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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 lowercase. 
– A character that is numeric. 
– A special character. 

https://vanceo.wolterskluwer.com/
https://ct-vanceo.wolterskluwer.com/
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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. 

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 report format. 

G FILTER    option allows the user to decide between many options which will display what shows on the 
dashboard. (example to view just the users transactions, or a certain phase transactions are 
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Tip Description  
 
 

The Info icon (upper-right corner) provides details 
about an item. 

H  
 The three-dot menu provides additional options. 

Info button – for additional details 
 

  
 

 

 

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 VanceoMortgageSupport@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. 

• Production Environment 
– Vanceo Mortgage: https://vanceo.wolterskluwer.com/ 

• Customer Test Environment 
– Mortgage:    https://ct-vanceo.wolterskluwer.com 

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:VanceoMortgageSupport@wolterskluwer.com
https://vanceo.wolterskluwer.com/
https://ct-vanceo.wolterskluwer.com/
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Starting a New Transaction 

Objectives 
 

 Start a transaction with or without a loan template and/or a workflow process. 
 Start a transaction by copying an existing transaction. 
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Start a Transaction with or without a Template 
1. Verify you are in the correct account if more than one account displays in the upper right corner. 

2. Select Transactions above the grid. 

3. Select + Add. 

 
4. If Loan Templates have been set up, select Proceed Without a Template or Select a Template. 

 

 
Tip Description 

A If you select Proceed without a Template, continue with the transaction. 

B If you select Select a Template, select the template to use for the transaction. 
The loan template cannot be changed, however the workflow process can be changed/remove or added. 

 

 
5. Proceed to the Party Information lesson. 

 

Copy an Existing Transaction 

1. Hover over the transaction to copy and select  to the 
right of the transaction. 

2. Select Copy Transaction. 
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Party Information 

Objectives 
 

 Complete information for the applicant/borrower, co-signer, and/or guarantor. 
 Pull a credit bureau report if applicable. 
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Enter Party Information 
1. If a Process was not applied to this transaction, you may select a process now or when your workflow permits. 

 

 

2. If the transaction was started without a template, select +Borrower. If the transaction was started with a template, select the 
Replace Party. 

Without a template 

With a template 

 
3. Select +Individual to add a new individual or select an existing party in the Name column. 

 

Tip Description 

A The list of names includes parties from the database. Select a name in the grid or add new party. 
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4. Complete the Individual Information and ID Information sections. 
 

 
 

Tip Description 

A Party ID: The Party ID is for the CIF or port number used by your core system. The Party ID does not print on 
documents. 

B 
Select   to copy the address information from another party. 

C Postal Code: If only the Physical Address is entered, the postal code from the Physical address will print on the 
Home Owners Counseling Notice. If both the Mailing Address and Physical Address are entered, the postal code 
from the Mailing Address will print on the Home Owners Counseling Notice. 

D Insider/Correspondent: If selected, the Regulation O Addendum will be selected as applicable. 

E Citizenship: Citizenship information prints on the application. 

F Marital Status: The marital status prints on the application and is included in the vesting language on the Mortgage 
or Deed of Trust (e.g. an unmarried individual, or Spouse of XXXXX). 

G OFAC False Positive: This option displays after a party has been selected for the transaction. Select this option if you 
are using OFAC, the party is on the OFAC list, and you know the party is incorrectly included in the list. 
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5. Click the ADD button next to Employment and complete the Employment and Income and Previous Address sections. 
 

 
Tip Description 

A Employment and Income: Select Add to add an employer. Complete the information and save. Repeat for 
additional employers. 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
B Other Income: Select the option, enter an amount, and select Add after completing the data. 
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6. Select Save when finished. 

7. Complete the Demographics page and select Save when finished. 
 

 

8. Select + Borrower, + Cosigner, and/or +Guarantor on the main Party page to add additional parties and complete the applicable 
information. 

 

 
Tip Description 

A Co-Applicants: If more than one borrower is added, Co-Applicants displays. Select Co-Applicants to determine if the 
borrowers have separate or combined applications, combined Assets/Liabilities, and if individual or joint credit 
reports default. The individual or joint credit bureau pull option may be changed depending on the credit pull 
vendor set up in Interface Manager. 
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Financial Analysis 

Objectives 
 

 Obtain credit report data. 
 Complete assets and liabilities. 
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Enter Financial Analysis Information 
1. Select Financial Analysis on the menu. 

2. Complete the applicable information. 

3. Select another menu option to save the Financial Analysis information. 
 

 
Tip Description 

A N/A: Credit score was not available, or blank returned from the credit bureau. 

B Credit Score Used for Risk Based Pricing: Select this option to automatically select the Risk Based Pricing Notice. 

C Use on Notice of Action Taken: Information from the Credit Report section will also print on the Adverse Action. 

D Credit Score Used in Interface: Select this option to indicate which credit score was used to make the credit 
decision. This option is required according to the 2018 HMDA Final Rules. This credit score will also be used for any 
applicable interfaces. Selecting this option does not determine which credit score prints on the Notice of Action 
Taken documents. 
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Assets and Liabilities 
 

 
Tip Description 

A Show/Hide Detail: Select to toggle between displaying/hiding additional details of assets and liabilities. 

B Owner: Select the owner(s) in the Owner column for each asset and liability you add. 

C Payoff 
 If Payoff is selected, the application includes language that indicates the liability will be paid off. 
 If the loan is a refinance, select Payoff for the loan that will be paid off. 

D Exclude 
 If blank is selected, the liability is included on the application and in the DTI calculations for ATR/QM loans. 
 If Exclude is selected, the liability is not printed on the application or included in any calculations/totals. 
 If Exclude from Debt Ratio is selected, the liability shows on the application but is not included in the totals. 
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Source of Funds 
 

 
Tip Description 

A The Source of Funds information prints on the Uniform Underwriting and Transmittal Summary, HUD 92900 LT Loan 
Underwriting and Transmittal Summary, and Fannie Mae 1003 Freddie Mac 65 Universal Residential Loan 
Application. 

 

Pull a Credit Bureau Report 
This option is available if your institution is licensed for this service and the display may be different depending on the vendor. 

 
1. After completing the borrower information, select and Credit Bureau. 

 
Tip Description 

A If your organization tracks credit pulls per branch, navigate to Loan Definition and select the correct organization first 
 

and then select . 

2. Select an individual on the left if the loan has multiple borrowers. Select the applicable options. 
 

 

Tip Description 

A Joint Lookup: Select this option to pull a joint credit report for the person selected on the left. This option may not 
display depending upon the vendor used. 
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3. Select Get Credit Report. 
 

 
Tip Description 

A Reissue Existing Credit Report: Select this option and enter a reference number to avoid pulling a new credit report. 
 

 
 

 

4. Select the report type (Lender or Consumer). The Consumer option may not appear depending upon vendor. 

5. View, save, and/or print the report as needed. 

6. Close the page when finished. 
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Loan Definition 

Objectives 
 

 Select policies that sere set up in administration. 
 Learn how selections impact application and closing documents. 
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Enter Loan Definition Information 
1. Select Loan Definition on the menu 

2. Complete the applicable information. 

3. Select another menu option to save the Loan Definition information. 

 
 

Organization and Policy 
 

Tip Description 

A Organization: Select the applicable branch location. 

B  
Refresh: Select to refresh the data after making changes. 

C Policy Group/Calculations Policy/Document/Loan Definition Policy/Loan Officer: The available options in these lists 
are set up in administration and can be changed if applicable. 

D Loan Act 
 This option is available depending on your jurisdiction. The Loan Act is available based on certain state laws that 

impact document language or selection of documents. 
 A loan act can be selected for the following jurisdictions: CO, GA, IA, ID, IN, KS, LA, ME, MN, MO, NM, OK, SC,  

TN, TX, UT, WI, WV, and WY. The state law that you are lending under may not be in the Loan Act list because it 
does not impact the document language or selection for mortgage. 

 Select the blank option if you are lending under a state law that does not appear in the list. Refer to Help for details 
of the loan acts. 
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Loan Definition 

 
 

Tip Description 

A Loan Number 
 Enter the loan number in the Application Phase. 
 The number prints in the Loan ID field on the Loan Estimate. 
 The number must match the ID field on the Closing Disclosure. 
 The number will become part of the Universal Loan Identifier (ULI) number used for 2018 HMDA reporting. 

B ATR/QM Test: This list displays if set up in administration. Select the applicable option. The option selected in the list 
determines some of the options that display in Calculations. 

C Type of Mortgage: The mortgage type determines the documents that will be selected. 

D Integrated Disclosure Purpose: The selected option prints in the Purpose field on the Loan Estimate and Closing 
Disclosure. Per regulation, only four options are available. 

E Loan is Assumable: If this option is selected, the assumable language will be selected on the Loan Estimate and the 
Closing Disclosure. This option will not change language on the note. This option can be deselected in administration. 

F MLA Applies: If this transaction falls under the Military Loan Act, select this option to narrow the loan options to 
those allowed by the MLA. 

G MLA Covered Borrower: Hover the mouse over this option and select on the hypertext to open the Department of 
Defense site to check and determine if the applicant is a covered borrower. 

H HMDA Applies: If this is a HMDA applicable transaction, select the option. If selected, the 2018 HMDA Rule Applies 
option displays. 
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General Information 
 

 

Tip Description 

A Application Package Disclosure Date/Use the Application Package Disclosure Date or Additional Application 
Documents: Enter the date and select the option to default the data into additional application related documents. 

   

B Organization Contact 
 This information prints on documents such as the Deed Of Trust, Fannie Mae, Freddie Mac, Borrowers 

Signature Authorization, Notification Of Loan Payoff, Fannie Mae 1008, Freddie Mac 1077 Underwriting 
Transmittal, Release Of Real Estate Security Instrument, and a few jurisdiction-specific documents. 

 Organization contacts are set up in administration. 

C Document Preparer and Document Return to Mortgage/Deed of Trust: This information prints on applicable 
Mortgages or Deeds of Trust depending upon the jurisdiction. The available options are set up in administration. 

D Settlement Agent 
 Select the Identify a second Settlement Agent on the Closing Disclosure option if more than one settlement 

agent is needed. 
 Select the settlement agent and contact or select Other to enter different option. The available options are set 

up in administration. 

E Number of tax forms requested: The selected number applies to all borrowers. The number of tax forms can be 
changed on the Document Data page if the number of forms requested is different between the borrowers. 
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Collateral 

Objectives 
 

 Add collateral. 
 Learn how selections impact Application and Closing documents. 
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Enter Collateral 
1. Select COLLATERAL on the menu. 

2. Select +Single Family or applicable option to add collateral. The transaction type may determine the available options. 

3. Complete the applicable information. 

4. Select Save when finished. 

5. Select +Other Collateral or +Single Family to add additional collateral. 
 

 
Tip Description 

A Borrower’s Principal Dwelling/Borrower’s Dwelling 
 If selected and the transaction is a refinance and secured by the borrower's principal dwelling or the owner's 

principal dwelling, the Right of Rescission is selected for each borrower. 
 Select if the collateral is in Massachusetts. The Mortgage Loan Disclosure-MA and the Borrower Opt- 

In Disclosure-MA will be autoselected. 
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Tip Description 

B Owner’s Principal Dwelling/Owner’s Dwelling 
 If selected and the organizations jurisdiction is Wisconsin, the following language prints on the Consumer Note: 

Sample Text 
I may prepay this loan in whole or in part at any time without penalty. If I prepay in part, I must still make each 
later payment in the original amount as it becomes due until this note is paid in full. In the event of prepayment 
in full, including prepayment by acceleration, I may be entitled to a refund of a portion of any unearned  
interest or a portion of any prepaid finance charge, except for amounts that the law permits you to retain. 

 If selected and the organizations jurisdiction is California, and (a) the term of the loan is less than or equal to 10 
years, or (b) the transaction is not secured by real estate, or (c) the loan is a home-improvement construction 
loan on 1-4 family. The following language prints on the Consumer Note: 
Sample Text 
Your right to set-off against any demand deposit accounts I have deposited with you may be limited by 
applicable California law. In certain circumstances, I may be entitled to a notice of set-off. State law may further 
limit your right of set-off. 

 If selected and the organizations jurisdiction is Iowa, the Title Guaranty Affidavit-IA is added to the document 
list. This document applies if the lender wishes to obtain a title commitment/title certificate for loans that  
are secured by real property located in Iowa, and the property is owner-occupied. 

C Personal Property Amount: The amount is used on the Loan Estimate and Closing Disclosure if applicable. 
 

Owners 
 

 
Tip Description 

A + Owner 

 If the borrowers are not the owners of the collateral, place your cursor over the name and select the X 
to delete the borrower. Select +Owner to add the owner(s) for the collateral. 

 Selecting the Use Collateral Owners option will default the owners listed in the 'Title Will Be Held in What 
Name(s)' box(s). If the option is not selected, enter a name in the 'Title Will Be Held in What Name(s)' box. 

 The information entered in 'Manner in Which Title Will Be Held' will print on the application documents. 
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Tip Description 

B + Additional Signature: Some states may require an individual (for example a spouse) to sign the mortgage 
instruments, such as the mortgage or deed of trust, without being a borrower or a collateral owner. The name 
would not appear under the mortgager/grantor section of the mortgage or deed of trust, but as separate section for 
additional signers. 

C +Lienholder: Select to add a prior lienholder for the Subordination Agreement. 

D Use Sellers Disclosures for Non-Seller Transaction: Selecting this option determines the standard version of the 
Loan Estimate and Closing Disclosure is selected instead of the alternative version. This option only displays for 
applicable transactions. 

 

 

 

E Trustees: If the lending jurisdiction is Colorado, trustee information is collected in Document Data and not in this 
section. 



WOLTERS KLUWER 31  

 
 
 

Flood Services 

Objective 
 

 Pull a flood report. 
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Pull a Flood Report 
Interface Manager allows you to pull a basic or life of the loan flood certificate if your institution is licensed for this service. 

1. Select   and select Flood. 
 

2. After Interface Manager opens, select the applicable options on the right pane. 

3. Select Submit Order. 

4. Select Save. 
 

Tip Description 

A If the property does not have a street address, enter the legal description or applicable information in the 
Comments (Optional) box. 

B If you need to perform a manual lookup for the property, or there are problems with the flood pull, the Order 
Status will display additional messages 
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Calculations 

Objective 
 

 Select the appropriate calculation options. 
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Enter Calculations Information 
1. Select Calculations on the menu. 

2. Complete the applicable information. 

3. Select Calculate when finished. 
 

Terms of Loan/Rate Information 
 

 
Tip Description 

A Closing Date: The closing date will print in the applicable field on the Closing Disclosure and Note. 

B Prepay Odd Days Interest: Select this option if you require odd days to be prepaid by the borrower at closing. 

C Payable on Demand: If selected, the following additional demand language will print in the Payment section: 
"Payable on demand, if no demand is made, then loan payments will be xxx." 

D Rate Lock Date: If HMDA 2018 Rule Applies is selected, the rate lock date will be used to calculate the Rate Spread 
if you are licensed for HMDA Wiz. 
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Fees 
1. Select +Fee to add a new fee with no default values. 

2. Select +Fees from Fee Policy to add a fee from a different policy. 
 

 
Tip Description 

A  If more than one policy exists, select from a policy from the list. 
 Single click on each Fee to add. 
 The selected fees will be displayed at the bottom of the list. 
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Fee Details 
 

 
Tip Description 

A Default fees are available if they were set up in administration. Select the fee to modify applicable data. 

B Section: Select an option. An option may default depending on the fee name selected. 
 If Taxes and Other Government Fees is selected, a Transfer Taxes option displays. 
 If Prepaids is selected, a Terms of Coverage option displays. 
 If Other is selected, an Optional Charge option displays. 

C Title Charge: Inserts 'Title' in front of the fee. 

D Points and Fees: Select if the fee should be reviewed for HPML, HOEPA, ATR, or QM. 
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Closing Costs, Post Closing Fees, and Late Charges 
 

 
Tip Description 

A Closing Costs Expiration: The expiration prints on the Loan Estimate. 

B Post-Closing Fees: Post Closing fees may change according to the transaction. For example, this section will include 
an Inspection and Handling Fees for construction only and construction permanent transaction. 

 

Mortgage Insurance 
 

 
Tip Description 

A Subject to Homeowners Protection Act of 1998: If selected, the This is High Risk Loan as Defined by the Lender 
option displays. 
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Tip Description 

B Coverage Type 
 Level balance: The PMI payment amount is based on the original amount of the transaction and remains the 

same throughout the transaction repayment period. 
 Declining balance: The PMI payment amount is based on the outstanding balance. As the borrower pays down 

the loan, the PMI payment amount will decrease accordingly. 
 

Property Costs 
Escrow and non-escrowed items are entered in the Property Costs sections. 

 

 
Tip Description 

A Property Costs Policy: If policies were set up in Administration, select the applicable policy if applicable. 
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Tip Description 

B Escrow Account Type 
 Consumer waived the optional escrow account: Select this option when the escrow account is not required 

in connection with the transaction. The 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: Select this option when the 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: Select this option when the 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: Select this option when the 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. 

C Optional Checkbox: If selected, the escrow item will not be included on page 1 of the Loan Estimate or Closing 
Disclosure, and the monthly payment will be displayed on the last page in the Escrow Account section on the Loan 
Disclosure. 

 

Calculation Results 
 

 
Tip Description 

A Calculation Results: Results will display after selecting Calculate. 

B Ratios: Use this section to exclude ratios from HMDA and override calculated ratios if applicable. The Exclude from 
HMDA options will not display if HMDA Applies was not selected on the Loan Definition page. 
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Monthly Housing Expenses 
 

 

Tip Description 

A Monthly Housing Expenses: This information prints on the application and is a one-time default that is displayed 
after selecting Calculate. 

 

Underwriting Information 
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Tip Description 

A  The Underwriting Information section is used for HMDA reporting and will not display if HMDA Applies has not 
been selected on the Loan Definition page. 

 If you do not enter an Action Taken Date, options will not be available on the HMDA page. 

B If 3=Application denied is selected for the Action Taken, the Reasons for Denial will default into the applicable 
boxes after the document data has been completed for the document. 

   

  
C Rate Spread: The rate spread will be available for HMDA reporting. To enter rate information manually, select 

Manual Rate Spread and enter the rate. If you are using the Wolters Kluwer HMDA Wiz product, select Calculate 
Rate Spread to automatically calculate the spread. 

 

Calculating Cash to Close 
 



WOLTERS KLUWER 42 
 

Tip Description 

A Calculating Cash to Close (With Seller or Standard Disclosures) 
 Total Existing Debt Being Satisfied: This amount determines the Down Payment/Funds From Borrower and 

Funds for Borrower. Examples: Payoff of an existing loan in a refinance transaction, sale price, credit card 
payoff, or construction cost. (Depending on setup, this will not display if Disbursements Not Disclosed in Total 
Closing Costs is displayed.) 

 Payments 3rd Parties Not Disclosed in Total Closing Costs: This value determines the Closing Costs Financed 
(Paid from your Loan Amount) value. Examples: Payoff of an existing loan in a refinance transaction, a credit 
card payoff, or the sale price in a purchase transaction. Note: For purchase transactions, payoffs other than the 
sale price may be entered here as Adjustments in the Adjustments and Other Credits calculation. (Depending 
on setup, this will not display if Disbursements Not Disclosed in Total Closing Costs is displayed.) 

 Disbursements Not Disclosed in Total Closing Costs: This amount determines the Down Payment/Funds From 
Borrower and Funds for Borrower and determines Closing Costs Financed (paid from your Loan Amount). 
Examples: Payoff of an existing loan in a refinance transaction, sale price, credit card payoff, or construction 
cost. (Depending on setup, this option may not display.) 

 Deposit: This amount includes the amount paid to the seller or held in trust or escrow by an attorney or other 
party under the terms of the contract for sale of the property. Earnest money is a typical example. 

 Specific Lender Credits: The calculation for these credits is based on any lender-paid fees. 
 Generalized Lender Credits: This amount is not tied to a specific fee. This field for any lender paid items that 

have not been listed as a lender-paid fee. 
 Specific Seller Credits: The calculation for Specific Seller Credits is based on seller-paid fees. 
 Generalized Seller Credits: This is the amount of seller credit not tied to a specific charge. For example, a seller 

credit could be a credit resulting from the walk-through of the property prior to closing. 
 Generalized Other Credits and Adjustments: Examples are amounts to be paid by the consumer at closing 

pursuant to the contract of sale and may include: charges for personal property to be acquired by the 
consumer, prorations for property taxes, and prorations for homeowner’s association dues. 

B Calculating Cash to Close (Without a Seller): Examples are payoffs of existing liens secured by the property such as 
mortgages, deeds of trust, and judgments attached to the property. The page displays differently when the loan is 
without a seller. 

   

   
C Amortization Schedule 
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Complete ATR/QM/HPML/HOEPA Information 
Wiz Sentinel is available if your institution is licensed for this service. 

1. Select  on the right side of the page. 

2. Select ATR/HOEPA/HPML/QM in the list. 
 

3. Complete the applicable information and select Lending Analysis Report. 

 
 

Complete a ATR/QM/HPML/HOEPA Wiz Sentinel Check 
An accurate check cannot be performed until all required fields are completed. After completion, the information is sent to Wiz 
Sentinel. 

• Employer Information: Enter the gross monthly income for all parties. 
• Financial Analysis: Enter additional income for all parties, assets, and liabilities. 
• Loan Definition: Enter the application date. 
• Collateral: Select a lien position. 
• Calculations: Enter a rate lock date and select points for applicable fees. 
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Sample Report 
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Complete Document Data 
1. Select Document Data on the menu. 

2. Select an option in the Select a Phase list. The available options are different for the application and closing phases. 

3. Complete the Transaction Data section, if applicable. 

4. Select a document in the Forms to View First list to complete Data Entry for the document. 

5. Select View Documents. 
 

 
Tip Description 

A Select a Phase: The selected phase determines the transaction data questions and the documents that display. Only 
documents related to the applicable phase will be available. 

 

 
 

 

6. Select the arrow on the left side (the document drawer) or select the fields in the document to complete data entry for the 
document. 

7. Expand each section in the document data on the left pane and complete as applicable. 
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Tip Description 

A You can also select a highlighted field on the document in the right pane and complete the data directly on the 
document. 

 

 
8. Select Document at the top and select the next document to complete. Select Completed to mark the document as 

completed if you want to track your progress. 

 

Tip Description 

A Field Indicators 
 Additional Data displays the number of fields that are required. 
 Location displays how many fields are repeated on the document for the current field. 
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Printing 

Objective 
 

 Print Documents 
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Print Documents 
1. Select Print on the menu. 

2. Select Create Documents. This function should be done each time changes are made to the transaction. 

3. Select the document(s) to preview. The documents display in a PDF format for printing and/or saving. 

4. Select  next to the Vanceo logo icon when finished. 
 

 
Tip Description 

A Create Documents: Select to refresh the document list each time changes are made to a transaction. 

B After selecting Print, a Validation check is completed, and Warnings and/or Notices are displayed as appropriate. 
 A Warning requires a correction of the error. Failing to correct the error results in an INCOMPLETE watermark 

on documents. Select the Warning text to return to the incorrect section and correct the error. With applicable 
permissions, a user can select the Enter a description to override the reported validation warnings option, 
enter a reason for the override, and print the documents without correcting the error. If you override the 
warning, a VO prints in the tagline of documents. 

 A Notice is informational and does not require action in the program. Review the message and make changes if 
needed. 
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Tip Description 

C After selecting the document(s), another window displays. Each selected document appears on left panel. Select the 
Printer icon to print documents or the Diskette icon to save the documents. 
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Converting from the Application Phase to the Closing Phase 

Objectives 
 

 Review the new items included in the closing phase. 
 Recall a transaction and convert it to a closing phase. 
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Convert from Application Phase to the Closing Phase 
Application and Closing pages are the same with the exceptions noted below. 

1. On the Dashboard, select Transaction Details to access the transaction. 

2. Select   and select Closing Phase. 
 

 
Tip Description 

A If the Closing Phase is not available, the user does not have permission to move the transaction to the closing phase 
or depending upon setup, the transaction might need a status of Approved in the Loan Decision option. 

3. Select Continue to complete the conversion. 
 

4. Review and update any menu items. Complete the Disbursement page if applicable. 

5. If a seller was added, complete the Closing Disclosure page if applicable. 
 

Tip Description 

A After converting to the Closing Phase, Disbursements displays. If the transaction Is using the Standard Disclosures, 
Closing Disclosure displays. Items entered on the Closing Disclosure page print to Summaries of Transaction on  
the CD. 
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Tip Description 

B Fee Detail: The options in the Loan Estimate Values section are locked in the Closing Phase. 
Fee is not applied at Closing: If selected, the fee displays, but does not print on closing documents. 
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Tip Description 

C Disbursements Authorization 
 The Loan Amount will equal the amount requested plus any financed fees. 
 The Remaining Amount to Disburse will equal the amount requested minus any financed fees and fees subtracted 

from the proceeds. 
 Fees with "add to the amount requested" or "subtracted from loan amount" designations will appear in the 

applicable options on this page. Fees with a "paid in cash" will not be included on this page. 
 The Payoff and Payment option is only available when the alternative or non-seller version of the Closing 

disclosure is used. This option should be selected to indicate any obligation that will be paid off with the 
proceeds of this loan. 

 The Funds from Borrower, Amount Given to Borrower, and Amount Paid to Insurance Companies, Amount Paid to 
Lender and Amount Paid to Public Officials are not used on the Closing Disclosure from the Disbursement page. 
They are used on documents like the Disbursement Authorization, Loan Information Report and Uniform 
Underwriting and Transmittal Summary when applicable. 

 The Amount Paid on Loan Account, Amount Paid to Insurance Companies From Borrower Funds, Amount Paid to 
Public Officials From Borrower Funds and Amount Paid to Third Party will print on the Alternative Closing 
Disclosure in the Payoffs and Payments section when the amounts are identified as Payoff and Payment. 
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Tip Description 

D The Closing Disclosure menu item is available when a using the Standard Disclosures. This information prints to page 3 of 
the Closing Disclosure. Examples are gifts from family, credits from a developer or home builder, charges for personal 
property to be acquired by the consumer, proration for property taxes, and proration for homeowner’s association 
dues. See the Appendix for information about the cause and effect of each option. 
Disbursement Not Disclosed in Total Closing Costs 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

E Document Data: Select an option in the Select a Phase list to determine transaction data and document selection. The 
phase may be changed multiple times during closing. 
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Completing HMDA 

Objectives 
 

 Complete the HMDA page. 
 Complete batch processing of HMDA transactions. 
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Complete the HMDA page 
1. If HMDA does not display on the menu, verify you are completing a 2018 HMDA transaction. 

 
 
 

Tip Description 

A Loan Definition: Select HMDA Applies and 2018 HMDA Rule Applies. Complete the remaining data. 

 

 

 

B Collateral: Complete the applicable information. 
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Tip Description 

C Calculations: Complete applicable information in Ratios, Underwriting Information, and Rate Spread. 
 

 
2. If you are using Wolters Kluwer HMDA Wiz: 

• Select the file name where the transaction should be send to. (The File Name list is determined by what has been 
created in HMDAWiz). 

• Select Insert Lar Record. 
• Complete the HMDA fields in HMDAWiz. 
• After the fields are completed in HMDA Wiz, select Preview LAR Record in ComplianceOne mortgage to display all 

completed data in both ComplianceOne mortgage and HMDA Wiz. 
• The Reviewed option is optional. It is for display purposes only and indicates a user has reviewed HMDA transactions. 

 

3. If you are not using HMDA Wiz: 

• A URL or file name will not display for selection. 
• Select Create Lar Record to create the pipe delimited text file. 
• Select Preview Lar Record to display all HMDA fields. Only the fields completed in ComplianceOne mortgage will include 

data. 
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• The Reviewed option is optional. It is for display purposes only and indicates a user has reviewed HMDA transactions. 
 

4. Select   when finished. 

HMDA Processing 
HMDA Processing is optional and is available for both HMDA Wiz and Non-HMDA Wiz users. The feature allows batch processing 
of HMDA transactions. 

1. Select Manage and HMDA Processing to open a new window. 
 

Tip Description 

A This option will display if 2018 HMDA Applies has been selected for loan transactions and a user has permissions 
for this feature. 

B Columns 
 Reviewed: Indicates the Reviewed option was selected on the HMDA page during a transaction. 
 Submitted: Indicates HMDA Wiz is used, a File Name/Database was selected on the HMDA page, and the 

individual HMDA record was inserted successfully. If HMDA Wiz is not used, Submitted will display if a 
user has selected Create LAR Record during a transaction. If neither scenario occurs, Not Submitted will 
display. 

 File Name: Indicates a File Name/Database was selected on the HMDA page if HMDA Wiz is used. If the File 
Name column does not display when HMDA Wiz is used, the HMDA Record cannot be selected. If HMDA Wiz is 

 

 
2. Select all applicable HMDA files to be batch processed in the Select column. 

3. Select Insert LAR Record from Selected. 

4. Close the HMDA Processing page when finished. 
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Completing an Adverse Action 

Objective 
 

 Produce documents for an adverse action. 
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Complete an Adverse Action 

1. On the Dashboard, select  next to the transaction. 

2. Select Transaction Details to access the transaction. 
 

3. Select Financial Analysis and complete applicable data in the Credit Report section. 
 

Tip Description 

A N/A: Indicates the credit score was not available or returned blank from the credit bureau. 

B Credit Score Used for Risk Based Pricing -Select this option to automatically select the Risk Based Pricing Notice. 

C Use on Notice of Action Taken: Select this option so Information from the Credit Report section will also print to 
the Adverse Action. 

D Credit Score Used in Interface: Select this option to indicate which credit score was relied on in making the credit 
decision and is required according to the 2018 HMDA Final Rules. This will also be used for any applicable interfaces. 
This option does not determine which credit score is printed on the Notice of Action Taken documents. 

4. Select Loan Definition. Select the location, loan number and HMDA reportable as applicable. 

5. Select Collateral. Add collateral and select a state in the Location section. 

6. Select Calculations. Complete Underwriting Information if the transaction is HMDA reportable. 
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Tip Description 

A Underwriting Information 
 The Action Taken Date must be completed to display applicable options on the HMDA page. 
 If 3=Application denied is selected for Action Taken, the reasons for denial will default into the 

applicable boxes after document data has been completed for the document. 
 

 
 

 

 
7. Select and select an option from the Loan Decision list. 

 

8. Complete the information in the menu sections as needed. 

9. On the Document Data page, select Adverse Action in the Select a Phase list. 

10. Select View Documents. 
 

11. To complete document data, expand each section in the left pane or click on the shaded sections in the document and 
complete as applicable. 
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12. Select Print. 

13. Select Create Documents. 

14. Select the document and preview and/or print. 

15. Select   when finished. 
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Completing a Change of Circumstance 

Objective 
 

 Produce documents for a change of circumstance. 
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Change of Circumstance Definition 
A change of circumstance may apply to: 

• Extraordinary events beyond the control of any interested party or specific to the consumer/transaction such as: 
– War or natural disaster 
– Service provider disclosed goes out of business 

• Specific information changed after the disclosures were provided or found to be inaccurate such as: 
– Underwriting information that determines a borrower’s income is less than what was initially disclosed 
– A co-applicant who becomes unemployed 

• New information not replied upon when providing the original Loan Estimate such as: 
– Property value decreases due to neighbor contested boundary lines 

 

Complete a Change of Circumstance 
1. Recall a transaction that is in the Application Phase or Closing Phase. 

2. Make changes on the applicable screens to indicate the changes. (Examples: changing income for a borrower changing a 
value on property, etc.) 

3. Select Save. 
 

Tip Description 

A If you want a changed fee listed on the Change of Circumstance document, navigate to the fee and select Include in 
Change of Circumstance document. Enter a name and value in the Include the name and the original estimated value 
of the fee box. 

 

 
4. Select Document Data. 



WOLTERS KLUWER 69  

Tip Description 

A The Change in Circumstance document can be produced in the Application Phase or the Closing Phase. 

5. Select Processing in the Select a Phase list. 
 

6. Select If true there is a change of circumstance in the Transaction Data section. 
 

7. Select the Changed Circumstances document in the Forms to View First list. 
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8. Select View Documents and complete the document. 

9. Select Print. 

10. Select the document and preview and/or print. 

11. Select   when finished. 
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Additional Transactions 

Objectives 
 

 Complete Tasks from a Transaction and the Dashboard. 
 Manage parties in Party Management. 
 Complete a refinance transaction. 
 Complete a construction to permanent transaction. 
 Complete a FNMA/FHLMC variable rate transaction. 
 Complete a FHA fixed rate transaction. 
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Completing Tasks from within the Transaction Details 
A user can complete a task from the Dashboard or from a transaction. 

 
1. Select in the header in a transaction. The tasks displayed will vary per institution and stage the transaction is in. 

 

 
Tip Description 

A The Number to the right of the checklist indicates how many tasks are concurrently available to be worked on during 
this part of the workflow process. 

 
 

 
 
2. To mark a task as complete, click the . There will be an option for Start Task, Complete or View Details. 

  

Tip Description 

A Complete - When a task is marked as complete it will appear at the bottom of the task list with a green checkmark. 

B Start Task - When this option is selected the system will forward a user to the most logical place in the mortgage 
transaction to complete data for the task.  
 C View Details – this option will allow a user to make comments regarding the task or if the user has permissions to 

Assign the task to another user. 
• To add comments, select + ADD COMMENT button. The comment will be stamped with user name, 

date and time. 

• To assign to another user click the      from within View Details  

• Transaction Summary option will take the user into a view of current tasks to be completed or have 
been completed. 

• Transaction Details will take the user to view of completing documentation for the mortgage transaction. 
 

D If a task has needs to be reopened and has a green checkmark, if a user has appropriate permissions the task can be 

reopened. From the task checklist click the and select reopen.  
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3. If applicable, complete other options in menu header as follows. 
 

Tip Description 
A 

Select  to access the Remove Process or Stop Process options. 
• A Stopped process cannot be restarted once it is stopped. 
• A Removed Process allows another process to be selected. If this is used the new process comes in 

with no tasks completed. 

B 

The in the transaction header to show comments for the transaction, not comments specific for a task. 
The number of comments displays to the right of the comments icon after comments have been added. 
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Completing Tasks from the Dashboard 
A user can complete a task from the Dashboard or from a transaction. 

1. From the Dashboard, select a Transaction from the Tasks grid. 

 
 

2. Select next to a task and select the applicable option. 

 
 

A Start Task: The system will forward the user to the most logical place in the mortgage transaction to complete data 
for the task. 
Complete: Marks the task as complete with a green indicator. 
Assign: Allows a user with appropriate permissions to assign a task to another user within a Role. 
View Details: Allows a user additional options including adding comments on a task. 

B The empty square box allows multiple task that are in view to be selected and marked as complete. Once items are 
selected, select the COMPLETE icon. A user can also Assign multiple tasks this way if the user has permissions. 

 

The right side of the page will allow the user to dismiss this action if done in error.  
 

 
 
 
 
 

C If comments exist for a transaction or task an indicator will appear next to the transactions and/or task depending 

upon the view.  
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Custom Dashboard Views 
A user can change how their Dashboard view appears and save multiple views for different needs. 

1. Select Filer and select on the options that you wish to display in your view.  

2. Click the Standard View drop down and click Save as new.  

 
 
3. Type a View name in the dialog box. This name will now display instead of Standard View. Click the drop down to get back to 
Standard View or select applicable other options.  
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Manage Parties in Party Management 
In Party Management, you can delete, change, and edit party records. 

1. Select Manage and Parties to open a new window. 

2. Delete, edit, or add a party. 
 

 

Tip Description 

A Delete Party: Hover the mouse over the party and select the X in right column. Select Yes to confirm the deletion. 

B Edit Party: Select a party record to edit the information. 

C Add Party: Select +Individual, + Entity, or +Sole Proprietorship and complete the data. 
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Complete a Refinance Transaction 
This section assumes you know how to create a basic transaction. Only the pages that are new or different for a refinance 
transaction are addressed. 

1. Select Financial Analysis on the menu. 

2. Select Payoff for the applicable liability. 
 

3. Select Loan Definition on the menu. 

4. Select Refinance in the Type of Loan list. 
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5. Select the applicable options in the Purpose Type and Refinancing lists. 
 

  
 
 
 
 
 
 
 
 
 
 
 

 

Tip Description 

A Purpose Type: If No Cash-Out Refinance is selected as the purpose type and Same lender with No New money is 
selected in the Refinancing list, the Principal Dwelling Added checkbox displays. If Principal Dwelling Added is 
selected, the Right to Rescind document is autoselected. Principal Dwelling Added does not display on other 
transactions because the Right to Rescind will automatically be selected for those transactions. 

 
6. Select Collateral on the menu. 

7. Complete information and select Save. 
 

 
Tip Description 

A Appraisal Value: Enter an appraisal value because it is needed for the Loan Estimate and Closing Disclosure. 

B Sellers: Select Use the Seller Disclosure for Non-Seller Transaction to provide the Standard Loan Estimate and Closing 
Disclosure instead of the Alternative version. This option displays only in the Application Phase. 
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8. Select Calculations on the menu. 

9. Complete the applicable information and select Save. 
 

 
Tip Description 

A Calculating Cash to Close: Estimated Total Payoffs and Payments: Examples include payoffs of existing liens 
secured by the property and/or other payments the transaction will pay off. The amount is an estimate that will be 
used for the Loan Estimate document. The amount does not carry forward to the Closing Phase and will be entered 
in Disbursements during the Closing Phase. 

B Disbursement Authorization: Enter information about money disbursements in the Disbursement Authorization 
section during the Closing Phase. Disbursement information prints on the Disbursement Authorization and the 
Alternative Closing Disclosure. 
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Complete a Modification 
This section assumes you know how to create a basic transaction, only the pages that are new/different for a modification 
transaction are addressed. A modification transaction can be started by selecting a New Transaction, Copying an existing 
transaction or using the original transaction. 

1. Select Modification on the Party page. 

2. Complete and/or verify all parties on the transaction. 
 

 
Tip Description 

A Status 
 Existing: This status is the default entry and indicates the party was on the original transaction. 
 Added: This status indicates the party is being added and selects the applicable documents and/or language. 
 Released: This status the party is being released and selects the applicable release documents. 

3. Select Loan Definition on the menu. Complete and/or verify the Type of Loan is Modification. 

4. Review and select the applicable option in the Integrated Disclosure Purpose. 
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Tip Description 

A Integrated Disclosure Purpose 
 Purchase: The consumer intends to use the proceeds to purchase the property securing the transaction. 
 Refinance: The credit is not for a purchase and will be used to satisfy and replace an existing obligation 

(from the same or a different lender) that is secured by the property that also secures the new transaction. 
 Construction: The credit is not for a purchase or a refinance, and the credit will be used to finance the initial 

construction of a dwelling on the property securing the transaction (this includes construction only or 
construction with permanent financing, but does not include a renovation or improvement). 

 Home Equity Loan: The credit is not for a purchase, refinance, or construction (this includes first or subordinate 
liens). 

5. Select Collateral on the menu. Select the applicable Status for each piece of collateral. 

6. Select Calculations on the menu. 

 
 

Tip Description 

A The At Origination section includes: Original Loan Amount, Original Note Date, Original Maturity Date and Current 
Balance. 
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7. Select Document Data on the menu. Depending upon your setup, a Modification Agreement or a Note is selected along with 
a Mortgage or Deed of Trust Modification. 

 

8. Complete the applicable documents. 

9. Select Print on the menu to preview and print documents. Select  when finished. 
 

Tip Description 

A If the current balance is less the amount requested, the pay down amount will be calculated. 

B If the current balance is greater than the amount requested, the Modification New Advance Amount is calculated. 



WOLTERS KLUWER 84  

Complete a Construction Purchase Transaction 
This section assumes you know how to create a basic transaction. Only the pages that are new or different for a construction 
purchase transaction are addressed. Please refer to the Complete a Construction to Permanent Transaction if you are not 
completing a Purchase Construction loan as the screens will be different. 

A Construction Purchase transaction is a loan where the loan amount exceeds the disbursements (examples: sales price, 
construction costs and any other disbursements) 

1. Select Loan Definition on the menu when you are in the Application Phase. 

2. Select Construction Only or Construction to Perm in the Construction Note Type list. 

3. Select an option in the Construction Type list. 

4. Select Purchase in the Integrated Disclosure Purpose list. If Construction is selected, the correct screen will not display for a 
Construction Purchase loan. 

5. Select Collateral on the menu. Complete applicable information. 

• Select Purchase Money. 
• Enter a sales price for only the items being purchased. 
• Select Seller Information is Unknown to generate the standard Loan Estimate and Closing Disclosure. 
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6. Select Calculations on the menu. Complete applicable information. 

 

 
Tip Description 

A Total Existing Debt being Satisfied: This amount determines the Down Payment/Funds From Borrower and Funds 
for Borrower. Examples: Payoff of an existing loan in a refinance transaction, sale price, credit card payoff, or 
construction cost. 
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B Payments to 3rd Parties Not Disclosed in Total Closing Costs: This value determines the Closing Costs Financed 
(Paid from your Loan Amount) Examples: Payoff of an existing loan in a refinance transaction, a credit card payoff, 
or the sale price in a purchase transaction. Note: For purchase transactions, payoffs other than the sale price may 
be entered in this field or entered as adjustments in the Adjustments and Other Credits calculation. 

C Deposit: This amount includes the amount paid to the seller or held in trust or escrow by an attorney or other party 
under the terms of the contract for sale of the property. Earnest money is a typical example. 

D Funds for Borrower: Subtract the principal amount of debt extended (excluding any amount disclosed as Closing 
Costs Financed (Paid from Your Loan Amount)) from the total amount of all existing debt being satisfied in the 
transaction. When this calculation yields an amount that is negative, then Funds for Borrower is that amount. If the 
calculation yields an amount that is positive or $0, then Funds for Borrower is $0. 

 

 
7. Select Closing Phase on the menu. 

8. Review and verify information is correct on applicable screens and fields and change as applicable. 

9. Select Closing Disclosure on the menu. 

10. In the Closing Adjustments section, select Existing Debts Being Satisfied and enter an amount as applicable 
 

  
 
 
 
 
 
 
 
 
 
 

 

Tip Description 

A The value entered in the Amount box prints in Summaries of Transaction, section K, under Due from borrower at 
Closing. 

B The Disbursement page is not used for the Standard Closing Disclosure calculations. Information on the 
Disbursements page is used for the Disbursement Authorization document. 

11. Select  when finished. 
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Complete a FNMA/FHLMC Variable Rate Transaction or FHA Fixed Rate Transaction 
This section assumes you know how to create a basic transaction. Only the pages that are new or different for a FNMA/FHLMC 
variable rate transaction are addressed. 

1. Select Loan Definition on the menu. 

2. Select options in the Type of Mortgage and Applicable Plan lists. 
 

 

Available Adjustable Rate Plans 
 

FNMA/ 
FHLMC 

Plan # Index Repay Method Rate Change 
Frequency 

Periodic 
Cap 

Conversion Assumable 

FNMA 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 528/ 3187 1-yr LIBOR Installment 12 months 2% No After initial period 

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 

 
 

FHA Fixed Rate Act Type Repay Method Payment 
FHA 203B Installment Monthly 
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3. Select the Collateral menu option. Select an option from the Valuation Method list if applicable. 
 

 
Tip Description 

A Selecting a Valuation Method option will affect the Level of Property Review section of the Uniform Underwriting 
and Transmittal Summary as follows: 
 Full Appraisal selected in collateral defaults Exterior/Interior checked on the document. 
 Drive By selected in collateral details defaults Exterior Only checked on the document. 
 All other remaining selections in collateral details will default as No Appraisal on the document. 
 You may change the selection on the Uniform Underwriting and Transmittal Summary in Document Data as 

needed. 

4. Select Calculations on the menu. Some options will be locked based upon the plan selected. 
 

Tip Description 

A To print verification documents 
After printing Upfront Application documents, select Process in the Select a Phase list. 

 
The verification documents will be selected if Verification Requested was selected in Financial Analysis. 
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Complete a USDA Transaction 
This section assumes you know how to create a basic transaction. Only the pages that are new or different for a USDA transaction 
are addressed. 

USDA Transactions 

• In-house, Monthly Installment loans with 360payments. 
• Single Family Dwelling, 2-4 family Dwelling, Condo, or PUD. 
• Fees automatically generated in Calculations. 

1. Select Calculations on the menu. 

2. Select USDA Mortgage Insurance Applies. If USDA Mortgage Insurance Applies does not display, verify that Escrow account 
established and required was selected in the Escrow Account Type list. 

 

 
Tip Description 

A Obligated Date: Enter the date to determine the rate for the selected USDA Fee. Wolters Kluwer maintains this 
information. 

B The Guarantee Rate and Annual Rate will automatically be calculated. 
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Appendix A: Customer Test Cases 

Kroll Factual Data (KFD) Customer Test Cases 

Individual Test Cases 
 

Report ID Primary 
SSN 

First 
Name 

Last Name Secondary 
SSN 

First 
Name 

Last 
Name 

Address City State Zip Comment 

2TESTBX00000129 000-00- 
0129 

Bob Testcase    123 Easy 
Street 

Toontown IL 6014 
4 

Tri-Merge 

2TESTBX00000131 000-00- 
0131 

Reggie Testcase    5678 
Boardwalk 

Tinytown WY 8330 
0 

Tri-Merge 

2TESTBX00000133 000-00- 
0133 

Linda Testcase    999 W. East 
Ave 

Mayberry RI 0033 
3 

Tri-Merge 

9TESTBX98990135 998-99- 
0135 

Malco 
m 

Testcase    345 
Century 

Blvd 

Metropolis CO 8020 
2 

Tri-Merge 

2TESTBX00000187 000-00- 
0187 

Ilana Kfdtestcase    187 Factual 
Data 

Avenue 

Loveland CO 8053 
8 

With 
bankruptcy 
within 5 to 

7 years 

2TESTBX00000159 000-00- 
0159 

Joseph Kfdtestcase    159 Factual 
Data 

Avenue 

Loveland CO 8053 
8 

XPN Only 

Joint Test Cases 
 

Report ID Primary 
SSN 

First 
Name 

Last Name Secondary 
SSN 

First 
Name 

Last Name Address City State Zip Comment 

2TESTBX00000025 000-00- 
0025 

Jason Roberts 000-00- 
0026 

Sally Roberts 762 
Connecticut 
Ave 

Rivercity FL 10001 Tri- 
Merge 

2TESTBX00000027 000-00- 
0027 

Chris Steele 000-00- 
0028 

Jacki Steele 4861 
Dogwood 
Lane 

Metropolis CO 80202 Tri- 
Merge 

2TESTBX00000165 000-00- 
0165 

Henry Kfdtestcase 000-00- 
0166 

Henrietta Kfdtestcase 165 Factual 
Data Avenue 

Loveland CO 80538 Experian 
Only 

2TESTBX00000177 000-00- 
0177 

Phil Kfdtestcase 000-00- 
0178 

Heather Kfdtestcase 177 Factual 
Data Avenue 

Loveland CO 80538 Tri-merge 
with four 
scores on 
each 
borrower 
and 
multiple 
file 
variations 
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CBC Customer Test Cases 

Individual Test Cases 
 

Primary 
SSN 

First 
Name 

Last Name Secondary 
SSN 

First 
Name 

Last 
Name 

Address City State Zip Comment 

000-66- 
7777 

Elizabeth Spender    7054 Canaan 
Center Rd 

Wooster IL 44691 Tri-Merge 

500-22- 
2000 

Mary Homeowner    175 Thirteenth 
St 

Washington DC 20013 Tri-Merge 

143-77- 
7890 

Robert Crawford    111 Avery Rd Rome GA 30361 Dual-Merge 

098-42- 
8643 

Javericia Kkacommon    9229 Trout Fantasy Island IL 60750 Tri-Merge 

500-50- 
7000 

Ken Customer    10655 Birch St Burbank CA 91502 Tri-Merge 

 
Joint Test Cases 

 

Primary SSN First 
Name 

Last Name Secondary 
SSN 

First 
Name 

Last Name Address City State Zip Comment 

999-60-3333 Andy America 500-60- 
2222 

Amy America 4321 Cul De Sac 
St 

SOMEPLACE MA 02723 Tri-Merge 

999-12-1234 Patrick Purchaser 888-56- 
5678 

Lorriane Purchaser 1234 MAIN ST BALTIMORE MD 20600 Tri-Merge 
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SettlementOne Test Cases 
• No constraints exist relative to who can be used for “joint credit pulls" or Credit Bureaus accessed. 
• The SettlementOne Credit Service may cap the number of orders for the same test customer to 2 per day. If more are 

submitted, they simply return an existing order created earlier in the day instead of creating a new file. 
 

SSN First Middle Last Suffix Birthdate Address City State ZIP Credit 
Score 

000-00- 
0001 

Marisol L Testcase  5/27/1980 220 Locust 
Ave 

Anthill MO 65488 ~720 

000-00- 
00012 

Samuel T Testcase JR 12/27/1967 42 Jacobson 
Ave #21 

Anthill MO 65488 ~700 

000-00- 
0002 

David C Testcase  1/30/1972 504 N 
Grandview ST 
#2 

Anthill MO 65488 ~660 

000-00- 
0003 

Janet X Testcase  1/22/1947 19 Forest DR Anthill MO 65488 ~640 

000-00- 
0004 

Joseph M Testcase  8/18/1978 13743 
Bluewater 
Circle 

Anthill MO 65488 ~620 

000-00- 
0005 

Maria A Testcase  7/10/1969 5524 
Eastbourne 
DR 

Anthill MO 65488 ~550 

000-00- 
0006 

Carlos E Testcase  11/15/1958 9614 Oriole 
Lane 

Anthill MO 65488 ~500 

000-00- 
0007 

Nicole S Testcase  1/9/1954 8315 Bunker 
Hill RD 

Anthill MO 65488 ~500 

000-00- 
0008 

Sarah D Testcase  11/14/1977 171 Glenwood 
DR 

Anthill MO 65488 <500 

000-00- 
0009 

Luis T Testcase  5/7/1950 50002 Banner 
CT 

Anthill MO 65488 <500 
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Appendix B: Closing Disclosure Screen and Summaries of 
Transaction 

 
This training guide addresses the relationship of the Closing Disclosure data screen and the Summaries of Transaction section on 
the Closing Disclosure. Included in this guide are the following sections: 

• Adjustments, Prorations, and Closing Cost Funds Reference tables: These tables provide information on how the 
options on the Closing Disclosure screen impact the Cash to Close table and the Summaries of Transactions section on 
the Closing Disclosure document. 

• Sample Borrower and Seller Adjustments Summaries of Transaction: These examples show completed sample screens 
and where the data prints on the sellers and borrowers copy when applicable. 

• Sample Borrower and Seller Prorations Summaries of Transaction: These examples show completed sample screens 
and where the data prints on the sellers and borrowers copy when applicable. 

• Sample Borrower and Seller Closing Costs Funds Summaries of Transaction: These examples show completed sample 
screens and where the data prints on the sellers and borrowers copy when applicable. 

 

Closing Disclosure—Adjustments 
 

Integrated Disclosure section When paid Paid by Cash to Close 
Table 

Closing Disclosure–Summaries of 
Transaction 

Due from Seller at closing 
Other items due from Seller 
PRE Seller credit 

Before 
closing 

Seller No effect Seller copy due from Seller at closing) as 
POC (section N) 

Due from Seller at closing 
Other items due from Seller 
POST Seller credit 

Before 
closing 

Seller No effect Seller copy: due from Seller at closing) As 
POC (section N) 

Due from Seller at closing 
Other items due from Seller 
PRE Seller credit 

After closing Seller No effect Seller copy: due from Seller at closing 
(section N) 

Due from Seller at closing 
Other items due from Seller 
POST Seller credit 

After closing Seller No effect Seller copy: due from Seller at closing 
(section N) 

Due from borrower at closing 
Adjustments 

At closing NA Yes Borrower: adjustments (section K) 

Due from borrower at closing 
Blank Option 

At closing NA Yes Borrower: adjustments (section K) 

Due from borrower at closing 
Adjustments 

Before 
closing 

Borrower No effect Borrower: adjustments as POC (section K) 

Due from borrower at closing 
Blank Option 

Before 
closing 

Borrower No effect Borrower: adjustments as POC (section K) 

Due from borrower at closing 
Adjustments 

Before 
closing 

Lender No effect Borrower: adjustments as POC by Lender 
(section K) 

Due from borrower at closing 
Adjustments 

Before 
closing 

Third Party No effect Borrower: adjustments as POC by Third 
Party (section K) 
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Integrated Disclosure section When paid Paid by Cash to Close 
Table 

Closing Disclosure–Summaries of 
Transaction 

Due from borrower at closing 
Adjustments 

Before 
closing 

Seller No effect Borrower: adjustments as POC by Seller 
(section K) 

Paid Already on or Behalf of 
Borrower at Closing 
Adjustments 

At closing NA Yes Borrower: adjustments (section L) 

Paid Already on or Behalf of 
Borrower at Closing 
Item paid already by/or for 
borrower PRE Seller 

At closing NA No effect Borrower: adjustments (section L) 

Paid Already on or Behalf of 
Borrower at Closing 
Other credits 

At closing NA Yes Borrower: adjustments (section L) 

Paid Already on or Behalf of 
Borrower at Closing 
Adjustments 

Before 
closing 

Borrower No effect Borrower: adjustments As POC Borrower 
(section L) 

Paid Already on or Behalf of 
Borrower at Closing 
Item paid already by/or for 
borrower pre Seller 

Before 
closing 

Borrower No effect Borrower: adjustments As POC Borrower 
(section L) 

Paid Already on or Behalf of 
Borrower at Closing 
Other credits 

Before 
closing 

Borrower Yes Borrower: adjustments As POC Borrower 
(section L) 

Paid Already on or Behalf of 
Borrower at Closing 
Adjustments 

Before 
closing 

Lender No effect Borrower: adjustments As POC Lender 
(section L) 

Paid Already on or Behalf of 
Borrower at Closing 
Item paid already by/or for 
borrower pre Seller 

Before 
closing 

Lender No effect Borrower: adjustments As POC (only) 
(section L) 

Paid Already on or Behalf of 
Borrower at Closing 
Other credits 

Before 
closing 

Lender Yes Borrower: adjustments As POC Lender 
(section L) 

Paid Already on or Behalf of 
Borrower at Closing 
Adjustments 

Before 
closing 

Third Party No effect Borrower: adjustments As POC Third Party 
(section L) 

Paid Already on or Behalf of 
Borrower at Closing 
tem paid already by/or for 
borrower PRE Seller 

Before 
closing 

Third Party No effect Borrower: adjustments As POC (only) 
(section L) 

Paid Already on or Behalf of 
Borrower at Closing 
Other credits 

Before 
closing 

Third Party Yes Borrower: adjustments As POC Third Party 
(section L) 
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Integrated Disclosure section When paid Paid by Cash to Close 
Table 

Closing Disclosure–Summaries of 
Transaction 

Paid Already on or Behalf of 
Borrower at Closing 
Adjustments 

Before 
closing 

Seller No effect Borrower: adjustments As POC Seller 
(section L) 

Paid Already on or Behalf of 
Borrower at Closing 
Item paid already by/or for 
borrower pre Seller 

Before 
closing 

Seller No effect Borrower: adjustments As POC Seller 
(section L) 

Paid Already on or Behalf of 
Borrower at Closing 
Other credits 

Before 
closing 

Seller Yes Borrower: adjustments As POC Third Party 
(section L) 

Due to Seller at Closing At closing NA No effect Seller: due to Seller at closing (section M) 

Due to Seller at Closing Before 
closing 

Borrower No effect Seller: due to Seller at closing As POC 
Borrower (section M) 

Due to Seller at Closing Before 
closing 

Lender No effect Seller: due to Seller at closing As POC Lender 
(section M) 

Due to Seller at Closing Before 
closing 

Third Party No effect Seller: due to Seller at closing As POC Third 
party (section M) 

Due to Seller at Closing Before 
closing 

Seller No effect Seller: due to Seller at closing As POC Seller 
(section M) 

*Contractual Adjustment Item 
Checkbox 
Locks Due from borrower at 
Closing and Adjustments 

At Closing NA Yes Borrower: adjustments (section K) 
Seller: due to Seller at Closing (section M) 
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Closing Disclosure Screen—Adjustments 
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Closing Disclosure Document—Summaries of Transaction Adjustments 
 
 

Borrowers Closing Disclosure 
Adjustments 

Sellers Closing Disclosure 
Adjustments 
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Closing Disclosure—Prorations 
 

Integrated Disclosure 
subsection 

When paid Paid by Cash to Close 
Table 

Closing Disclosure – Summaries of 
Transaction 

Adjustments for Items paid by 
Seller in Advance 

At Closing Seller Yes Borrower: adjustments for items paid by 
Seller in advance (section K) 
Seller: adjustments for Items paid by Seller 
in advance (section M) 

Adjustments for Items paid by 
Seller in Advance 

Before Closing Seller No effect Borrower: adjustments for items paid by 
Seller in advance (section K) 
Seller:  due to Seller at closing (section M) 

Adjustments for Items paid by 
Seller in Advance 

At Closing Buyer No effect Does not print on Borrower Disclosure or 
Seller Disclosure 

Adjustments for Items paid by 
Seller in Advance 

Before Closing Buyer No effect Does not print on Borrower Disclosure or 
Seller Disclosure 

Adjustments for Items paid by 
Seller in Advance 

At Closing Lender No effect Does not print on Borrower Disclosure or 
Seller Disclosure 

Adjustments for Items paid by 
Seller in Advance 

Before Closing Lender No effect Does not print on Borrower Disclosure or 
Seller Disclosure 

Adjustments for Items paid by 
Seller in Advance 

At Closing Third 
Party 

No effect Does not print on Borrower Disclosure or 
Seller Disclosure 

Adjustments for Items paid by 
Seller in Advance 

Before Closing Third 
party 

No effect Does not print on Borrower Disclosure or 
Seller Disclosure 

     

Adjustments for Items Unpaid 
by Seller 

At Closing Seller Yes Borrower Disclosure: adjustments for items 
unpaid of Seller (section L) 
Seller Disclosure: due from Seller at closing 
(section N) 

Adjustments for Items Unpaid 
by Seller 

Before Closing Seller No effect Borrower Disclosure: adjustments for 
items unpaid of Seller (section L) 
Seller Disclosure: due from Seller at closing 
(section N) 

Adjustments for Items Unpaid 
by Seller 

At Closing Lender No effect Does not print on Borrower Disclosure or 
Seller Disclosure 

Adjustments for Items Unpaid 
by Seller 

Before Closing Lender No effect Does not print on Borrower Disclosure or 
Seller Disclosure 

Adjustments for Items Unpaid 
by Seller 

At Closing Third 
Party 

No effect Does not print on Borrower Disclosure or 
Seller Disclosure 

Adjustments for Items Unpaid 
by Seller 

Before Closing Third 
Party 

No effect Does not print on Borrower Disclosure or 
Seller Disclosure 

Adjustments for Items Unpaid 
by Seller 

Before Closing Buyer No effect Does not print on Borrower Disclosure or 
Seller Disclosure 

Adjustments for Items Unpaid 
by Seller 

At Closing Buyer No effect Does not print on Borrower Disclosure or 
Seller Disclosure 
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Closing Disclosure Screen—Prorations 
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Borrowers Closing Disclosure 
Prorations 

Sellers Closing Disclosure 
Prorations 
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Closing Disclosure—Closing Cost Funds 
 

Closing Cost Funds 
Type 

Integrated Disclosure Section Cash to Close 
Table 

Closing Disclosure-Summaries of Transaction 

Deposit on Sales 
Contract 

Due from Seller at Closing Yes in Deposit 
Section 

Does not print on Borrower Disclosure or Seller 
Disclosure 

Deposit on Sales 
Contract 

Paid Already by or on Behalf of 
Borrower at Closing 

Yes in Deposit 
Section 

Borrower Disclosure: paid already by or on 
behalf of Borrower at Closing (section L) 

Excess Deposit Due from Seller at Closing No effect Seller Disclosure: Due from Seller at Closing 
(section N) 

Excess Deposit Paid Already by or on Behalf of 
Borrower at Closing 

No effect Does not print on Borrower Disclosure or Seller 
Disclosure 
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Closing Disclosure—Closing Cost Funds 
 
 

Borrowers Closing Disclosure 
Closing Cost Funds 

Sellers Closing Disclosure 
Closing Cost Funds 
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