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Downloading from Sharefile

Some customers are not familiar with basic download information. Here are best practices for obtaining,
extracting and accessing your documents for the first time.

Your download link will take you to your compiled products.

make it easier to select just the files
you want from a large listing

MortgageManua‘IS'Com ﬁ-hangmg your view to a "list view" can

Either "Select All"
(recommended) or choose
individual folders (not
recommended)

Files from Thomas Morgan at MortgageMan

] select All Sort By Name v

E——
S

F ’ F Click to download

your selection to
your computer.

1-0 Lender-Banker 1.70 AML SAR Reporting 2.0 Compliance
Quality Control

0 Items Selected

Section 1 - Initial Basic Content Customization — Individual Modules

While you can use these modules “off the shelf,” depending on which modules you purchased, you
should perform some basic customization. We provide these instructions as basic guidelines. In
addition, if you use our managed policies and procedures service, you only update those policies which
are different than the template procedures

ALL Products

Decide which forms to use: We provide Non-LOS sample forms for your use. These represent critical
pieces in your policy and procedure management system. Without these you have not proof that you
follow your own process.

1. The manual templates include our provided sample forms. If you do not have any forms, use

these as a basis for your new procedures
i. The sample forms do not come customized — you must do this.

2. If you are working on an existing process flow which already uses checklists, letters, requests,
spreadsheets, reports, etc., you should to replace our sample forms with yours.

3. Loan Origination System (LOS) — We do not provide support for all of the different specific
software systems, but you may wish to include instructions for your employees as to how to
access, log-in and navigate your software. We include basic software sections for use in
customizing, and screenshot “placeholders” for areas which lend themselves to software
instructions in a step-by-step process.
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Investor/Agency Quality Control Fraud Detection and Reporting Audit Module

Note: If you use the quality control and compliance modules to obtain initial approval from
Agencies (FHA/VA, Fannie, Freddie, USDA, etc.) or state regulators, use judicious decision-
making to determine which of these policies you include in your submission. For example, FHA
generally does not want to see other policies and procedures (such as processing or compliance)
as part of the initial submission. However, for your annual recertification or audit, they do want to
see everything.

Make these changes:

Under “Quality Control Personnel”:

Insert the name of the Quality Control Manager

Insert the name and title of the individual conducting Quality Control Audits

If you do not know who the individual is, you can identify a 3rd party quality control provider. You
must keep this provider current.

Any employee who is involved in FHA production — such as a processor, originator, or branch
manager - who is compensated on a production basis, including the company owner, cannot
conduct quality control audits.

Consider adding a paragraph to the introduction to your Quality Control Module — “About Us” to
make the product uniquely your company’s.

Delete references to Funding and/or Servicing if your business model does not include this — See
“Simple Tricks for Using Word”

Broker/Mini-Correspondent Quality Control Fraud Detection and Reporting
Module

Review the documentation

You may choose to use our recommended forms, or replace the form screenshots we have
provided with screenshots of your forms. (See “Inserting Screen Shots”)

To change your company name use the "Find and Replace" function in Word

Open the header (by double clicking in the “grayed-out” header area, or opening “Header/Footer)
and paste/adjust your logo.

In Fraud Red Flags, replace Credit Bureau with your credit reporting vendor

Review other Fraud Prevention procedures and remove actions items you do not perform,
replace

If you have financial, loan level or other audit support, insert names under "personnel”
Include any hiring procedures/vendor management procedures

Include your SAFE Licensing information

Under AML/BSA Personnel, include the names of the individuals tasked with SAR duties

Information Security/Red Flag Module

Determine Document Destruction Vendor

Assure Compliance with Locked File Storage Policy

Identify Identity Theft Protection Vendor for remediation — We Recommend Lifelock
Replace Sample Forms, if applicable

Origination Module

Add your company’s introduction: “Welcome to our Company”
Establish hours of operation
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e Amend commission schedule

¢ Inthe Good Faith Estimate section, indicate what your fees are for various services (credit report,
appraisal, junk fees, etc...)

¢ |dentify your company’s policy for when application begins — at property address, at credit pull, at
pre-qualification, etc. This is critical for ECOA compliance. The regulators will default to the date
of credit pull without a policy.

o Marketing Materials - Many state regulators do examine marketing materials to evaluate the
nature of the business. You should consider a separate “Marketing Materials” file for all customer
facing messages. Remember to attach the “Advertising Checklist” to all materials.

Processing Module

e Update Vendors — Appraisal Company, Credit Bureaus, Title Companies, PMI Companies
e Include Login ID and Passwords for CAVIRS, FHA Connection, DU, LP

Underwriting Module

o |dentify your investors, include their underwriting specifications highlights, or use our Guideline

Matrix to update your own.

o The Guidelines we provide are generic FNMA — use them as a guide to form your own policies
Closing Module

o Add approved attorneys

¢ Include Warehouse Bank and Specific Collateral Requirements

e Compile mortgagee clause information for each specific investor
Administration/HR Module

e Add your company’s introduction: “Welcome to our Company”

o Update Vendors — Appraisal Company, Credit Bureaus, Title Companies, PMI Companies

e Update Hours of Operation, Personnel Roster

Implementing Updates

Module updates are distributed one at a time. Even though multiple updates may apply at any time, each
individual update will indicate which module the changes apply to:

Update Applies to the Following Modules — Ignore if you do not own the Module
v Origination v' | Fraud/Audit/Compliance
v Processing v' | Branch Administration/HR
v Underwriting v | Wholesale Broker Correspondent
v Closing
e Open the update memo
e Open the module to be updated
¢ From within the update, drag the new or replacement text and images into the section of the
module you wish to update
e Save the module before proceeding.
e Open and customize any form that is included with the update.
e Save the form to your hard drive in the “Forms” Directory of your module.
o Distribute the updated pages of the module to all employees.
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Section 2 — Downloading Products and File Management Best Practices

We no longer deliver hard copies of our products. This saves our customers time and money. Upon
receipt of the downloaded product, customers should make a permanent record. Do this by dragging the
e-mailed or downloaded *.zip file to a CD, physical or cloud backup from within Explorer. Make sure you
label your disk and put it in a safe place to avoid the need to request backup copies later. If you do have
a catastrophic loss, or you have not updated your files, we will provide a replacement at a cost of $100.

The files contain documents that we intend you to use as templates. This means you open each file
individually from your word processing or spreadsheet program, make the changes you wish to customize
them, and save them to your local hard drive.

File Management Best Practices

We deliver our products in hierarchical folders. In each module you will generally see

JFolder (Name of Module)
* X.X Name of Module.doc (Word Document — This is the template)
(JFolder (Forms or Files)
(List of files/forms

We recommend preserving this file structure as it will make it easy to publish to an intranet. If you publish
to an intranet location without using the .zip structure you will need to manually re-create the file structure.

Rational Policy Numbering

For compliance policies and procedures it may be helpful to maintain a rational operating hierarchy. In
the case of the modules you will see them listed as follows:

1.0.0 Section/Operating Module (such as origination, processing, underwriting, compliance, quality
control, etc.)

.0 Subheading within an operating module

A

1.1
1.1 Detailed operating procedure or policy.
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Renderlng the InCIUded Tralnlng CJ The Fact Act - (FACTA) Red Flags and Information S

Programs File Edit View Favorites Tools Help
Training programs are delivered in two separate Qe - © - (| Psewch [ Foters | [
formats: PowerPoint and Self-Paced. If your order — A jdfta
included a self-paced training program, you must Elartion
burn this to a separate disk. The program is fod (Mske & nes fokdar T8l artpresenter
intended as a stand-alone program. The directory (IR RED Hautorun
structure must NOT be changed. Simply drag and : ider Orleyer
drop the entire folder contents to the CD Drive. Copy gll files to your

CD Drive to create a A
This will allow the CD and training program to play | Plavable training

program.

automatically.

We also offer in-house style online training programs and a learning management system should you
prefer to allow us to manage your training for you.

Common Troubleshooting Tips

| don’'t have Word: The documents on this disk are in Microsoft Office Word, Powerpoint or Excel format.
If you do not have these programs, you will experience difficulty in opening these files. We deliver all
documents in native *.doc, *.ppt and *.xIs format, so you should be able to open the documents using any
program used for these purposes. We do recommend using Google Drive and Google Docs for those
who will deploy these documents on an intranet.

| can’t find my Downloaded Documents:

1.) Try the download again
2.) Instead of simply save, try “Save As” and locate the default directory that your computer is
configured to us as temporary storage for downloaded files (typically “downloads”)
3.) Browse to that directory from Explorer
4.) ldentify if your files are located there
a. You may see several folders within the Manual Folder: For Example, Origination Manual,
Origination Forms, Origination Templates.
b. Double click on the folder of your choice to see the documents and programs it includes.
c. Double click on any of the items to open them in the application.
5.) If your files are not located in the default directory, download again using “Save As” AND MAKE A
NOTE OF THE DOWNLOAD DIRECTORY
6.) Once download is complete, browse to this directory again and locate your files.

It Won'’t Let Me Save My Changes/l Can’t Edit It

You cannot edit a zipped file. This can confuse you because most programs will let you open and review
and you cannot tell that it is a zipped document until it says “cannot save document.”

1.) Click “Save As”
2.) Rename the document
3.) Identify a separate folder or location on your local drive to save the file to

ZIP files are compressed documents. You cannot save a zipped file back onto itself. You must unzip, or
de-compress the files and save them in a permanent location.

¢ “Right Click” on the Compressed Folder
o |dentify the “Extract to” folder, such as your desktop, or a “Policy and Procedure” folder you
create
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o Click “Extract All”
e Delete the original zipped folder to avoid confusion

Editing the Text in the Manuals

To edit the Manual itself, click on the Manual folder, then click on the manual.

@ Branch Manuals (D:)
File Edt View Favorites Tools Help W l=sami== Cli
B 59 80 WEe &0 & ick on

5| 0 » o
Qaack M > B - search Norton Antivirus &3 ~ the

File and Folder Tasks // Manuals - Administration / manual
l

&) Publish this folder to

Double click on the
closing fee amount and
type in the change.

the Web .
&2 Share this Folder /, Manuals - Origination
1

WellSeptic/Final Inspections 15000 - yes 1303
Total § 183000 § 126300

As described above, these fees are entered into the good faith estimate on the
appropriate line.

GovernmentMunicipal Title Related Charges

Of course, the Government wants to get it's piece of each transaction, whether
city, township, county and/or state. Depending on the jurisdiction these charges
may be called transfer tax, recordation tax, tax stamps, sales tax, etc. Some
states or jurisdictions may offer homeownership incentives under which the

The manual will open in Microsoft Word. You can go to any part of the text and add, delete or edit at your
discretion. For example, to make changes to the hard closing cost table in the Origination Manual, go to
that page, double click on the table where you want the change and simply type in the new information.
Whenever you change content, make sure you return to the Table of Contents and update the table by
“Right-Clicking” on the table > choose “update” > “’Update all”.

IMPORTANT - DO NOT CHANGE THE FONTS on the page itself. Always use the available styles (1),
and modify the styles directly. You can expand the style menu by clicking on the pull down carat (2).

MAILINGS REVI VIEW ACROBAT thomas mo

F. 5T, = 5= i Fi

TR [ EE 4aBsccD: AaBbC¢ AaBbCc AaBbC( AaBbCcDi AsBbCeDd Azebcer A b o
wac

E= =~ - hasis THeading 1 THeading2 THeading3 T MNormal Strong Subtitle Tj [
]

Paragraph P STyTes P Edit

1 2 3 4 5 6 & 7
L

the

Double click on the

closing fee amount and
type in the change. 9

fon v sbmel sieren B e e b e B g P wafersade o B

Styles & M I
Clear All

Balloon Text Ia
Bold

Then, modify the styles on the style menu, by selecting the Bulleted, Symbol (symbo

Bulleted, Symbol (symbo

style you want to edit (3), and then modifying (4) e Centered
.,,J, .

First line: 0.5"

Footer

t‘gdatechma[toMalchSe!e(tlon W | Heading 1
£ Modify... Heading 2

Heading 3

= Left: 05"

Clear Formatting of 262 Instance(s)
Show Preview
Disable Linked Styles

Select All 262 Instance(s)

Remove from Style Gallery

RE L Options...
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Revealing Codes

In word, most people hide the formatting codes because it can be distracting to see paragraph marks, line
breaks and other codes. But with proper document management, you MUST use these codes, such as
page breaks, instead of adding spaces and paragraphs when you want to make sure that content stays
on a page. When removing pages and text, of any large document, we suggest you "reveal codes." This
will show page and line breaks, so you aren't deleting white space. This also helps when you combine
documents as you never want "white space."

lings Review View Developer Help 2 Seal

=l M AaBbCd AaBbCA
RN TMNormal T Mo Spac...

ul

Style
Show/Hide T (Ctrl+*)
Show paragraph mar

hidden fermatting sy

This is especially use
advanced layout task

(7] Tell me mare

" Tabl

Edit Headers and Footers

Editing the footer and header by double-clicking on it or right-clicking the header to reveal this edit
header/footer command.

s

[M Edit Header

Refresh Table of Contents

After updating contents, always update the table of contents - right click on the table>update all

" Table-of-Conten
I [ - [O) Update Table..

Company-Name{
Broker-Non-Delegated-Comrespondent-Quality-Control-Plany

Table-of Contents - i
Introduction - 3
Non-Delegated Lending, ‘Table-Funding -and Broker-Audit-Schedule-and-Scope - 3
Section-1—Application-Quality-Control - 41
Complete-Application Process - 47
Notice of Incomplete-Application -+ 49
Complete-Application-Checklist- Form -+ 3
Loan-Application Process Flow -+ 67
Computer-Applications -+ 67

Apple/Mac Product Users — Not Recommended

Obviously, you do not have a “right-click” shortcut. Microsoft acknowledges that a very small population of
traditional PC environments do allow Mac. We do not recommend Mac because the file folder structure is
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I

different, and when trying to locate or recover documents after changes and when working on cloud
platforms (other than apple cloud) this has created sometimes disastrous results, particularly when

changing or upgrading computers.

Our most frequent use of right click is when updating table of content and copy/pasting images.

For Mac, updating a table of contents requi

res

1.) navigating to the references toolbar
2.) Clicking on “Update Table”
3.) Choosing “Page Numbers only” or “Entire Table”
* @
File Home Insert Draw Design Layout References Mailings Review View Help Acrobat
Jl% Add Text v al:j1 r'] Insert Endnote /CD @ D [ Manage Sources a Insert Table of Figures
Table of Dl Update Table Insert al" Next Footnotey = Search Researcher Insert I-T"Style |APA v‘ Insert ‘
Contents ¥ Footnote [ Citation ¥ [T] Bibliography Caption [ Cross-reference

Table of Contents Footnotes

[ Research Citations & Bibliography Captions

Contents - Customizing your Modules
Downloading from Sharefile . ¥
Section 1 - Initial Basic Content Customization — Individual Mogdules........................o....
ALL Prodiels oo s e
Investor/Agency Quality Control Fraud Detection and Reporting Audit Module
Broker/Mini-Correspon
Information Security/R X
Origination Module

Update Table of Contents ?

Processing Module ... ; :
lic wriing Moa \fNIcI)rd is upda.tlng'the table of contents. Select one of the
Closing Module .......... ollowing options: ‘
Administration/HR Mo © Update page numbers only;
Implementing Updates .. ) i e
Section 2 — Downloading (O Update entire table
File Management Bi

Rational Policy Nurr
Rendering the Inclu

Cancel

Revealing Codes ..

Edit Headers and Foofers....

Refresh Table of Contents ...
Editing and Adding New Screen Shots to Your Manual
Important! — Inserting Sample Forms
Using “Paint” to edit Screen Shots.
Inserting Logos into your Module:
Troubleshooting Formatting Issues
Applying Style Templates - Microsoft Word
Tactics for Managing Large Documents
Steps for Creating One Document out of Multiple Indlwdual P0|ICIeS (“Knit™)
Creating a List of Policies and Forms
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Editing and Adding New Screen Shots to Your Manual

To add your software instructions, you can add your own screen shots. To delete screen shots, open the
manual to that page, left click within the screen shot, then right click and choose “cut.”

ols Table Window Help

I BRRC v T || Normal E B B &= i=
i Paty o
Record Receptionist, Borrower name, telephone number and other supplied information
oming Lead | Webmaster are entered into the POINT system as a prospect
T e 0] =
T e T T | .
(Dl ) (3 ) () lelo) ) Left click on the
e =

screen shot

Edit Picture.
Show Picture Toolbar

issignto | Manager Prospect Information Page is printed. Manager Logs onto 2 set
an Officer log and transmits prospect o loan officer. Loan Officer has 28 romat
to return

Sustomer | Loan Officer Loan officer speaks to borrower and completes borrower @
ntacted questionnaire completely (See Call Script) or makes arrangem} . . .

th Speok in etalvithin 24 hours Then right click to bring up the
Jorroweris | Loan Officer Loan Officer Reviews borrower provided information, and prep e .
alified pr ation worksheet. D are noted and brougl

pre-qualfication wo editing menu. Click once on
Zustomer Loan Officer Loan officer Prepares Good Faith Estimate from POINT Systen H
erst Welcome Letter and Reaquired Document Checkist cut to remove this screen
tpared

shot.

Once you have deleted the old screen shot, you can easily replace it with one from your processing
software. For example, if you use Encompass and want to use a screen shot demonstrating how to enter
information in that program, simply open the page you wish to capture. Once you have on your computer
screen the exact image you want, hit the “Print Screen” button on your keyboard. This is located at the
far right hand side of your keyboard, to the right of the Function keys. Although nothing appears to have
happened, the program has copied this image to your clipboard.

Once you hit the Print Screen button, go to the manual and left click in the space you want the image to
appear until the cursor is exactly where you want it. Next, right click to bring up the editing options, and
select “paste.” The screen shot will then appear in the manual. If you made any mistakes, just hit the
undo button on your formatting toolbar and try placing it again.

To edit screen shots within the manual in Microsoft Word, it is easiest to have your drawing toolbar open.
To do that, right click on any of your open toolbars, and select “drawing” so that it has a check next to it.
This toolbar will appear on the bottom of your computer screen.
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3 Origination Manual - Wicrosoft Word FEX]
Flo £t Yew Inset Fomat Took Table Window bep o
DEEB ORY S RBI[n-Q w0 r i

AutoText j

Cipboard

Control Toobox

= —
3}_ — R_|ght click here _to
Section 3 - The Home BuyingProt e B view toolbar options

Reviewng
A 1989 Survey by Citicorp Mortga, Tabesendtercers |81% of all loan .applicants
& a

were referred to their lender by the ~ sBsc
it has in the transactrom: N

sense of how much influence the | **

e, ot [ Y —g— Make sure “drawing”
Ieverageovevlendersintheperfonﬁ Custonize... mitments, since the lenders is CheCked

rely on them for repeat business. The Real Estate agent is counting on them not
to screw up their commission as much as anything else, so from a pure self-
interest point of view, the lender a real estate agent recommends is a good bet.

Aside from ingratiating themselves to Real Estate agents, a loan officer can .
perform a useful service in the early stages of the home selection process by The t00| bar W|”
pre-qualifying or pre-approving a borrower before a property is selected.

appear at the

|_— Dbottom of your
screen

=[a[a)2((| 0|
oo b O - \ NOOB 4@ 0-4-4 S=C0F

Page 17 Sec2 1976

.:sta‘r.l, [ sentems-M... [ RE:YourQuck.. [ 2)Document2-M... | 2)HowtoEdtYou.. | 2)HowtoOpena.. ] Orgnstiontin. &) L. ussw

Once this toolbar is open, you can add captions (under autoshapes), change the colors, lines, and text
easily.

To edit the screen shot, click on it once, and then you will be able to move the borders and adjust the
size. You can also double click on the screen shot to pull up the “Format Picture” box. Here you will
have several tabs that allow you to adjust many aspects of the image. The “Color and Lines” tab lets you
change the border of the screen shot. The “Size” tab allows you to adjust height and width, the “Layout”
tab allows you to adjust the text and how it appears in relation to the graphics, and the “Picture” tab
allows you to crop the image, change the color to grayscale, black and white or full color.

Important! — Inserting Sample Forms

We include sample forms in-line within the modules. This allows the readers and users to follow the
implementation and is an important best practice in technical manual writing.

DO NOT ADD THE FORMS DIRECTLY TO YOUR MODULE! The forms all have their own formatting
and this will corrupt the module template. Instead, print the form to an imaging program, like Acrobat,
your fax program, or Microsoft Document Imaging and copy and paste the image itself.

You can also “prt scr” (print the screen) and then paste it into your word document, and then use Word’s
native image editor to crop and adjust your image.
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2 Origination Manual - Microsoft Word.

Fe Gt e Dost Fomy Jeck Tade Wrdow bep
DFER E@RY |1 2@T (D 2 om - “we|B 7 o>
| — - 1 :

Double click on the
screenshot to bring up
the “Format Picture”
box. From here, select
the tabs to alter any
part of the image. This
“Picture” tab allows
you to crop and
change the image from

coorsandtions | Ses | Layos Petae |
=

w FH w3
e fE e R

e cerwel - (23

er has 2 hours

o] o | et and Zompietes Bovrover

TesTorT P
to speak in detail within 24 h
4 Gomower is | Loan Oficer LN Oficer Reviews borrow
Gualitied fre-qualficatio

- informaion. and orepares
re A0ted and broucnt 1o

:;4;:?;‘.”” o  Resares Docimman oY color to grayscale or
repared
8 LT.:'J.I"K'I Loan Officer

black & white
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Using “Paint” to edit Screen Shots

& Mcrosoft Update

@) ABBYY FineReader Tools

G Accessories

»
»
>3 @) Broadcom »
Int t
é shyasbien @) Creatve »
E-mai D oo {
L ) Dell Accessories »
! »
@ Microsoft Excel || @) Dot Piture udo v2.0
@) Dell Printers »
Burn CDs & DVDs of &) FaxTools N
RecordNow!
@) Games »
Microsaft Word @) IntelR) Apphcation Accelerator b
@) Java Web Start »
5]
[ ] rrcroscit access | @) microsott offie Tools »
@) Modem Helper »
Stamps.com
Q FAese @) Modem On Hold »
. h >
Norton Antivirus @ Musicmatd
@) Norton Internet Security »
) OLYMPUS CAMEDIA Master »
@) PrintMe Internet Printing »
@) QuickTime »
@ Real >
[ Auerooroms ) | P .
>

@) Rartwp
- R 286y FineReader 5.0 Sprint
] start PP [ Adobe Reader 6.0

B Mcrosoft PowerPoint
& ticrosoft word

B Accessbity

@ Communications

@ Entertainment

@ Mirosoft Interactive Training
@ System Tools

\J Address Book

& Cakulator

B Command Prompt

# Notepad

©) Program Compatibiny
@ synchronze

© Tour Windows 3P

(£ Windows Explorer
@) Windows Movie Maker
A wordPad

) MRTGZERe ASpyWare

Select “Paint”
from your
accessories
menu to edita
screen shot
before placing
it within your

If you want to edit the screen shot in Microsoft Paint, capture it as you normally would using the “Print

Screen” key, then open the Windows Paint program.

Paste the image in the Paint view by choosing select, then right click and hit paste.

Help

File Edt View Image Colors

| Choose the select

button, then place your
cursor on the page and
right click, then hit paste.
Now you can use Paint
to edit the screen shot.

From here you can alter the size, color and format of the screenshot. When you finish, copy the
screenshot image by right clicking on it, selecting copy, and then paste it back into the manual.

There are many ways to edit screenshots and place them within your documents; use the method you are

most comfortable with.
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Inserting Logos into your Modules

In order to give a complete “Custom” look, you can add logos to the manual headers or footers. Placing a
logo does not mean the Company’s name is not included in the header.

Modifying the Logo

Step Process

“Grab” logo within any “Grab” Logo

program - Explorer Right Click on Logo
Select “Copy”

Paste Logo into document

Logo cannot be “grabbed”

Create bitmapped image

Press “prt sc” (print screen) from within browser
Open “Paint” program from accessories

“Paste” screen shot

Use Chooser tool to highlight logo area

Click “Copy”

Paste grabbed logo into document

Modify Logo

Make Logo a “text wrapped” object

Click on object

Picture Toolbar should appear

If not, select “View”, “Toolbars” and “Picture”
Picture toolbar shows a “wrapping” icon

Select “square”

Change Logo to “Grayscale”

On picture toolbar click on grayscale icon
Choose Grayscale

Make Logo uniform size

Should be no more than 100 pixels wide — 30 pixels tall
Select “Format Picture” icon from picture toolbar
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Troubleshooting Formatting Issues

The individual modules are documents which have been specifically formatted to maintain indexing and
links via the table of contents. This means that the table of contents and all formatting will remain
consistent when you make changes. In order to ensure that formatting issues do not create a problem in
the use of your product, follow these steps to apply the universal “manualtemplate.doc”.

Formatting changes can cause conflicts with your internal template (usually “NORMAL?”). Please attach
the enclosed template in Word to repair the formatting issues.

Applying Style Templates - Microsoft Word

1.) Save the attached file to your hard drive - note the location

2.) Open the document that you wish to apply the template to

3.) Under "Tools" click "Templates and Add-ins"

4.) Dialogue Box shows Document Template - usually "Normal"
5.) Click "Attach" and browse to the saved template from 1.) above
6.) Toggle the "Automatically update styles" check box
7.) Click "OK"

The document should now follow formatting as intended. When editing the document, do not apply
formatting from the formatting toolbar. Instead select "Format" and "Styles and Formatting" to bring up
the available styles dialogue for the document. At the bottom of the Styles and Formatting dialogue,
select "show" and "available styles" to see what formatting can be applied.
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Tactics for Managing Large Documents

Today we no longer use paper manuals as the predominant way of delivering and publishing. Rendering
files electronically takes the place of the paper manual, but this creates some additional problems,
particularly when your organization grows and there are many, many different functions. In order to
effectively manage these varied policies, you need a document management system of some sort.
These range from “FreeWare” options such as Google Docs, DropBox and Zoho, to hundreds of different
fee based document management providers.

Regardless of which provider you use, the architecture remains the same. The difference in systems
relates to how these documents can be edited and distributed to all of the different roles within a
company. In order to do this, you break up your large document into smaller pieces. Then, if you need to
assemble them into a manual, you “knit” them together using Word.
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Steps for Creating One Document out of Multiple Individual Policies (“Knit”)

) Open the Mortgage Manuals Template Document

) Delete all the “Sample Text” (except for the Table of Contents) which is simply used as a preview
for the various formats.

) Put your cursor on the place in the document when you want the inserted files to be inserted.

Click Insert tab on the ribbon.

A -
I HOME IMSERT DESIGM PAGE

N —

B w

Arial | -y

- _ . B I U - a3k X. ¥°

INSERT DESIGN PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW ACROBAT

Ty T A 2 Hyperli - & Oui s+ [ #5i ine -
) [ Smarthrt ‘Go Hyperlink [ Header A Quick Parts D’, Signature Line
3 g d & W Le L =

1 I Chart = ™ Bookmark [ Footer~ 4 W8 EE‘-_.DEtE & Time
able  Pictures Online Shapes Online Comment A
- Pictures - @4 Screenshot~ Video El._:| Cross-reference A Page Mumber~  po, - Drop Cap = DOhjECt -
ibles Nlustrations Apps Media Links Comments Header & Footer Text

5.) Click on the down arrow at the right side of Object.
6.) Click on Object and choose the Text from File... option.

] Object -

™ Object...
E Text from File...

7.) Inthe Insert File dialog window, select all Word documents that you want to merge and combine
into one. To select multiple files, press and hold down CTRL key while clicking on the files one by
one.
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8.) Click on Insert button. All documents selected now merged and combined into a single document

file.
El Insert File
((:—) * 4 , <« Google Drive » Al Completed Publications » Compliance Indexed v & Search Compliance Indexed o
Organize + Mew folder gz - E (7]
B Microsoft Word " Jame : Date modified Type Size "~
2-01-00 Compliance Manager Duties....  5/7/2014 12:25 PM Microsoft Word D... 41 KB
0 Favorites \2-34 Advertising.docx 5/8/2014 12:54 PM Microsoft Word D... 749 KB
B Desktop -35 Unfair Deceptive Abusive Acts an...  3/13/2015 11:58 AM  Microsoft Word D... 66 KB
& Downloads -33-61 HPML Appraisal Policy.docx 6/25/2014 5:36 PM Microsoft Word D... 207 KB
& Google Driv 236 Mortgage Disclosure Improveme...  5/8/2014 1:02 PIM Microsoft Word D... 17 KB
:r_-‘. Recent pla 2437 Ability to Repay.docx 5/8/2014 1:04 PM Microsoft Word D... 40 KB
i M| 2440 Equal Credit Opportunity Act and...  5/8/2014 5:19 P Microsoft Word D... 670 KB
@) Creative Cloud Rl .. q pp ty
242 HMDA and Disparate lmpact Ana...  5/2/2014 3:47 PIM Microsoft Word D... 52 KB
- [¥]Z 3-43 Fair Housing Act.docx 5/8/2014 3:49 PM Microsoft Word D... 26 KB
#& OneDrive £
-44 Fair Credit Reporting Act.docx 5/8/2014 3:50 PM Microsoft Word D... 16 KB
Q% Homegroup [v]m Sf2-45 FACTA Overview.docx 5/8/2014 3:53 PM Microsoft Word D... 16 KB
2-46 Homeowners Protection Act (PM...  5/8/2014 3:57 PM Microsoft Word D... 16 KB

1M This PC s 2-47 Gramm-Leach-Bliley Privacy Act.... 2014 4:06 PM Microsoft Word D... 17 KB
m Desktop M= 2-70 SAFE Act.docx 2014 4:32 PM Microsoft Word D... 19 KB
| Documents M 2-71 Compensation and Anti-Steering... 8/2014 4:38 PM Microsoft Word D... 130 KB
& Downloads M| 2-72 Pre- and Post-Employment Scree.. 2014 5:34 PM Microsoft Word D... 37 KB
Jf Music 0z 2-73 Appraiser Independence Policy.d... Microsoft Word D... 1,376 KB
=1 Pictures 2 M= 2-73 Appraiser Independence Process.... 2014 5:38 PM Microsoft Word D... 1,376 KB hd

Range:

Range...

File name: | "2-46 Homeowners Protection Act (PMI Cancellation).docx” "2-01-00 All Word Documents (*.doce®c v

Tools - Insert |v Cancel

9.) Update the Table of Contents by “right-clicking” on the grayed-out area > select “update all”
10.)Save the file using a unique document name.

Creating a List of Policies and Forms

In order to create a list of all file objects in a directory for reporting or management purposes, follow these
steps.

Using a web browser, you can render directory structure and file contents in a list
1.) Open browser (Firefox or Google Chrome)
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2.) Browse to the folder of documents you want to copy, and then copy the path of the folder (data)

from the location bar in File Explorer. For example, the path of this folder is

C:\Users\thomas\Google Drive\A1 Completed Publications\1-0 Lender Quality Control\Quality

Control Forms:

ﬁgljortgageManuals.com

= e Copy path - A [ T:j Easy access = = 21 Edit Select none
e 'ﬂ Paste shortcut Itl.?:: Ct-;p,' DEITEtE rename fr;lﬁjh:r F'rcupfrties 5 History nnlmrert selec]
Clipboard Organize Mew Open Select

- T W\ Ucers\thomashGoog

ites A [ Name Date modified Type Size

Ektop %7 Appraisal Review Log.xls 42172008 1216 PM  Microsoft Excel 97... 15 KB

wrloads R CFPB Examination Elements Matrix, 5/1272015 7:51 AM Microsoft Word 9... 41 KB

ogle Drive f Checklist-Appraisal Review Form.xds 6/12/2013 1:14PM  Microsoft Excel 97... 32 KB

fent places W= Closed File Pre-Audit Compliance.doc 11572015 702 PM Microsoft Word 9... 61 KB

eative Cloud Fi i Closing Preparation Checklistxls 341772009 4:44 PM Microsoft Excel 97... 21 KB
i Credit Report Loguls 4/21/2008 12:15 PM_ Microsoft Excel §7... 15 KB

3.) Open a web browser and paste the folder path in the URL address bar, then press Enter

L) i i) L] TR TP 8 = e = = -
<« c Bmgersﬁhomas/Goog\e%EODrive/A‘l %20Completed%s20Publications/1 —O%20Ler@mality%
Index of C:\Users\thopias\Google Drive\A1 Completed Public:
Name Size Date Modified
% [parent directory]
|1 Appraisal Review Log.xls 145 kB 4/21/08.12:16:42 PM
] CFPB Examination Elements Matrix doc 41.0kB 5/12/15.7-51:47 AM
] Checklist-Appraisal Review Form xls 2.0kB 6/12/13. 1:14:08 PM
|7 Closed File Pre-Audit Compliance doc 61.0kB 1/15/15. 7:02:56 PM
|7 Closing Preparation Checklist xls 21.0kB 3/17/09. 4:44:46 PM
| Credit Report Log.xls 145 kB 4/21/08. 12:15:40 PM
|7 FHA Pipeline Random Selection Tool xls 265 kB 11/4/14. 6:58:09 PM
| ] FHA-Conv Pipeline Random Selection Taol.doc 375kB 2/9/12, 4:18:16 PM
|7 Field Appraisal Review Request.doc 205 kB 37703, 8:55:44 AM
|7 Forms-Occupancy Re-Verification.doc 440KB 7/12/11.10:47:11 AM
| Fraud - Red Flag Checklist doc 64.0LB 427112, 4:14:37 PM
] HUD Site Review Checklist Form doc 200kB 3/25/09.12:30:10 PM
|7 Post-Closing Document Review Checklist. pdf 192 kB 2/8/11. 9:26:13 AM
|7 Pre-Funding Review and Document Preparation Checklist.xls 235kB 2/17/12.3:03:19 PM
|} Pre-Funding-Closing Preparation Checklist pdf 12.0kB 6/29/11. 12:49:41 PM

4.) Click Ctrl+A to select all contents in the web browser and press Ctrl+C to copy them.
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5.) Open Excel and directly paste (using Ctrl+V shortcuts to paste) them in a worksheet.

(R = B I T F bBaok1
FILE HOME IMSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ACROBAT
& s - jp—
D b Cut Calibri M - A A T == - %Wrap Text General
. E|’E"| Copy -
aste R v . - - === & as - -
- ~ Format Painter B Il - A === &% Merge & Center S - %
Clipboard ™ Fant P Alignment ] Mu
A3 i f1 [parent directory]
A B c D
|1_ Index of C:\Users\thomas\G | iva\ Al Completed l'ublications\l—ﬂ Lender Quality Control\Quality Co

2 |Name Size Date Modified

|3_.[parent directory]
4 | Appraisal Review Log.x

5 kB 4/21/08, 12:16:42 PM

5 |CFPB Examination Elements Matrix. 410 kB 5/12/15, 7:51:47 &AM
6 |Checklist-Appraisal Review Form.xls 32.0kE  6/12/13, 1:14:08 PM
7 |Closed File Pre-Audit Compliance.doc 61.0kB 1/15/15, 7:02:56 PM
3 |Closing Preparation Checklist.xls 21.0kB 3/17/09, 4:44:46 PM
9 | Credit Report Log.xls 14.5kB 4/21/08, 12:15:40 PM

AR A PEm ;e PBrmdnms Cnlasdine Taal wl- U=l M ] 44 fafia c.cowunn ma
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