Applied Business Software The Mortgage Office / Calyx Point Import Wizard

How to use The Mortgage Office / Calyx Point Import Wizard

1. Launch the Calyx Point software.
a. Select one of the Borrowers to be imported into The Mortgage Office. (Have
the Borrower Information displayed.)
b. Click on the Interfaces menu item.
c. Click on the Loan Servicing menu item.
d. Select ABS - The Mortgage Office in the Vendor list.
i. If you do not see ABS - The Mortgage Office in the Vendor list, then
contact Calyx.
ii. If you do see ABS - The Mortgage Office in the Vendor list, but it is not
marked as Installed, then do the following:
Select ABS - The Mortgage Office in the Vendor list.
Click on the Install button.
The File Download window will be displayed.
Click on the Open button.
The Welcome window will be displayed.
Click on the Next button.
The Start Installation window will be displayed.
Click on the Next button.
The message "The Mortgage Office Import Wizard has been
successfully installed” will be displayed.
10. Click on the Finish button.
e. Click on the Send Data button.
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2. The Mortgage Office / Calyx Point Import Wizard’s Welcome window will be
displayed.

The Mortgage Office / Calyx Point Import Wizard El

Welcome to The Mortgage Office / Calyx Point
Import Wizard

Thiz wizard will help you to eazily and accurately transfer all pertinent
information from a Calyx Point expart file bo the loan zervicing module of
The Martgage Office.

Follow the nest few easy steps to complete the process and remember
wou may return to a previous step at any time by clicking the Back
button,

Far additional instructions or to download the latest version of this
pragram, izt our web site at httpeA v themaortgagecffice. com

To beqin, please click MNext.

Help | Cancel < Back Mewt > Eirizh

TmoCalyxWizard_01.gif

9/22/2003 3:19 PM TmoCalyx_HowToUse.doc Page 1 of 6



Applied Business Software

The Mortgage Office / Calyx Point Import Wizard

a. If you see the following error message instead of the Welcome window, then
the Import Wizard is either not installed or not installed correctly — contact
Calyx.

Application executable was nok found,

Error Starting Third-Party Application

Q

Z:'\Program Files) The Mortgage Officel Biny TroCalys:. exe

TmoCalyxWizard_02.gif

3. Read the Welcome window and then click on the Next button.

4. The File Verification window will be displayed.

The Mortgage Office / Calyx Point Import Wizard

“ File Yerification

.if“
¥

Fleaze review the information below and enzure the carect loan 1z
being imported into your loan zervicing module. 1F thiz iz not the corect
lnan, click Cancel and restart the export process from Calys Paoint.

1|

Field Marme | Field alue -
First Mame John

Last Mame ki Henm —
Strest 7890 Cedar Street

City Hayard

State Ca

Zip Code 94545

Home 403-555-1212

Wiark, 510-555-1221

b ol

Fax 510-555-1222

TIM 555-55-5555

Emailldddress M chenmiztincom. net

When ready, pleaze click Nest to continue
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a. If you see the following error message instead of the File Verification
window, then the Calyx/Point export file named TmoCalyx.txt is missing or
located in the wrong directory.

The Mortgage Office x|

IUnable ko locake export File,
i \Program Files! The Mortgage OfficelDatal TrnoCalys:, bxk
Do o wank bo locate the file?

Yes Mo

TmoCalyxWizard_04.gif
i. If you know where the TmoCalyx.txt file is located, you can click on
the Yes button to locate the file.

Locate Export File d |

Lok in: Ia Dats j = £ E-
_TrnoCalyx bxk

Copy of TroiCalys, bxk

File name: Trn

j | Open I
j Cancel ,..-"L

Filez of type: II:aIy:-: Export File [*. THT)

TmoCalyxWizard_05.gif
Ii. If you do not know where the TmoCalyx.txt file is located, contact
Calyx.

5. Read the File Verification window and then click on the Next button.

9/22/2003 3:19 PM TmoCalyx_HowToUse.doc Page 3 of 6



Applied Business Software

The Mortgage Office / Calyx Point Import Wizard

6. The Select Destination Database window will be displayed.

The Mortgage Office / Calyx Point Impork ¥Wizard

Select Destination Database

Pleaze enter the full path and name of the destination databaze or click
Browse to locate it

Enter full path of deztination databaze:
IE:HPngram Filez\The Mortgage OfficehD ata'\MpMewlC Browsze. .. |

When ready, pleaze click Mest to continue

TmoCalyxWizard_06.gif

7. Select which Company database to import the Borrower information into by:
Clicking on the Browse button and locating the .tmo database. Then click on the
Next button.
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8. The Additional Information window will be displayed.

The Mortgage Office / Calyx Point Impork ¥izard ﬁ 5[

Additional Information

The Maortgage Office requires a unigue loan account number of up to
ten alpha-numeric characters. Wou may alzo elect to enter a categary
for thiz loan and to automatically place it on-hold to avoid others from

proceszsing tranzactions or making urwanted changes until you'yve had
a chance to review it.

Loan Account IEEIDUE ]

Cateqgaory Il:aly:-:
Flace OnHold [V

Help | Cancel < Back

TmoCalyxWizard_07.gif

9. Read the Additional Information window, accept the defaults or make changes as
needed and then click on the Next button.
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10. The Final Step — Import New Loan File window will be displayed.

The Mortgage Office / Calyx Point Impork ¥Wizard 5[

Final Step - Import New Loan File

Congratulationg! “ou've completed successfully the required steps and
the zwstem iz ready ta impart the new loan file. IF vou need o make any
changes, you may use the Back and Mest buttonz to navigate the
wizard; otherwize click Finish to complete the process.

To complete the process, please click Finigh.

Help | Cancel < Back st > Einizh

TmoCalyxWizard_08.gif

11. Read the Final Step window and click on the Finish button.

12. If you see the following error message, then the Loan that you are trying to import
already exists in The Mortgage Office and cannot be imported again.

The Mortgage Office

IUnable to transfer loan,
The lnan account number wou selecked is already in use. Please enter a unique loan account numbet,

Please make necessary changes and try again.

TmoCalyxWizard_09.gif

13. When you see the following message, the import competed successfully.

The Mortgage Dffice

Congratulations!
You have successfully transferred the loan to The Martgage OFfice.

TmoCalyxWizard_10.gif
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