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Standard Conveyancer™:  Tips & Pointers


Adding Lender Information to Your Database

IMPORTANT: Lender information must be added to your lender database before opening a new closing file. 

1. Click Info – Lenders for the Lender Information window to open;

2. Click the New button to add a lender to your database;

3. Tab from field to field to enter the lender name, address, etc.; 

NOTE:  When the originator name and investor name are different, the name entered in the Lender field should be a combination of both names.  For example, if the originator is Mortgage Maker, Inc. and the investor is HomeLoan Lending, the Lender name you create to identify this originator/investor combination might be entered as MMI-HomeLoan.

NOTE:  It is not necessary to enter information in the License field or in the Branch field;  

4. Click US Charter when the lender is organized under the laws of the US;

5. Select Closing Under Originator or Closing Under Investor for the originator name or the investor name to appear on the documents;

6. Click the Calculations button to review or modify the information used by this lender to calculate the pre-paid interest, etc. 

7. Lender Doc Selection allows the user to customize which documents appear in a print batch for a particular lender.  NOTE:  This is an advanced feature.

8. Click the Lender Reps button to enter additional information.

9. The Loss Payee information pulls from the Investor information but can be modified.  Click the Loss Payee button to edit the information and press the F9 key to save and exit. 

10. Click the OK button to close the lender window.

11. The lender information entered is now available in the lender database for future closings.

	
	Click the OK button to close the database.

Click the NEW button to add new lender information.

Click the LIST button to display a list of all lenders in your database.

Click the UNDO button to undo changes made in the database.




As always, call us at (781) 324-0550 if you have any questions!
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