, Fees & Charges, Service Providers, Policies, and Templates.

Tip Description 

A The initial account is established by Wolters Kluwer and contains the customer number, billing ID, and licensed 
products. When copying an account, the customer number, billing ID, and licensed products are also copied. To 
changes these items, contact Wolters Kluwer. 
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Interface Manager Setup 

Topics 

 Kroll Factual Data
 CBCInnovis Credit Reporting
 Wiz Sentinel
 HMDA Wiz
 Fannie Mae Desktop Underwriter
 Freddie Mac Desktop Underwriter
 Flood Determination
 CRA Wiz
 Fannie Mae 3.2 Import and Export
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Setting Up Roles in Security Administration for Interface Manager 
• After the interface(s) are established, a user must be assigned the Basic Access for Interface Manager role before they

can use an interface.

Role Product Description 

Manage Administration for 
Interface Manager 

Interface Manager Grants rights to create users who can access Interface Manager. 

Basic Access for Interface 
Manager 

Interface Manager Grants rights to execute and use an interface. 

Manage Interfaces Interface Manager Grants rights to manage who has edit and view history rights to the 
Interface Manager. 

Setting Up Kroll Factual Data in Interface Manager 
1. Select Manage and Interfaces in the left navigator.
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2. Select Kroll Factual Data BureauExpress in the grid.

Tip Description 

A The available interfaces may be different from our sample and are based on the interfaces licensed by your institution. 

B Setting up an interface includes reviewing and entering information in the following sections: 
 Settings: This information was set up by Wolters Kluwer for your organization. No data entry is needed.
 Parameters and Resources: Enter authorization codes and applicable IDs that apply to all organizations/branches.
 Organization Parameters: Enter specific information for each organization or branch that has different codes, ID’s, 

etc.

C View History For All Interfaces: Select this link for a history of interfaces you have used. 



WOLTERS KLUWER 52 

3. Review the settings information.

4. Select Parameters and Resources on the menu if your organizations/branches have the same codes. Complete steps 5 and 6.
If your organizations/branches have different codes, skip steps 5 and 6 and complete steps 7-13.

5. Enter information for the following codes as applicable:

• OfficeCode
• ClientCode
• ClientCode
• UserName
• Password
• MortgageExperianEnabled: Select true or false.
• MortgageEquifaxEnabled: Select true or false.
• MortgageTransUnionEnabled: Select true or false.

6. Close the window when finished.
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Tip Description 

A If you use a specific credit bureau, verify that true displays in the list for the credit bureau. If the credit bureau should 
not be used, verify that false displays. For example, if ConsumerExperianEnabled field shows false, Experian would not 
be used for consumer credit reports. 

7. Select the Organization Parameters on the menu if any of your organizations/branches have different codes.
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Tip Description 

A A grid displays for each organization/branch. The example above shows grids for the Training and Sample Org 
organizations. 

8. Select +Organization Override for another organization.

9. Select a code name in the list.

10. Repeat steps 8 and 9 to add code names.

11. Enter data or select an option for each code.

12. Repeat steps 8-11 for each organization.

13. Close the window when finished.
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Tip Description 

A Name 
To delete a row, hover over the row, and select the X. 

B When setting up the codes in the Organizations and Parameters section, the following fields required: 
 Office Code
 Client Code
 Mortgage User Name
 Password
 Name of Credit bureau(s): Set to true.
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Setting Up CBC Innovis Credit Reporting in Interface Manager 
1. Select Manage and Interfaces in the left navigator.

2. Select CBC Innovis Credit Reporting in the grid.

Tip Description 

A The available interfaces may be different from our sample and are based on the interfaces licensed by your institution. 

B Setting up an interface includes reviewing and entering information in the following sections: 
 Settings This information was set up by Wolters Kluwers for your organization. No data entry is needed.
 Parameters and Resources: Enter authorization codes and applicable IDs that apply to all organizations/branches.
 Organization Parameters: Enter specific information for each organization or branch that has different codes, ID’s, 

etc.
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Tip Description 

C Navigating 
 Select the Home icon to return to the Dashboard.

 Hover over the  to collapse or expand sections. 
 Select your name in the upper-right corner to edit your password and security information on the page that

displays.

3. Review the settings information.

4. Select Parameters and Resources on the menu if your organizations/branches have the same codes. Complete steps 5 and 6.
If your organizations/branches have different codes, skip steps 5 and 6 and complete steps 7-13.

5. Enter information for the following codes as applicable:

• Mortgage UserName
• MortgagePassword
• Mortgage EquifaxEnabled: Select true or false.
• Mortgage ExperianEnabled: Select true or false.
• MortgageTransUnionEnabled: Select true or false.
• Consumer UserName
• Consumer Password
• Consumer EquifaxEnabled: Select true or false.
• Consumer ExperianEnabled: Select true or false.
• Consumer TransUnionEnabled: Select true or false.



WOLTERS KLUWER 58 

6. Close the window when finished.

Tip Description 

A If you use a specific credit bureau, verify that “true” displays in the list for the credit bureau. If the credit bureau 
should not be used, verify that “false” displays. For example, if ConsumerExperianEnabled field shows false, Experian 
would not be used for consumer credit reports. 
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7. Select Organization Parameters on the menu if any of your organizations/branches have different codes.

Tip Description 

A A grid displays for each organization/branch. 

8. Select +Organization Override to add another organization.

9. Select a code name in the list.

10. Repeat steps 8 and 9 to add code names.

11. Enter data or select an option for each code.

12. Repeat steps 8-11 for each organization.

13. Close the window when finished.
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Setting Up Wiz Sentinel in Interface Manager 
1. Select Manage and Interfaces in the left navigator.

2. Select WizSentinel Interface in the grid.

Tip Description 

A The available interfaces may be different from our sample and are based on the interfaces licensed by your institution. 

B Setting up an interface includes reviewing and entering information in the following sections: 
 Settings: This information was set up by Wolters Kluwers for your organization. No data entry is needed.
 Parameters and Resources: Enter authorization codes and applicable IDs that apply to all organizations/branches.
 Organization Parameters: Enter specific information for each organization or branch that has different codes, ID’s, 

etc.
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Tip Description 

C Navigating 
 Select the Home icon to return to the Dashboard.

 Hover over the  to collapse or expand sections. 
 Select your name in the upper-right corner to edit your password and security information on the page that

displays.

3. Review the settings information.

4. Select Parameters and Resources on the menu if your organizations/branches have the same codes. Complete steps 5 and 6.
If your organizations/branches have different codes, skip steps 5 and 6 and complete steps 7-13.

5. Enter information for the WizSentinelUser and WizSentinelPassword fields.

6. Close the window when finished.

7. Select Organizations Parameters on the menu if any of your organizations/branches have different codes.

Tip Description 

A A grid displays for each organization/branch. The example above shows grids for the Training and Sample Org 
organizations. 



WOLTERS KLUWER 62 

8. Select +Organization Override to add another organization.

9. Select the WizSentinelURL code name from the list.

10. Repeat steps 8 and 9 and add the WizSentinelUser and WizSentinelPassword code names.

11. Enter data or select an option for each code.

12. Repeat steps 8-11 for each organization.

13. Close the window when finished.

Tip Description 

A A grid displays for each organization/branch. The example above shows grids for the Training and Sample Org 
organizations. 
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Setting Up HMDA Wiz in Interface Manager 
1. Select Manage and Interfaces in the left navigator.

2. Select HMDA Wiz in the grid.

Tip Description 

A The available interfaces may be different from our sample and are based on the interfaces licensed by your institution. 

B Setting up an interface includes reviewing and entering information in the following sections: 
 Settings: This information was set up by Wolters Kluwers for your organization. No data entry is needed.
 Parameters and Resources: Enter authorization codes and applicable IDs that apply to all organizations/branches.
 Organization Parameters: Enter specific information for each organization or branch that has different codes, ID’s, 

etc.
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C View History For All Interfaces: Select this link for a history of interfaces you have used. 

D Navigating 
 Select the Home icon to return to the Dashboard.

 Hover over the  to collapse or expand sections. 
 Select your name in the upper-right corner to edit your password and security information on the page that

displays.
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3. Review the settings information.

4. Select Parameters and Resources on the menu if your organizations/branches have the same codes. Complete steps 5 and 6.
If your organizations/branches have different codes, skip steps 6 and 7 and complete steps 7-13.

5. Enter information for the codes.

6. Close the window when finished.
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7. Select Organizations Parameters on the menu if any of your organizations/branches have different codes.

8. Select the +Organization Override to add another organization.

9. Select the HmdaWizlURL code name from the list.

10. Repeat steps 9 and 10 and add the HmdaWizUser, HmdaWizPassword, and Institution ID code names.

11. Enter data or select an option for each code.

12. Repeat steps 9-12 for each organization.

13. Close the window when finished.
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Setting up Fannie Mae Desktop Underwriter in Interface Manager 
With Fannie Mae Desktop Underwriter, you can submit loan applications to Fannie Mae’s automated underwriting service and 
retrieve an Underwriting Findings report that: 

• Provides an assessment of the loan’s potential credit risk and a recommendation.
• Includes a statement of findings specific to the loan that identifies the risk factors that contributed to the

recommendation.
• Outlines the steps necessary to complete processing of the loan application.

Information moves back and forth between ComplianceOne mortgage and Desktop Underwriter. 

• ComplianceOne mortgage sends an initial request, including a loan application, to Fannie Mae.
• Fannie Mae sends a Casefile ID that uniquely identifies the loan request back to ComplianceOne mortgage if the request

meets Fannie Mae requirements.
• ComplianceOne mortgage uses the Casefile ID to request an Underwriting Findings report.
• Fannie Mae responds to the request by sending the report to ComplianceOne mortgage that displays the report.
• Using the loan’s Casefile ID, users can modify the loan application and ask ComplianceOne mortgage to resubmit it if

needed.

1. Select Manage and Interfaces in the left navigator.

2. Select Desktop Underwriter in the grid.
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Tip Description 

A The available interfaces may be different from our sample and are based on the interfaces licensed by your 
institution. 

B Setting up an interface includes reviewing and entering information in the following sections: 
 Settings: This information was set up by Wolters Kluwers for your organization. No data entry is needed.
 Parameters and Resources: Enter authorization codes and applicable IDs that apply to all

organizations/branches.
 Organization Parameters: Enter specific information for each organization or branch that has different codes,

ID’s, etc.

C View History For All Interfaces: Select this link for a history of interfaces you have used. 
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Tip Description 

D Navigating 
 Select the Home icon to return to the Dashboard.

 Hover over the  to collapse or expand sections. 
 Select your name in the upper-right corner to edit your password and security information on the page that

displays.

3. Review the settings information.

4. Select Parameters and Resources on the menu if your organizations/branches have the same codes. Complete steps 5 and 6.
If your organizations/branches have different codes, skip steps 5 and 6 and complete steps 7-13.

5. Enter information for the codes.

6. Close the window when finished.
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7. Select Organizations Parameters on the menu if any of your organizations/branches have different codes.

Tip Description 

A A grid displays for each organization/branch. The example above shows grids for the Training and Sample Org 
organizations. 

8. Select the +Organization Override to add another organization.

9. Select a code name in the list.
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10. Repeat steps 8 and 9 to add code names.

11. Enter applicable data for each field.

12. Repeat steps 8-11 for each organization.

13. Close the window when finished.

Interfaces Not Requiring Setup 
At this time, the following interfaces do not require additional setup: 

• Flood Determination
• CRA Wiz
• Fannie Mae 3.2 Import and Export Uniform Collection Data (UCD)
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Alternate Address 

This grid below provides some of the available options in Alternative Addresses that will affect the mortgage documents. 

Address Type Description Where Does it Print 

Address to return organization's 
copy of the Mortgage Loan 
Commitment document 

Commitment Alternate 
Address 

Does not print in the Lender section at the top, but in 
the first section of contact information on the Mortgage 
Commitment Letter 

Escrow Servicing Escrow Alternate Address Escrow Account Disclosure but not the Escrow 
Instructions or Escrow Waiver documents 

Physical Address for Payment in 
Person 

How to Make your 
Mortgage Payment - 
Anytown 

How to Make your Mortgage Payment Physical Address 
(must select the checkbox to print in Data Entry) 

Payment Center How to Make your 
Mortgage Payment – Main 
First Payment Letter 

How to Make Your Mortgage Payment will automatically 
print in the mailing address 
Prints at bottom of First Payment Letter 

Notes and Addendums Notes and Addendums Header on Consumer Note 

Notice Regarding Inaccurate 
Information 

Notice Regarding 
Inaccurate Information 

Notice Regarding Inaccurate Information (bottom of 
form) 

Payoff Notification or Financial 
Information Release 

Payoff Authorization for Release of Financial Information 

Security Instruments and Riders Security Instruments and 
Riders Alternate Address 

Consumer Note, Deeds of Trust, Mortgage With Future 
Advance Clause, Assignment of Leases and Rents, 
Landlord Lien Subordination Agreement, Consumer 
Security Agreement 
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