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This training manual is yours to keep and personalize for your own unique
learning needs. The manual contains instructions, exercises, examples,
definitions, and job aids you need in this class. In addition, your instructor may
provide additional training materials throughout the class.

In addition to the content included in this manual, you are encouraged to take
notes. Feel free to take notes directly in this manual or highlight important
content areas. By personalizing this manual to you and your specific needs, you
have your own personalized training and reference manual to use after you
complete this class. This is helpful back on the job whenever you need fo refresh
your memory on what you have learned during this class.

Although there may be system examples included in this manual, the examples
do not contain actual identifiable customer information. Names, addresses,
account humbers, and personally identifiable information are randomly altered.
Any similarity to actual people is purely unintentional.

How is this guide organized?

This guide consists of units of study, each of which is comprised of one or more
content areas. Your facilitator guides you to the appropriate section, and provides
you with the necessary materials in which to complete a particular task,

What do the graphics mean?

The following graphics call your attention to important information.

An exclamation point represents —}3 A'key represents an impartant
an Important piece of information é learning point to remember that
that, if not observed, may impact : assists you in understanding the
the results. Key Concepts of the unit.

A light bulb represents a tip to help Z;f-— A book represents an Activity that
you with your learning. Try to w you must complete as part of your
remember these Tips and note training.

them for future reference.

An arrow with the word New
indicates that this is a new step
performed by your work group.

Execuling Foreclosurs Documents Naw Hirs, Syslems and Resources (Perd2¢f2)  V
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-Upoh, completlon of-the. LPSD web-based coursework and this- modu[e,
_you will be able to o ".‘ o

.‘;

Demonstrate Ioggmg m and out of LPSD : R

Modlfy thie: quckLaunch Toolbar " E

ModlfytheDeSKtOp PR '_. T s

Use the’Onlme User Gunde to research LPSD functlons

.::‘
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Overview

LPS Desktop is used by the Foreclosure department to communicate with
attorneys and to track attorney aclivities and documents.

To log on to LPS Desktop:

= Access LPS Desktop through Internet Explorer at the following address:
https://ipme.bpipsdesktop.com . '

i\wf', Tip: Set this as a favorite in Internet Explorer.

= Enter your user name, password, and the company field should be set
based on the heritage client;

> CHASEU for hChase (client 465) and hWaMu (client 156)
> EMCU for hEMC (client 589)
= Click on the Log-in button.

= Enter the loan number in the find field and make sure Loan Number is
selected in the dropdown list box.

= Glick Find.

Execuling Forecloswe Documents Newkire: Systems end Rescurces (Pert 2 of2) 2 Unit 1: [ntraduction to LPS Dasktop
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Completing the Execution in LPSD

Onee all of the information has been verified on the documents, update LPSD with the executed
status. Events in LPS Desktop signify completed stages during the execution process. A
successful execution is represented by four events. Review the steps in the table for each

event.

Closely follow all online procedures for executing documents.

- o

1 | LPS Desktop

In the LPS Desktop meny, type the REF 1D# from the
attorney coversheet in the Find field.

Note: You could also refrieve documents by Loan
Number if the REF ID# is unavailable.

TREED ”":mmf‘_‘“"‘fh"i‘:‘.""". ]

5]

In the By field, click NTRID. Click [Find].

. o Lot e - K Ly
n-. \... ‘e Tmmm e -__-‘_...,. S ,_—ﬁ,ﬁ S —m M

@Fmdi ] R0 mem ] [md ]

Result:
The Process Screen appears.

Execuling Forec [o! 1ts Naw bire. Syslems and R

(Pat2ot2; 3 Unit 1: Introduction to LPS Deskiop
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2 i Process Screen/ From the Process screen, Navigation panel, click
Navigation panel Signature Required. Click the file expansion, FC

Signature, and then FC Review.

'ﬂ T LA
sl el
. wattete.

L T o N
el ¥

iy

¢ The Events are categorized as:
4/ 1. Document Sent fo Client for Execution
™ 2. Executed Document Reviewed by Client
3. Executed Document Completed

4, Executed Document Sent to Attorney
5. Executed Doc Received by Attorney

Execuling Foreclosurs Documants Now Hirs: Systems end Resoutces (Part 2 ¢f2) 4
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Process: FC Forward | Important: Complete all procedures for preparing and
section/ Event 2 executing the documents prior to approving the
verification in LPS Desktop,
In the Process: FC Forward section, for Event 2, Click
the Forms lcon @ (Dynamic Data Foerms).
I |
e Wy Geea s Y] >
e g ZB "
DRI R ceaon [- I
Resulit:
The DocReview_Client window displays.
El DocRcvicw Clicn(:
(Eests s 3.7 [P " e o
S ond Corve o st o
3% 3 2. P T “i,
DocReview_Client In the Document Review field, select Document
window Accepted and Prepared for Execution,
This certifies that you have verified all information.
Click [Submit and Close] to retum to the Process
Screen.
(ot et p}kp;}earoi‘a&}m::-ti%
AerCheaza nen« ‘-,.- RC NSy
B Documere & 3 Prapared |
Doaimunm ected es'kbnmeo‘ed - ] |
v RER:
Note: Because the document is being accepted for
execution, a comment is NOT required.

Now Hiro. Systems and Resources (Pt 2012)

5
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Process: FC Forward | In the Process: FC Forward section, review the
section/ Event 2

Completed field for Event 2.
B e

Verify the Completed field auto-populated with today's
date.

This ¢can be done three ways:

1. Manually enter

2. Double click

3. Select the date from the Calendaricon

Click the [Save] button.

Process: FC Forward

In the Process: FC Forward section, Event 3, click the

section/ Event 3 Forms icon ]

Result:

The ExecDocComp_Client window displays.
ExecDocComp_ In the ExecDocComp_Client window, Document
Client window Retumed to field, select Executed Doc Returned to

FNFS.

-choussmm ':' "." . S .
) Bwﬁedbﬁk&umd&ft‘g". ",:" T

{xeatedpioc Sertto sty

Click [Submit and Close] {o return {o the Process
Screen.

This action submits the complaint back to LPS as
approved.

D

nts Mew Hire, Systema and Recources (Parl 2 of 2) 6
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8

Process: FC Forward
section/ Event 3

In the Process: FC Forward section, review the
Completed field for Event 3.

W‘ O Y R I LRI Y Sl
»

oL TS Ry L )
e Y]

. 3 “ .
g ARE TICITERY
o ¥ ¥,

5

Verify the Completed field auto-populated with today's
date.

This can be done three ways:

1. Manually enter

2. Double click

3. Select the date from the Calendar icon

Click the [Save] button.Note: LPS sends the verification
to the attorney and completes Event 4 -Executed
Documents Sent to Attorney. At the end of each day,
and intemal pariner collects and sends all executed
documents to LPS for retumn to individuals attomeys

Department Notary

According {o your depariment procedures, request
notarization of the verification.

10

Signin Name

Sign the verification using the same signature listed for
signing authority in the presence of the notary.

Resulit: the notary notarizes the complaint.

11

QC Tracking
Spreadsheet

Update the tracking spreadsheet to reflect verification
given to QC team.

Place the executed verification into the QC bin.

Result: Management provides document listto QC
management for recongciliation.

12

Process: FC Forward
section/ Event 4

LPS Desktop automatically completes Event 4

13

Process: FC Forward
section/ Event 5

Event & is completed by the attorney as acknowledgment
of receipt of the documents.

Eveculing Foreciosurs Docurnents Naw Hira, Syslems and Resource (Pard 2 d2)‘ 7
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Rejecting the Execution in LPSD

Important: If, at any point, during the preparation or execution process, you do not understand
or cannot verify all of the required information, do not execute the document. Instead, you must
escalate the affidavit to your supervisor and wait for further instructions.

If your supervisor instructs you to reject an affidavit, closely follow all online pracedures for

executing documents.

e R -, . PR RE A CIE A
@, - He o#e et BT L R

'l "

1 | LPS Desktop

In the LPS Deskiop menu, type the REF 1D# from the
attorney coversheet in the Find field.

Note: You could also retrieve documents by Loan
Number if the REF ID# is unavailable.

In the By field, select NTRID, and click [Find].

LICTNY. P e B AR N SN S o SRR A0 T A o S
5 Find | | By{toan Mumber o sEnd- |
A VR SN Loars Number - P
Tharber tke
Vendor Ref Mo
EKCazeNo
Bocrower
Property Address
SN

NTRID SE——

NIETD

Casa Name

Document

Fees and Costs

Fees and Costs ke
LR T ) e bk e .____ﬁ________PﬁorSerkaNmber s o

Resuit:
The Process screen appears.

€ g Feseciosurs D NewHire: Systems and

(Fat2ofz) 8 . Unit 1: Inraduction to LPS Deskiop
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2 | Process Screen/ From the Process screen, Navigation panel, click
Navigation panel Signature Required. Click the file expansicn, FC

Signature, and then FC Review.

i U R

(3

in the LPS Desktop workspace, the Process: FC
Forward section displays the status of Events 1-5.

~ i LT S

e

S
e SOPL R o Seebe 1 Viend s ey D 2T T Dbt
e ML » o T 2, W

3
Qracibdedbthimay K,

1. Document Sent fo Client for Execution
2. Executed Document Reviewed by Client.
3. Executed Document Completed

/‘3 The Events are cateqorized as:
P~

Note:

Events 4 & § are “closed” automatically when a
document is rejected and a new group of Events
automatically activate in order to begin tracking the re-
submission of the documents.

Execuling Foreciosuro Documents New Hiro, Systems and Rescurces (Peri 20f2) 9 Unit 1: Introduction to LPS Desktop
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3 | Process: FC Important: Complete all procedures for preparing
Farward section/ and executing the documents prior to approving in
Event2 LPS Desktop.

In the Process: FC Forward section, for Event 2,
Click the Forms icon 27 (DDF).

1 mms«x\fidwsm B

naw«wanmnon 'z -.':i'nmi . wogwoe i Xl

g -\4-n P e e e s ey e
¢“’w‘v .'t-u Lpta ll E
B mr:mv 1

OIS e |

Result:
The DocReview_Client window displays.

4 | DocReview_Client | In the Document Review field, select Document
window Rejectedl Revision Needed.

' » \‘A e AR g
”Z DocdmmtRevIew‘ . oacumtmmted mdmpaodrofamﬁm

R ety s CheomRtemns s e R
fl:nmmmu fneawrng L. - - -

In the Comments / Reason text field, type the
reason for rejecting the document.

Click [Submit and Close] to return to the Process
Screen.

Execuling Foreclosurs ocuments New Hiro, Systems end Resoutcea (Pet 2 of2) 10 Unit 4: Introduction to LPS Desktop
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Process: FC
Forward section/

In the Process: FC Forward section, review the:
Completed field for Event 2.

1. Manually enfer
2. Double click

Result:

“close” systemically.

Event 2 AT LSRR KT
— ’
%':"‘:“: 4 ne iy ::‘:.: ':zg:;:':.::»~ i '<.t- s T0. ‘ata
Verify the Completed field auto-populated with
today's date.

This can be done three ways:

3. Select the date from the Calendar icon
Click the [Save] button.

The FC Revision fasks generate and Events 4 & 5

New Hra, Syclems and Resources (Par20f2) 11
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6 | Revised Document | In the Document Type field, select the document
window type being rejected.

In the Revision Category field, select the reason
for revision.

EYor=PYinBal opiTotal Amecet £OG
b ?hnrq Uo:: slw:fod{ﬂo:ﬂutﬂrg:?cd ~L A,

In the Requested Revislons ﬁeld, enter a note for the
attomey, if needed.

>

DocgmentType: '~ *

';
¢

Click [Submit and Close] to return to the Process
Screen.

Eretuling Fereclosie Documents New Hirs, Syslems and Resources {Pat2¢f2) 12 Unit 1: Introduction ta LPS Desktop
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A -
m “ L
- r

Process Screen/
Navigation panel

To request a corrected document from the attorney, from
the Process screen, Navigation panel, click FC”
Revision.

J T e T Vi
5 . AGuini:

- Dy PO S~ <12 | BuaBaky & o Oo Compdiled © re ‘Pures’sLaar Ao T VTady T
AL L P RAEE ol A it St O

s ]

Process: FC
Revision section/
Event 1

In the Process: FC Revision section, review the
Completed field for Event 1.

Result: The current date displﬁus_.

bt TSI, ECF NG, O R T o

> orglebed sl Powe” e

b @ Somatt
TEee o L, CiR
00 3 Tty

Verify the Completed field auto-populated with
today's date.

This can be done three ways:
1. Manually enter
2. Double click
3. Select the date from the Calendar icon
Click the [Save] button.
Note: The attomey completes Event 2,
Note: LPS completes Event 3.
After the atiorney edits the complaint:
= the'document is uploaded again for LPS
review;

» 3 reference identification number Is
assigned;

» the document is printed and shipped to
Chase for execution of the revised
document.

Result: management provides document list to QC
management for reconciliation.

" Note: Once the attorney corrects the issue identified, the document would be
retumeq through LPSD and Events 1-5 are rese..

Now Hire: Systems end Resources (Pet 2012y 13
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S A - . - -~
: g | ThIS'Unlta"OWSyOUtO - _' o - '
e : E)esdnbe how the Quahty Rewew Apphcatton (QRA) is used in

. your dally workﬂow

_— Prepare the: QC Worksheet to use W|th the Quallty Rewew
SO .'Appllcatlon {QRA); . N ‘

..' A 'rRecord the results of the QC Worksheet in QRA

-..‘_ “a

Note: Your facilitator will direct you how to complete this unit. Screens from the
online training have been added to this guide for your reference.
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A Day in the Life of the QC Analyst

Foreclosure Quality Control (QC) Analysts complete a quality review on every
completed ADA execution. The quality review process consists of verifying the
information on the physical ADA using a Foreclosure ADA Quality Control
Worksheet (QC Worksheet) with information from the mortgage note and

systems.

In addition to the QC Worksheet, QC Analysts use the Quality Review
Application to record the results of the ADA quality review.

2, Review the daily workflow sample to see how the Quality Review Application
; @ (QRA) is used to camplete daily QC tasks.

’ » -
N fon

—p—— . —

e . - PR IR A MM RO | ﬂ.?,.‘._.'
y o b DTN . TN AN b
as” Ca] v . by ' ) 4

1| Your workstation

Locate the Amount Due Affidavits (ADAs):
« assigned to you by state and/or attorney firm and
« completed by Affiants

2} Desktop Follow procedures to print a blank copy of the
Procedures site | Foreclosure Affidavit Quality Control Worksheet (QC
Worksheet) for each ADA you will be verifying.
3 | Each ADA Document your verification of each line on the ADA by
assigned to you | completing the QC Worksheet.
for verification

NOTE: After you have verified the caption verbiage on
the ADA, set it aside. Complete your QC Worksheet
independently of the ADA completed by the Affiant.

Itis important that we have two, independent views of
the ADA that are compared to ensure accuracy.

Complete each step of the online procedures for
Executing the Amount Due Affidavit.

Exaculing Fereclooure Docurments Naw Hire, Syclems and Resources (Pat2cf2) 16 Unit 2: Quality Review Application (QRA)
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] @bk . Do -
4 | Each ADA Compare the ADA to your QC Worksheet to determine
assigned to you Pass/Fail status of each item.
for verification
¢ hom °
Information Check Pass cn the QC Worksheet..
matches

Information does Check Fail on the QC Worksheet.
not match

5 | Quality Review Use QRA to enter the above Pass/Fail results from the QC
Application (QRA) | Worksheet.

QRA provides a record far each line of the ADA completed by
you and the Affiant.

NOTE: The information in this guide {(Units 2-5) and the iLinc
session guide you through completing tasks in QRA.

6 1 Desklop Close the quality review process by following procedures to
Procedures Determine and Route Pass/Fail (Step 6).

Review a sample of the QC Checklist on the next page.

Note: Upon conclusion of this unit, QC Analysts are required to take the iLinc
session to complete this module.

Execuling Foredosue Documents Naw Hira, Systems and Resources (Part2ef2) 17 Unit 2: Quality Review Application {QRA)
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Sample QC Checklist

Pass Fall 1A

Page 1 of 2
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Page 2 of 2

Pass Fall /A
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Knowledge Check

1. As a Foreclosure QC Analyst, you will

A. review the ADA completed by the Affiant and make your own decision
about whether their answer is Pass/Fail

B. complete your own independent analysis of each line on the ADA
using the training, job aid, and procedures you have been provided for
ADA

C. compare the Affiant's ADA to your QC Worksheet

D. enter Pass/Fail results using QRA

2. ADAs for review are assigned to you

A. alphabetically
B. by state and/or attorney firm

C. by QRA

3. Before you enter Pass/Fail results into QRA, you will

A. complete your ADA verification for each line on the QC Worksheet
B. print copies of your QC Worksheet
C. contact the Affiant.to make corrections

D. compare the Affiant's ADA to your QC Worksheet

4, When in doubt abaut a line on the QC Worksheet, an excellent resource Is

A. another QC Analyst

B. the Affiant

C. your online procedures
D. Foreclosure HelpLine

Return to the iLinc fraining session to review the correct answers to the
Knowledge Check questions.

Joguns O
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Logging in to QRA

The QRA tool can be accessed through two paths, though both paths lead to the
Web Application Launcher. For some users, the Web Application Launcher ]
appears as an option on the FSD Home page. [f nat, users can access QRA

through the Chase Intranet.

Accessing QRA through FSD:

To log into QRA from the FSD Home page, click the Web App Launcher tab.
The Web Application Launcher screen displays.

o9,
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Unit 2: Quality Review Application (QRA)
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Accessing QRA through the Chase Intranet

if the Web Application Launcher does not display on your FSD Home page, open
a new browser window and fype the following address to access the Chase
Intranet.

hitp://che.jpmchase.net/

In the Navigation bar, click the Web Application Launcher button. The Web
Application Launcher screen displays.

p,qm,mr-u—_"‘ L (2 ;wym»,wm,ww“y e ’c.; iy .mxa -
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Web Application Launcher

On the Web Application Launcher sereen, in the Home Lending applications,
click Home Lending Quality Review. The QRA Login screen displays.
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QRA Login Screen

On the QRA Login screen, click the Login tab to sign in with your Single Sign on
{8S0) user name and password.

NOTE ltasunportcn.t'locccaasihv‘

quqlﬁydataba.awa ‘tl:—:aWab :
LJfkppl'x:-t}:ml.aur...lz-ar Lpiutaa to .
R hﬂdatab:sa ar:! qu_l'u}r cha"..k]i_is. 3

Do NOT bookmark this screen.

Execuling Foredlosure Documents Naw Hiro. Systems and Resources (P2 of2) 24 Unit 2: Quality Review Application {QRA)
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QRA Main Menu Screen

Features on the QRA Main Menu screen allow you to:
* Jog out of QRA
= access Contact Information and Training Guides

» select Application Tasks and Queues

= monitor Timer for inactivity

ﬁppﬁi:'bon'!' sks & Cesiyas. l

L e @ et e (i el TL e e

ER [T o,um .

Timat:, Appﬁ--bonwm aulomaticallydog oif aitor2d mmut.:ofmaruvﬁy. Cl'».km-g
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Knowledge Check

A

. To open the QRA database, click the

1. There are ways to access QRA.

A. three
B. two
C. four

application.

A. Launching Quality

B. QRAforYou

C. The Quality Review Source

D. Home Lending Quality Review

. QRA automatically logs-off the user after:

A. 30 minutes of inactivity
B. 15 minutes of inactivity

C. After each case

4, ltis important to access QRA via the Web Application Launcher because

>

it is much quicker
it provides more secure access

updates to the database and quality checklists are made regularly

O o w

access fees are less

Return to the iLinc fraining session for correct answers to Knowledge
Check questions.

Ex
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Creating an Audit Review

Application Tasks Menu

The Application Task menu is located on the right side of the QRA Main Menu
screen and displays Queues to process specific tasks.

‘ApplicationTasks: 71y T =~ {5

§ el o s Gl A AL [:re a te

| A 3t Koy Reviaw' i
. g evs Tl d n-.;::a

The Create New Review Queue is used fo create a new quality review (or
audit).

The QC Analyst Queueé hold audit records related to the person logged into the
quality database.

The Supervisor Queues (at the bottom of the list — Queue names include ALL)
holds all audit records for the specific line of business to which the user has
access.

Example: Manager Mary only sees employees that report to her when viewing
QC Analyst Queues.

If Manager Mary is covering for Manager Mike and needs to see reviews for his
employees, she accesses Supervisor Queues,

See additional Queue descriptions on the next page.

Exstuling Foreciosurs D 3 Now Hra, Systems and R (Pa2e2), 27 Unit 2: Quality Review Application (QRA)
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Queue Descriptions

See the table below for a description of each queue.
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Create New Review allows you to create a new quality review
Working Queue holds audit records currently being worked by the
auditor
Completed Queue holds records reviewed by the auditor (Foreclosure QC
Analyst), pending employee {Affiant who completed
the Amount Due Affidavit or ADA), and manager
NOTE: Disputes (if applicable) are made to files while
in the Completed Queue.
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e N R ==
Timestamped Queue holds records reviewed by the auditor , employee, and

manager— All parties have reviewed the record and
agree with the audit.

%
No changes can be made to records that have been
, timestamped.

Disputes Queue holds files that have been disputed by a manager and
pending a second review by the auditor

A Once a dispute has been responded to by a manager,
5 the dispute result is final and cannot be changed.

Executing Foteciosurs Doguments Naw Hira, Syslems end Resouces (Part2 of2) 23 Unit 2: Quality Review Application (QRA)
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Creating a New Quality Review

To create a new Quality Review in QRA, follow the steps In the table below.

CHASE 4y
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1 | Application Task
menu; Create New
Review

Click the Create New Review link. The Quality Review — New
Record window displays.

2 | Review Date field

IF today is the review date, THEN make no changes.

[F today is NOT the review date, THEN enter the actual review
date using the calendar icon.

3 | System Source field

In the System Source field, choose MSP.

4 | System # field

In the System # field, Enter the loan number.

5 | ChecKlist field

In the Checklist field, select the option Foreclosure —
Foreclosure — Foreclosure — [Select the type of document
you are executing].
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GolHere) P [DoJThis)
6 |} Standard ID field In the Standard ID field, enter the Standard 1D of the Affiant.
7 | Checkmark icon Tl
Click the Checkmark icon L2 to move forward to the Audit
Review screen.

:}@ For additional information, see online procedures:

@ . Completing a Foreclosure Affidavit QA Review for Re-Execution —
Complete a New Quality Review within QRA

Exacuting Foreczosura D Naw Hire: Systema and Resources {Pat2 of2) 31 " Unit 2: Quality Review Application {QRA)
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Quality Review Screen

The Quality Review Information screen contains several features used to process
audits.

»  Function [cons

»  General Audit Record Information section

= Audit Questions

3
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Function lcons

Description ISR

b

System Number
Copy

used to copy the system number in the audit record to the
clipboard

Using this function, the user can copy the system number
from the audit record and paste it into the appropriate
system for further review.

Moadification
Wrench

used to madify information keyed in during the initial input
screen such as the review date, system source, system
number, quality checklist, or employee ID

Delete

only available to administrators — used to delete an audit
record from the Quality Database. Supervisors and
auditors do not have this feature,

Auditor Comment

opens up the Auditor Comments box and allows the user
to type comments

Comments should always be professional in nature and
should be limited to the specific issue at hand. Avoid
including legal conclusions or statements as to potential
liability or impact of the information being reviewed.

Additional

Comments

opens the Additional Comments box and allows the user
to type comments

NOTE: This is the only comment box within the Quality
Database that does NOT feed to the online reports. All
other comment boxes in the Quality Database will feed to
one or more of the online quality reports.

Comments should always be professional in nature and
should be limited to the specific issue at hand. Avold
including legal conclusions or statements as to potential
liability or impact of the information being reviewed.
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TR,

Hierarchy Override

Management used to manually override the management hierarchy of

the employee being reviewed.

The Chase phonebook may not be updated with recent
management changes and a manual override may be
necessary.

Printer

used to print a PDF version of the audit review

Clicking the printer will give the user an option to print the
review or save a PDF copy.

Execuling F D Newkira, Systems and Resources (Pet 2012) 34 Unit 2: Quaity Review Apptication (QRA)
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General Audit Record Information Section

Data entered in the Quality Review — New Review section automatically
populates the General Audit Record Information section.

[ Chscklist |
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CHASE L

»  Review all of the information in this section to ensure that the information is
correct, including the System #, the Affiant, and the Review Date.

= The status of the review displays on the right of this section.

For the example shown on this slide, the status shows Working, Indicating
that the record is located in the Working Queue as long as it is in this status.

= Review Score field. This score updates as you change answers from Fail to
Pass In the Questions section.
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Audit Questions Section

The Audit Questions section lists each question from the QC Worksheet. See the
table for a description of fields in this section.
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Questions all questions from QC Workshest

Answers displays status of Fail by default
Change the status for each passed question.

Auditor Comments | displays a preview of comments entered for failed
questions

Wrench Icon used to change the answer to questions and add
comments

Corrected displays a red X or a green check to indicate status of
previously cited error
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Three columns nof currently used in the Audit Questions section include:

»  Error Count

Risk Level

» Responsible Employee

Respons]ble
Employee
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Error Count displays the number of error descriptions used for each
failed question— not currently used

Risk Level displays the same level of risk for every question on the
QC worksheet— not currently used

Responsible displays the nams of the Affiant

Employee
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Knowledge Check
1. The System #field in QRA is the

A. application number assigned to the QRA database

B. Iloan number
C. unique code assigned to each Foreclosure QA Team

-

2. When opening a Quality Review — New Record, choose the following
selection from the drop down Checklist box.

A. ADA Questions
B. Foreclosure
C. QC Questions

D. Questions for Quality

3. Once the New Record section is complete, In order to move forward into the
audit review, click

A. Checkmark lcon
B. Next

C. Forward

D. Page

4. The list of questions on the QRA screens are

A. additional questions beyond those on the QC Worksheet
B. from the QC Worksheet

C. addressed by the supervisor of the Foreclosure QC Analyst

Y
) Return to the iLinc fraining session to review the correct answers to the
irs Knowledge Check questions.
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Updating Question Status

Once you have completed your QC worksheet and created a new review, update
each question in the review,

See the steps below to complete question status updates.

Important: If an affidavit passes quality review, leave it in Working status, so the
second reviewer can review it

If an affidavit fails quality review, change the status to Done. A new lnstance will
be opened in QRA when the corrected affidavit is resubmitted.
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1 | Questions section | gjick the wrench icon E next to the question to

change the answers to PASS or FAIL. The Manage
Question window displays.

NOTE: The default value in the Answer column next
to each question is FAIL. This requires you to
change most answers from FAIL to PASS.

You must add Comments for each question marked
FAIL.
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Manage Question Form

Select the PASS or FAIL status for the question in the Manage Question Review
Questions screen.,
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2 | Answer field In the Answer field, click PASS or FAIL.
if the answer from the QC Worksheet is:

Pass Select Pass.

Fail Select Fail.

NOTE: A comment is required for
each answer that you FAIL,

3 | Auditor Comments | Type the reason for Fail into the Auditor
text box Comments text box.

4 | Checkmark lcon Click the Checkmark icon fo complete. The
Questions section updates with the new information.
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Updated Question Screen

To view the full comment, click the link in the Auditor Comment field, The full
comment displays in a new window.,

The red X remains in the Corrected column until the Afflant corrects the error and
submits a new ADA.
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Completing a Review

CHASE

After answering all of the questions and adding comments, click the Complete
icon on the QRA Main Menu screen to add the review to the Completed queue.
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You have additional reviews to
complete:

Return to the Main Menu. Cllck Create
New Review to begin a new review.,

All reviews assigned to you are
completed:

Go to Step 6 of procedures (Determine
and Route Pass / Fail) for instructions
on where to place hardcopy ADAs and
QC Worksheets.
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Knowledge Check
1. Which of the following icons allow you to change answers to Pass or Fail?
A. minus sign
B. eraser
C. wrench

2. When you begin your review, in the Answer column next to each question is
the default value of

A. FAIL
B. Pending
C. PASS

D. Score

3. When you enter your commenits for a Fail question, click the icon.
A. checkmark
B. x
C. wrench

D. amrow

4. What do you do to add the review to the Completed Queue?
A. click the plus icon
B. page down
C. click the Complete icon

D. click End

Return to your iLinc training session to review the correct answers to the
- Knowledge Check questions.
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Accessing Reviews

CHASE D

To access a review that is In a queue, whether in the Working, Completed,
Timestamped, or Dispute, click the desired queue from the Application Tasks

menu.

All records in the queue associated with your name display. Click the Gear icon
to filter the results to quickly locate the review you are looking for.

Follow the steps below to complete each step.

- Cﬁckmgom of thdCuziiss on tha .
2 rrt-ts»i-aof ll:»screan wiﬂ'open 2.

. - :-"
Lo

E_:“Z‘:- i [ Tha g3 vl display 3
Scaid 15 r2cords 2t & tims,
s £ : bntyouc«nﬂt_nha, o)
;‘f Y. qu=x.-nio qmcklyﬁrd P
E-’ »v i P :thatsvizwr you 32 -
'!_'-,_ . [{ _L mv *.'bxqu.r * fRre bRl T _j )ook:r;ferhycﬁckng -

it ms;m TRHT RN e e 2 iI-aGear:con,arfd.‘

| A 3 e umnrr-m& K Ecaﬁpgﬂz—" Filter-,

o re wes 8 - .
. nm;:: u:n ~mm§ma~ns m‘ﬂﬁm‘f"’!ﬂa"‘“ \'{E‘}
. % . . %)
L4

&y thafdpans! "o . !

-

Filter menu

Appltcatlon Tasks | Click the desired queue to perform a search. All
Queue records in the queue associated with your name
display.
2 Queue Display Click the Gear icon. On the menu, click the Filter
icon, The filter menu displays.
3

in the Filter menu, select the criteria by which to
search:

See the sample search on the next page.
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Filter Menu Example:

CHASE Gy

Review the example for filtering reviews on the Filter menu.
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: 1 | Column Field In the Column field, select System #.
2 | Operator field In the Operator field, select the <=> equal sign.
3 | Expression field In the Expression field, type the loan number. Click
" | [Applyl.
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Knowledge Check
1. Alist showing all the reviews you have finished is called?
A. QC Listing
B. Finished Reviews
C. Completed Queue
D. CQList

2. What feature allows you to search for audit recards using a varlety of criteria?
A. Magnifying glass
B. Question mark
C. Filter

D. Triple question mark

3. What queues may} contai'n reviews assigned to you?
A. Disputes Queue
B. Working Queue
C. Timestamped Queue

D. Completed Queue

4. The Gearicon helps you

A. obtain quick access by showing every third review
B. narrow your search as you access the queues

C. skip over reviews from previous months

Return to the iLinc training session fo review the correct answers to the
Knowledge Check questions.
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Handling Resubmitted Affidavits

Affidavits that initially fail must be resubmitted to QC when they are corrected. If
an affidavit does not pass, change the status to Done.

Create a second instance for the affidavit in QRA with the same loan number, but
add “R0O1" after it.

Example: Affidavit for loan number 1234567890 fails and is resubmitted, then the
QA analyst creates a new Instance in QRA with the loan number
“1234567890R01.” This signifies that the loan has been resubmitted to QC.

Key: There Is no limit to the number of resubmissions that can appear in QRA,
so additional submissions would have R02, R03, etc. after the loan number.

Important: If an affidavit passes quality review, leave it in Working status, so the
second reviewer can review it.

[f an affidavit fails quality review, change the status to Done. A new instance will
be opened in QRA when the corrected affidavit is resubmitted.

Execuling Fateclosure D

NawHiro. Syslems and R Petzorz) 47 Unit 2: Quality Raview Application (QRA)



o g Nt =
HL Leaming & Performance Solutians CHASE 4:51

LS LIRS M

o o TRAE o o aTer BB PR N " "y . . .
e R S A L . . 3. SR g -,
sy e L.t LAY - o

Thls umt allows you o . "'- '_ S

‘n

a

Execuling For o New Hira, Systens and R (Pedzorz; 48 Unit 3: DocLine



HL Leaming & Performance Solutions

Accessing DocLine

CHASE D

To view an account in Docline, the loan number must be uploaded from an Excel (*.csv)

spreadshest.

G Heres
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MS Excel
request in column A.

Open MS Excel and type the loan number from the Lost Note

i

\.""1 "(‘- _j"'- ‘Baakl u:cmp.-ubxmy Madnl’- Mizrosoft "
e unsut i Pzntl.[ .FormulLum Revlmi vidw _Lfddrxn;_l,uub‘l @

e -

SE ?'f—é::?" @_i‘i

. 1nﬂnment Ilﬂumb!r,!snlua cu!s
i X

%

2 Pl

SR

" '123455755» .

Y

i T

v

£ Fot], Sheetd/Sheets. 75heet3v’ i,

I[r‘! —le St

e )

(2

’R"Wj'“ ,’ -

e Tt ] B 209% (S T (D)3

. .
Click Save E .

and click [Savel.

In the Save as type: field, select CSV (Comma Delimited) (*.csv)

aes Trainkg Dacument,csy

1pes; S5V (Conna dlnted) (=)

dhest 2003

) i ik %gaﬁpook(‘ads)
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Internet Explorer

Open Internet Explorer and type the following web address:
http://docline.cmme.chase.com/solutions/Loadl.oans.aspx
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Docline Search
screen
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A confirmation message displays the job number for the uploaded
file.
Click the Go to Reports link.
Docline Home Click the Foreclosure link.
page : THal
- Home Search
[esetants)
T R T T SN
ElEamclosyre
Click the Default Collateral Location Report link,
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Determining the Location of the Collateral File

Default Collateral | In the JoblD field, select the uploaded job number and click [View
Location Report | Report].
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The Track Location Description | the collateral ﬂle is in Monroe—

displays One Vault: open a RUD request.
The requesting aftorney or refer to the Attorney Plus Liason
different attomey is blank. maitrix to request for the

appropriate Attorney Plus
Liason contact the attomey

The Track Location Description | notify Monroe Records that the
field is blank: file needs to be loaded.

If the Custodian field lists Freddie Mac, there is a 45 day SLA to get the
Note.
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Knowledge Check

1.

Access the account number provided by your facilitator. According to DocLine
information, where is the collateral file?

. Access the accodnt number provided by your facilitator. According to DocLine

information, where is the collateral file?

. Access the account number provided by your facilitator. According to DocLine

information, where is the collateral file?

Access the account number provided by your facilitator. According to DocLine
information, where is the collateral file?

Access the account number provided by your facilitator. According to DocLine
information, where is the collateral file?

ts Now Hica, Systems and Resouices [Perl2 of2) D2 Unil 3: Docline
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' This.upit allows youte; - > - "> .0 - T T

-« iNavigate IVa(lt in order to retrieve:loan documents. - .-
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Accessing iVault

1 Access iVault:

« If you have the Financial Services Desktop, click the Signature Card/Document
Retrieval link on the FSD home page to link o the new i-VAULT! search
screen.

« If you do not have the FSD desktop but use the Single Sign on process, type
the iVault URL in your browser address bar:
ivault.chase.com/profected/SiteMinderServiet,

« If you do not have FSD or Single Sign On ID, log in directly through iVault via
the iVAULT.chase.com url. Type your Standard ID and password. Save the
iVAULT! main search page as a Favorite in your browser.

2 | Type in your user name and password.

File Request

Keocre g 5;‘«‘ C T E 41 i ' wmﬁﬁﬁt T Ve, oy
File Request section | In the File Request section/ Search field:
» Select CHFSCANFED for hwaMu and hChase
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2 | Display section In the Maximum Resuilts field, select 400.
QISPLAY

Maximum Results

E &l |
3 | Loan Number field In the Loan Number field, type the loan number. Press
<Enter>.
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4 | iVault search results

From the search results, review the Document Description
column to Iocate the Note, Review each screen as needed
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Double-click the Document icon to view the imaged Note.

Review image

Return to-procedures and review documentation against the
procedure.

Basic Navigational Functions

T - v - T . RN Ao TR UL S L
a1 (?{r“‘. ™ LS % .m ‘o Lo, f”““‘ o t' ""ﬁ.e-_é:} zzm_‘?j'éﬁf %ia.ﬁ" ,fé‘ AN ?.
1 1S prnt Print documents

2 .@inand Tool Drag document page around in view window

3 |l®!Graphic Select Tool Click and draft to surround specific text; can copy

to another application.

Note: None of the text-related tools (including
Note) are available since the document displays as
a "graphic object” in the Adobe PDF farmat.

4 @Zoom In/ Out

Zoom in and out quickly

5 -Save Copy To

Save a whole document to your c:/, ai/, d:/, or
network drives
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Search Documents
1 | Select from the File Request drop down the appropriate folder for the desired loan
inquiry

2 | Type the account number in the Account Number Equal To field

3 | Click Begin Search or Press the Enter key.

Save Searches

T S—— P

. ~ A . AR ' < . 3 . e . Y
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by \ N v IR

Type the Account Number in the Equal To field

1
2 | In the Actions section Save Search As field, type the name of your search.
3

Click the Save button

Recall Searches

L

T - R s e
1 | Inthe MY TOOLS sectlon, click the drop down arrow and select Saved Searches

2 | Inthe Actions section Save Search As field, type the name of your search.
3 | Click the Save button

* Save Documents to My Library
T S e e Y ARSI e S SRS SR

In the ADD IMAGE TO MY LIBRARY Name field type a name for the folder

Click the drop-down menu and select New Project

Click the SAVE TO MY LIBRARY bution

O IN] -

In the Script Prompt, type a name for the new project and click OK.
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Recalling Documents from My Library

&p i ‘ A ction) - Wt
In MY TOOLS drop down ment and select MY LIBRARY

1
2 | Click the name of the specified folder
3

Click the radio button to retrieve the document

Applying View Options

Single View 1. Select from the File Request drop down the appropriate folder for

the desired loan inquiry
2. Type the account number in the Account Number Equal To field
3. Click Begin Search or Press the Enter key

4. The document opens, and you can skip pages using the Scroll bar
on the left side of the page or the triangles at the bottom of the page

Multiple Horizontal | 1. Select from the File Request drop down the appropriate folder for
View the desired loan inquiry

2. Type the account number in the Account Number Equal To field
3. Click Begin Search or Press the Enter key

4. Select multiple documents by clicking the blank boxes to the left of
the yellow icons.

5. Click a Horizontal view radio button
6. Click VIEW button

Multiple Vertical 1. Select from the File Request drop down the appropriate folder for
View the desired loan inquiry

2. Type the account number in the Account Number Equal To field
3. Click Begin Search or Press the Enter key

4. Select multiple documents by clicking the blank boxes to the left of
the yellow icons.

5. Click a Vertical view radio button
6. Click VIEW button
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Single View 1. Select from the File Request drop down the appropriate folder for

the desired loan inquiry
2. Type the account number in the Account Number Equal To field
3. Click Begin Search or Press the Enter key

4. The document opens, and you can skip pages using the Scroll bar
on the left side of the page or the triangles at the bottom of the page

Multiple Horizontal | 1. Select from the File Request drop down the appropriate folder for
View the desired loan inquiry

2. Type the account number in the Account Number Equal To field
3. Click Begin Search or Press the Enter key

4. Select muitiple documents by clicking the blank boxes to the left of
the yellow icons.

5. Click a Horizontal view radio button
6. Click VIEW button

Sign Off
N T D e N F R S A NP P SR SRR PR3 CENRA
1 | Click on the Log Out button in the top right-hand corner of the screen.
=

SR BRES P SR el it |
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Knowledge Check

1. Access documents in iVault for the following heritage organization(s). (Check
all that apply.)

L—_I hChase
J hwaMu
[ hemc

1 hBank of America

2. Enter the account number provided by your facilitator into iVault. Check each
document that you were able locate in iVault.

L1 Note

] Mortgage or Deed of Trust (indicate which one)
L Assignment of Mortgage

1 Title Search

3. Enter the account number provided by your facilitator info iVaulf. Check each
document that you were able locate in iVauit.

[ Note

: L] Mortgage or Deed of Trust (indicate which one)
O Assignment of Mortgage
L Title Search

3. Using the same account number that you used for #3, compare the Note to
the Mortgage or Deed of Trust. Does the borrower names and property
address match?

a. Yes, both match
b. Borrower names match, but the property address does not.
c. Borrower names do not match, but the propetty address does.

d. No, both are different
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HL Leaming & Performance Solutions

CHASE Gy

| This uiiit allows ybu to:

- » Log into Fastrieve.

1. .

P— . T
. s N ..
.

»" Navigate Fastrigve in order to retrieve loan documents. *

VRN

B
Y
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Accessing Fastrieve
Internet Explorer Launch Internet Explorer. To access Fastrieve, enter the URL:

https:/ipbemcrem.fi.bear.com;7443/Fastrievelnterface/index.jsp
Enter your User ID and password.

Search functions

By Loan Number: Click in the radio button next to the Loan Number
field. In the Loan Number field, type the loan number listed on the
attomey cover sheet for the affidavit into the Search field.

Press [Enter].
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Viewing Thumbnail | After completing your search, a folder will appear next to the Loan
Documents Number field.

Click on the + sign to expand the folder.

All the documents for the loan searched appear.

Click in the box located next to the document you would like to view.

Click on the PDF button. Your document will be launched in a
separate box in Adobe PDF format.
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Viewing and To zoom infzoom out the whole document: On the toolbar, click on the
Zooming Zoom Out button
Documents

Click on the Zoom In button to zoom in. You can also click on the drop
down box and select a percentage to zoom in/out.
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Knowledge Check

1. Enter the account number provided by your fagilitator into Fastrieve. Check
each document that you were able locate.

] Note
1 Mortgage or Deed of Trust (indicate which one)
| Assignment of Mortgage

] Title Search

2, Enter the account number provided by your facilitator into Fastrieve. Check
each document that you were able locate.

] Note
] Mortgage or Deed of Trust (indicate which one)
O Assignment of Morigage

D Title Search
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o :Navrgégfe'-RECS io’vigw {J’r.gyibus‘ly sgbm’itted requests.
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Introduction

The Records Request System (RECS) is an application that streamlines the
request process for the Client Services department in Monroe, Louisiana. These
applications acts like a funnel for document, collateral, credit, and image
requests, as well as an autoroute tool to pull all applicable requests that were
originally obtained through multiple channels. As a requester, you have the ability
to enter a variety of types of requests, locate an existing request and manage
those requests you created.

Locating RECS on the Intranet
1. Type this web address into the Intranet: hitp://ltdm.jpmchase.net/CSRS/

2. Click the green Go button found on the end of the address bar.

iR ‘.§~‘-'~‘.-~'~;.7—r'

@@V @ bitpidm pmchase: el ke : - [vut_,}.

Saving RECS fto Favoriles
1. The following steps will only need to be done the first time you access RECS.

2, The screen shot below will appear when you have located RECS.

1hems P Lch
R T T A 7 s R A e
RECS mymemwic o S 4T L s L B
& Q recs
Welcoma to tha Records Requests System.
= l—:dhui-«'--gi:m-(m::ihm - m‘,unln b n‘unl . Hise oot
Vil ik pkilr caanitt i T

e N
'.1..).,.\"

Compsay Hoca | Wity Coyre | S5, Marzaa | Ciura | Pivacy Ukimetas

3. tn the tool bar, locate the [Favorites] button.

4, Click the [Favorites] button and the following panel will open in the browser
Window.

8. Click the [Add] button

Fis. Edt’ View® [Fa!omes- Jools * Help
—-.—-w—-.—«--ﬁ--l-v f
W e mesa*mcwmm
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6. Type RECS in the name field and select the [OK] button.

7. Close the Favorite panel by dlicking the [X] button.

R
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agnei I RECS{

[ { Clea!an« I

i 13

~._.._...
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8. To locate RECS in the future, simply select the [Favorite] button on the tool
bar to access your saved links.

Signing onfo RECS

1. Select the Login link to log into RECS.

. ;LR O
.y &'% .
; *f:b?:,x’" ::éa.;’-:-."“‘fw Beciotn
R4 “ o
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ST T Y

2. The Single Sign On screen will appear. Enter your Standard Id and Single

Sign On password.

3. Click the [L.ogin] Button. The below security alert may pop up. if so, click

[Yes].

o e =
m-mqhndmmmm“m

R

o

X LLanbnux?

Result: The home page for the RECS application will appear.
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Creating a New Request - Single Request

" 1. Click the Requests Tab and then click on [New Request] link.

E:hww R I | 2 == | e
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SO0 s e B
I
i 13 L5 o
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Result: The Request screen will appear.

Navigation Links

CHASE &y

1 | New Request Allows the user to enter a single new request
2 | Bulk Requests Allows the user fo enter bulk requests -

3 | Find a Request Locate a request previously created

4 | My Requests Review requests created by you

2. The Requestor, Department, and Contact fields will automatically populate

with the information associated with your Single Sign On.

Contact Field icons

1 | Magnifying Glass AIlows for various search optzons for the Contact
2 | Blue Man Provides specific detail on the Contact

3 | Envelope Allows an emalil to be sent to the Contact

4 | Erasure Deletes the Contact name.

3. Key the loan number in the Loan Number field.

4, Click the [Submit] button.
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NOTE: RECS will validate the loan number

« [fthe loan number is not found a message will appear.
* You may choose to continue or submit a different/corrected loan number.
* Reasons to continue can oceur if the loan is purged or new.
¢ Continuation with an unidentifiable loan number resuits in the following
screen:
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5. Select Request Reason from one of the two available options: File or
Document.

6. Selecta Risk Type from one of the three available options.

Risk Types
: -:: . :- f‘ é‘,gvl ;h&”% ‘.“P( h’»; % ."J":
1 | Audit Type of the request is far an Audit
2 | NoRisk Type of the request is not for an Audit
3 | Other Other Type of request posses a risk, but there is no
Audit,
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7. Select system from the drop down menu.

NOTE: The system field is not required to submit a request entry,

8. Select request type.

Request Types

T 0 RS- AR AT . P,
AR ; T A SR -
;‘f...rﬂn R o HereR et g & ‘xﬁ
5'8’.’?’; G ot '-". ¥ /ﬂ.. o

1 | Document Must select appropnate documents requested from the

table that will appear

2 | File Must select Credit or Collateral

9, Select Delivery Method: Image, Ship, Other.

NOTE: If selecting Other, include the delivery information in the Comments Field.
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10. Type the Loan number in the Loan number field.
11. Select the Loan Status.

CHASE D

Loan Status

~.| -:Please Select & Ladn Status-~.".".

- ._.,‘_,.

80rrq\ erNam«:
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o L B .

¢ —-Please Sefect 2 Loan Status-- -

- A dl:ve :.

12. Type the Borrower's name in the Borrower's Name field.

13. Add any pertinent comments to the comments box.

14. Select the Preview/Submit This Request button to review the information

entered for the request.

e
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]

15. The Preview screen will be displayed showing all the information entered for

the request entry.
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16. After reviewing the New Request Summary, if changes are need Select the
Make Changes button and make corrections. [f no changes are needed,
select the Submit This Request button.

17. Once the request is submitted, a confirmation will appear on the screen.

b’é’ért 2

‘e‘ngﬁ ¥40 uﬂ '&% T_mw

NOTE: The RECS system will also automatically create and send a confirmation
email to the creator of the request.

18. If additional requests need to be submitted, select the [Submit Another
Request] button.

19. Once all requests are submitted, select View My Queue.

Example of Auto-confirmation Email
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Accessing LISA

Generally, foreclosures are conducted in the name of the Note holder of record.
Investor regulations specify who should be the Note holder of record for loan
servicing purposes.

LISA is used to determine the correct name to foreclose in and whether or not
Chase has signing autharity for the Investor.

Follow these steps to verify POA and plaintiff name in LISA. .

1.

2
3.
4

Access LISA using the following web address hitp:/lisaprod.jpmchase.net

. Once you enter the Investor Number from MSP, click the [Search] button,

Select Default drop down menu form the menu on the [eft hand side.

. Select Foreclosure info on the left hand side menu.

Verify that the investor name in Name to Foreclose in field matches the
plaintifi name on the ADA.

Exotuling Foreciocws Dacumants Naw Hirs, Systems and Resources (Pan2¢f2) 74 Unit 7: LISA and Signing Authority
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Determining the Name to Foreclose In

To determine whether the Plaintiff listed in the Caption section of the ADA is the
name to foreclose in, affiants access the investor number on the SER1 screen in
MSP and refer o LISA.

o

Key: If the Name to Foreclose In is a Chase entity, then they do not need a POA.

CHASE HOME FINANCE LLE,
Plaintiff,

V&.

Nt N N Nna? Naat® No?

9 Use the accounts provided by your facilitator to determine the following
W Information:

Loan#1

R Y { at » Ly RS .
- AR : . . e ..
Yoy o g ale o T uﬁﬁm S S

Investor Number?

-

POA needed?

FC Powers Granted?

Loan #2

SR Y4 “ ,”- R A T AN
I .*T&v“: D ,f""v £ adsa] T gl R CRITRENIID:. 4 Vit

Investor Number?

POA needed?

FC Powers Granted?

loan #3

Investor Number?

POA needed?

FC Powers Granted?
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Verifying Signing Authority in SharePoint

Once the affiant completes affidavit, the document must be signed in the

presence of a notary, using the same signature provided in the Signing Authority
Matrix.

@Hcme ’Limited PowerofAttomey!Aakices Mtcroso(tlntemetixplnrer e, v Ao
Q. Oy ,*E!',@ ‘@iﬂ el I B Q ﬁe Edm Ve - mees “ools
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U S e T R P A T e B
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Foeamions =7} | BB Siaitedy JOCENLHAPIER

= Teaak N

Shes -

m;!e and Groups ‘
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Your signature on the affidavit must match the way it is listed in the Signing
Authority Matrix.

Note: The affidavit does not fail if the middile initial is absent in the affiant's
signature,

Locate the Signing Authority Matrix. List the signing authorities you see.

Important: Do not leave any field blank in the signing area of an affidavit.
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Overview

The InfoSource Online Letter Writer Tool (OLLW) generates letters based on
information obtained through the OLLW screens in MSP.

What screens in MSP are considered OLLW screens?

.\

Although you will not be generating letters using OLLW, you can search
InfoSource letters for a copy of the Breach Letter sent to the customer.

Accessing InfoSource

From your computer desktop, click the Internet Explorer icon.
Type the following URL in your web browser:

www.infosource jpmchase.net.

Searching for a Letter

To search for a letter that was previously created, follow these steps.
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¥ 1"
) a2 -
1 | Toeols menu Select Online Letters, and select Online Letters —
Search for a Letter.
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You can search for letters using one or more of the criteria shown on this page.

e I S o e

2 | Loan Number field | To search for a letter for a specific loan, enter the loan
andfor number.

3 | Standard ID.field | To search for a letter generated by a specific user, enter the

. and/or user's SID.

4 | Last Modified To search for a letter by the date it was generated, entera
Between field From and/or To date in these fields.
and/or ‘

5 | Status field To search for a letter by its status, select a status in this

field.

6 | [Search] button Click [Search]. The search results are displayed.
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If the search results comprise more than one page, the Page # of # indicator
shows this.

e _df, £ . N 133 . 3 Lo ¢ 2 Y
e Ootme ¢ Y8R T
PO 5 AR .

~2 A L " H
7 | Loan#link This link is not used.
8 | Full History link Click here to list a history of events for this letter as

shown on the next page.

9 | Printing Queue link - | Click here to check the printing status. This is shown on
page Error! Bookmark not defined..
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The history list shows events for the selected letter.

List the date that the Breach Letter was generated in InfoSource for the following
accounts:

1. Account #1

2. Account #2

3. Account#3
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Unit 9: Venture
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Overview

Venture provides easy access fo many of the letters and mailings sent to
customers. Use the Venture web-based system {o view Breach Letters.

Access Ventu;'e at this web address;

x  hitps:/Avww.venture-
encoding.com/VentureAccess30/Views/Shared/Index.aspx.

Locating and Viewing Letters in Venture

b NPV SV Ty R b (Ticgy W Ty STHYY,
: 'y ol o

3. Inthe User ID field, type your Venture user id.
4. Inthe Password field, type your password.

5. Click [L.ogin].
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8. Inthe Account Number field, type the loan number.

9. Inthe Product Selection field, select All Products.
10. Click [OK].
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11. Review the find the letter that you need.

12, To view the letter, click the Binoculars icon located under the account
number.

List the da:te of the Breach Letter found on the Venture site.

1. Account#1

2. Account#2
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Overview

The Breach Letter Tool (BLT) is used to view information on Breach Lefters for
hWaMu accounts.

Accessing BLT
I et ., Gewb

Internet Explorer Copy and paste the following link:

hitps://ssologin.jpmchase.net/siteminderagent/SSOI

ogin.fec?TYPE=33554433&REALMOID=06-
c889f8b3-7daf-106c-8a63-

8511b9c80cb3&GUID=4SMAUTHREASON=0&
METHOD=GET&SMAGENTNAME=wYEDPSb|

Vil6ungSMxYCztRSGEGABOuCwWxCBZWaWall
w0Aafk6PiXAAegAOmMS5JBZ&TARGET=3SM$H
TTP%32a%2i{%2iblt%2ejpmchase%2enet%2iblt

Enter the following information to login:
+ Standard ID : SID

Password — for 1sst time log in, click Reset/Forgot
Password to create password.

Login Screen

Running a Query in the Breach Letter Tool

—aarorron

BLT B acli L'cttar‘_fao[' ) CHASE G
TR ks Iﬂ."L- o LI R S A A
— ) e s 4
IFY=T1; . Amessliofc:vtewumy, 5
H ©los 8 Yodoy 12fdgfz01d Yteddye, tz/aringod
“| TotelIncomiigiosnst H ot Jacdiogarisg 1916331 |
b1 ot Seiecked Loangt Aigs94 Tobal Selected Ldagsy, 1193533
i| TotalExdiedtoinst. mméa Total Exelided 1nd0s; 1799972
i fotdmwaumr Tobel Loasie WA Cetterss 123t
BIRS otad Loans Whhous tetterst -l.“m Total (Sans Wahoik Lethorss nuz i
. umnﬂdtmvmmsﬂmnﬁm }
AT 30 D T 1 S T S [ r Ex&dad[w»_[_ oas Wik LBEEES | Ieens Wk Lt ars b
i) ¢ 1200812010, [T S N B }
i it AR T k
| pasrmin 7 igeind
-| clafoeald s T HgAEE
ARt 1930423 121063 7
A BT e T B T = I YR 4
3| THiporzie: 1647340, B304 . b
i .JE@_L,......‘J...E* e BT T
: T — 072 2y

1. Click & to the left of the Loans folder in the left hand panel.
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CHASEG |

' D BT ,| AccessRale: Viewonly M f“\'
Ebgba;rnwm Todayt 12/08/2010 Yesterday: 12/07/2010{ &
a .| Totaltncoming Laans: 1916050 Torad Incaming Leanst 1916331
ExccptionLosns /| Totaseectedioans: 115634 Total Selected Loanst 116353
Eagpedallonns | Totalexeiated Loanss 1600366 Total Exchded Lasnst 1393970
- L] TotaLosns WiLetters: 097 Yokl Losees Wh Letteess 1231
Total Loans Wehout Letterst 114797 Total Loons Whout Letterss 1z
Loansletters Proczss Numbers ‘
| e B Tcsng toanss b Sada ey ] BekdidUsars v Isans W ettirs Y T (Rans Wakok taiterab |
| [zrerain 19} 1000355 557 14797, i
|| sa2lmpete,  JHisyss ; 25578 TR oz T
| ezt 19217 1793602 147693 10217
! || t12/a3pat0;. T T TigHaais 3 TuizgdRsy o e TSt -
: Nl a—— 75676 s T T
N BT 7 TSN NI W RS SURAII - LAV |
* ll_!p_omxu 1847340 58 1263508 S4Y 5 o ¥
T2/ L7 SO T RN/ T RIS - < TR - N
Mp4R010 1853025 0072 1762953 1034
| Eafzpote s TasiEs 90873 . X . ..763292 Vo M saof n T T
. _‘I, . - b L o

PTICRNAN I " T S ! D . e Lt
| BB, | redndons o 5 1L e Reetdspereds [0 e poons AR, L sy T T

2, Click the Default Loans folder to find letter information for Default Loans,
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3. Enter information in one or more of the Default Loan Search Criteria fields to
limit the search results.

4, Click [Search]

Note: To retrieve a list of letters sent on a loan regardless of date, in the
L.oan Number field, type the loan number and click [Search].

A . 14 ooy, il oy it e il g ;|
BLT medi Lctier Tool CHASEQ.
{ P PR ANAT LA R Y S AR RN T2/ ST ARG
| B Wy vf AR A e N S A s AN TRL Tt ‘E@m
. x € maowe 2 k
B aaélm j | [oisouicromsenen citeny )
) 2 Pa’tﬁilo: |owa | . '
ﬁmm& i || Loahimbers . (iZawsores0 ]  [coss: ) fodcaionnt [Edect e]aysye
& mﬁw“""m“‘ (| rpimongiptzy [~ T omgBefikee [ i
: | {Fremsity2tet [sdec 1¥] we;mz |
| ekierbesafons o[ "] owedblpm [Set B
} i R SroTeT
; L .
f prch R - j'&:
Basesid w - .
' w ( (eter 1P ot 3 JECT R BA -
X } wurbery [ DF le\.tvba&é Desch }vgiti““""”’ umlkeqxﬁ) ‘ Sepy lstop,szm kxm Stofus. § Falus
: .xmssztim CONs 10082010 "‘:D " Ne csp:rmm @fks 0 O 6 R D 1
f Rt L anc] I e, = e o ‘,- A e ._.A.....m‘...,r Db
fzusam couue[nxgzmu s ro, R A
. “{5;5;;3”: Lol £ ogvvw ot - LN A S S R i SN Y
B . s coesh gifofzd NG -
L n 'E-u- Ty Sy .,»— pasre o sy g ’]Dg?"‘x.ﬂ B N
| | S1zasgsreng, icots rospzipapto B i X 3
: mﬁfm_:m_mmmni.._m__mmm_s_m- N

5. Double click a loan number in the Loan Number column of the Loan Search
Results section to view detailed letter information.
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6. In the Loan Details section the screen, you can see the loan information that
wili be in the letter. Compare the delinquent amounts to the information on
DLQ1 in MSP to confirm that the letter information is current.

List the date of the Breach Letter found on the BLT.

1. Account #1

2, Account #2

& Do
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LI 'Access fhe SCRA websxte

status

{' {I ThlS untt allows you to. ";

Navngate the SCRA webs:te in order to venfy a borrowers mlhtary
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Accessing SCRA

You can access information on the SCRA website,
www.dmdec.osd.mil/appi/scralscraHome.do,to determine whether the status of a
borrower who is in the military is currently active duty, or has been on active duty
within the preceding 367 days.

Note: You may see two security alerts. Click [OK] to close the message box that
indicates you are about to view pages over a secure connection. Click [Yes] to
close the security certificate message box.

Determining Service Member Active Duty Status

Service Members Civil Relief Act (SCRA)

" [58 USC Appx. §§ 501 et seq, as amended] .
(SCRA) service Members Givil Relief Act

s8N [111111111 — | ggﬁeata |m1m11 . |
Last, “Maine 'lit}r;:'-"ﬁ.- w2 et o [Maine |
Flrst aot :l s Flrst [ ' - [
O P (O —
Bitn Ve [ IMonmI ' ii"ilbaifl .'I"_E}'rrth\{r- i “I‘Snuhfﬁl Moayl l
[ LookUp 1§ Erase] -' T ST e )

+

Upon cllckmg the "LookUp buttnn based on the SSN and other persunal mformalion fumlshed the
Depariment will advise you that it does

1. Not possess information regarding whether the individuat is on active duty, or
2. Possess information indicating that the individual is or was on active duty.

Dlgital Certificate Heln

1. Inthe SSN field and the Repeat SSN field, type the borrower's social security
number.

2. There are two fields labeled Last. In both Last fields, type the borrower's last
name.

3. Click [LookUp].
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‘Solgiers~and SQIIors &eﬁefﬁct of 1910),‘0§40Chas]ssue mdredqohbousagds dgggmstpussess'arg‘lnfomaﬂoq Inslmﬂng,tﬁat thy tndMatssLIs-
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If the borrower is active duty, or has been on active duty within the preceding 367
days, the borrower’s Begin Date, Active Duty Status, Active Duty End Date, and
Service status will be displayed.

r‘.:-'.-'.:"', : g v VRS
3

“-,

DepartmentofDefense ManpowerData Center i Dec06-2010 06:1296,

s Vilary Bt Repait. < ios o SR TR ey
Pursuantto the ServiceMembersClel RellefAct LT
| % Begm ﬂici:iv'e Duty ] ‘Ac{i\"fe Duty Semce
_ }F'rSUM'd,d_I_g ‘'Date T “Status || End Date | Agengy |
MAR.NE' =R 7. [Basedenthe Infonnatlonyou have furnished the DMIDC does not
R T possess any lnformatlnn lndlcaﬁng the individual status.

Upon searchlng the mformat:on data banks of the Department of Defense -
Manpower Data Center, based on the informiation that you provided, the above-
is the current statls,of the individual as to all branches of the Uniformed ~ - -
Semg)es (Army, Navy, Manne Corps, Alr Force, NOAA Public Health and Coast
Guar ' \

- =)'~’

If the borrower is not active duty, and has not been on active duty within the preceding 367
days, the message will read, “Based on the information you have furnished, the DMDC does not
possess any information indicating the individual status.”
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and ends w;th a penod -, R
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Overview

If an assignor cannot be located in the Corporate Contact database, you can
access these websites to search for the assignor.

= Secretary of State Corporate and Business Entity Search page

> www.secstates.com

= National Information Center Institution Search page

> www.ffiec.gov/nicpubweb/nicweb/SearchForm.aspx

> This site contains information on financial institutions

Execuling Forediosure 0 New Hire, Systams and R Pat2e2) 96 Unit 12: Websites for locating the Assignor
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Locating Assignor through Secretary of State Website

Locate an assignor through the Secretary of State Corporate Entity and Business
Entity Search page; you must first select the state. You can determine the state
based on the company address on the Mortgage or Deed of Trust or you can find
the information on the last transfer and see if the address for the assignoris on
the assignment document. .

I

Hese 2

Ina BSRES by emrqunaasearch nm §e mtaranStatawabsna
3 lln}q_s ba Wh ]ugapstr.ﬂghthme coifecisearh pade. This sl pot fitiated
Slagsa noke thalwhily mostSEid webisies provics basie u]slrgtﬁonlniomaﬂo
addhuammm

Hi5n; .coﬁ J:.
k) W M 5

Lt lGnc:;!c‘ l’:uﬂom Seach

eyt ':'-_I' |

i,

ER

(MEx

H i’.»-.»-"" LN R

1. For this example the company address is in Mississippi. Click Mis
the list of state links.

@,
a
o,
o
T
=
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3. The name of the assignor is Eagle Mortgage, Inc. Select Starting With and
type Eagle Mortgage in the Search field.

4. Click [Search].
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Search Results Inclnde Filings Through 11/30/2010 12:00 AM

Searclt Typa, Starting With Seach Giiteia: Eagle Mordgage
Sasch Dale 12772010 Bearch Time 07:33
Ciick on the Business Entity Name or Charter Number to view mors icformation.
Entity
Busingss Craation
{ Businasgs Entity Mams D Typs slats Dats

EagloMortgage & Finance LIC 936018 Limited  Gaod  4/7/2008
Liebility  Standing
Company

Eadlo Motgage and Fundingine, 923735 Business  Good  12/12/2007
Corporation Stending

EACLE MORTGAGE CO, 623332 Busingss Dlssolved 10/31/1995

Corporation
EACGLE MORTGAGE ‘ 551180 Business Dissolved 2/19/1988
CORPORATION Corporation
EAGLE MORTGAGE 576611 Business Dissolved 11/30/4990
CORPORATION OF CANTON, Cormoration

EAGLE MORTGAGE, INC, 706132 Business Good 8/23r2001
Corporetion Standing

o 2ol ' O

5. Alist of Mississippi Corporations and Business Entities with names that begin
with Eagle Mortgage is displayed. This page shows that Eagle Mortgage, Inc
is in good standing.

6. Click the Eagle Mortgage, Inc. link.

Search Results Include Filings Through 11/302010 12:00 AM

4
r

Dato: 127772010 Viaw Filed Documents

1 Namo History
Name Nomo Type
EAGLE MORTGAGE, INC. Legat
Business Corporation - Domestic - Information
Business 10: 706132
Status: Gocd Standing
H Creation Dates 2320
State of Incorparation: 14S
@ndpnr Office Addrass: 204 W. North Slreetj
Poplanilla MS 32470
Listing Addresss No Addras.s

agisterad Agent

Agent Name: JON CWILIAMS
Offfce Address: 204 WNORTH ST
POPLARVILLE MS 39470

Malling Address:

7. The Principle Office Address is listed on this page. To find the phone number,
search for this address in Gaogle or 411.com. If a phene number cannot be
found for the principle office address, look for a phone number for the
Registered Agent.
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Locaﬁng Assfgnor through National Information Center Website

MBI Ty

=lpf11Unsmmlu.ns.thatmalchlhmtntariz- RO S

Statuss O Cument O Non-Cument @ Current and Non-Current
[nsttatlon Hame: 3 Anywhara in Nams O Beging with
|wathovia bark ]
Entes dat}n In only oml of the {ou?wlng three 10 flelds
ifusing them to complets an Institution search
Citys 3 Anywhers in Nama O Bogins wilh "3 P
L m——
ANYV-HEREIN UISIAERRITORIES) =~
ALABAMA =
Stata: JALASKA W OR
ARIZONA i Routlng Trnsitdtambed |
R
W1 ba Ignersd 1 4 caunly ethat than V.3, Isseladted)
]imv COUNTRY INCLUDES U.5.) W~
Country! = —3) FDICConlficate Humber[
AFGHANISTAN 5
= e Py
HDLDINGCOMPANY i
Instititon Yype: | corvERCIAL BANK :
SAVINGS BANK b
|'s < Subemitze |° [ - Réeset * |

The National Information Center online is used only for finding information on
financial institutions. This can be used in addition to the Secretary of State web
site. On this site, you can view name and changes and mergers for financial
Institutions.

1. Leave the selections for State, County, and Institution Type as is.

2. In this example, we will locate information for Wachovia Bank of Georgia by
typing Wachovia Bank in the Institution Name field.
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R 4~1__-;;“. yi ey Loter M
l‘c vhw lddmoml Informaﬂon lot}an ﬁtuilluuon. s:heu!ui Insutuﬂon A
— i < Pravious _Page |1¥‘*l Naxt »
Home RSSDIB} ~ - " ':"‘.’,_' - T, L Cifva 4.7 * Stated Cmmtry Inmlu!ionTyﬁu As of Date
GA Domastic Entity Other 2034~03-31
DE 'NahonalBank "ty 2010-03-19 l
i GA R Itiq!igpg! B_anlg_ A 1997-[501)
j- sc - .-Naflonal Bank - 1997—0001
HOUSTON ™ Federal Savings aank 2039-10-31
, T A RANSTON-SALEN NC-. - .o Naifonal Bank .., 2002033
CHARLOTTE NC National Bank 2010-03-19
Page 1 of 1 ‘

3. Click the Wachovia Bank of Georgia, N. A. (787431) link to view name
changes,

o

FFIEC homa | Fedaral Reserva Boardhome [

¥ Gam:f.':lm

'.|,'.-..

N, T
I . .
Lt o IS
3

¢ T
.

You asked for;
WACHOVIA BANK OF GEQRGIA, N.A,

This institution has bacome a branch and been renamed (see Insututxon History) The current information is:
WHEELER ROAD' BRANCH 2 A
3645, WHEELER ROAD. o

nstitution Type: Domestic Branch of a Domestic Bank
RSSDID: 787431
Head Office; WELLS FARGO BANK, NATIONAL ASSOCIATION

4. To view a complete history of mergers or name changes for this institution,
click the Institution History tab.
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B institutlon history record(s) found. < Prezious Paga m Hext 0
EventDate ‘ © .t . Historlcal Everit - C .
1925-9_2’_-1§ FIRST NATIONAL BANK OF ATI.ANTA 11-{E focated at ATLANTA, GAwas estabrshed asa Na!unnal Bank.
'1%7-1231 'FIRSTNA'HONAL BANK OF‘ATLANTA THE miovad 192 PEACHTREE STATI.ANTA AR .,‘., T e =
1991.05-20 FIRST NATIONAL BANK OF ATLANTA, THE was renamod to WACHOVIA BANK OF GEORGIA NA
1992 M-Di WACHOVIA! BANK OF GEORG]A NAS movml 10,491 PEACHTREESTREETATLANTA, GAF RHIEMAE -
1998-04-01 WACHOVIA BANK OF GEORGIA NA. moved {o 3645 WHEELER ROAD AUGUSI'A GA.

US«BZ WACHOVIA BANK OF GEORGIA NA was, acqulred byﬂﬁﬂﬁ%ﬂwwm i,

1897.06.02 WACHOVIA BANK OF GEORGIA, N.A. was renamed to AUGUSTA ER and becamas a branch anACHOVlA BANK NA110NAL
) ASSOCIA'HON

2002 0401 *AUGUSTA BR was rénaed vaHEELER RDBR: i LBt

-t

A IRl e T T T T ST
A _._,_.. ..-.-.,:‘. _:lt"f A0 TR S -

i

Page 1 of 1 :

Once you have located the assignor information on these websites. You will use
the information fo contact the applicable assignor's representative and continue
following the procedure to send the assignment to the assignor to the executed

and returned.

Update the Corporate Contact database with the information you have found.

Exsculing Forecosuns Documants Naw Hira, Systems and Rescerces (Pert 20f2) 102 Unit 12: Websiles for locating the Assignor
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Updating the Corporate Contacts Database

The Corporate Contact Database resides on the S: drive.

To update the Corporate Contact database, click the £ button to the last record
and then click Next Record. A blank sheet appears (see the screen below).

Fill in the information, and it saves it automatically. Click the [Exit DB] button
when you are finished.
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0 Accégs‘tﬁé—ijuﬁty Recorder website
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* Performa §§a[¢h fortitle énd(.qi_':‘,ésmgnment information.
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Overview

The County Recorder Office website is a resource used to locate missing
assignments. Refer to online procedures for Executing the Lost Assignment
Affidavit for more information on the use of this site.

Accessing Public Records Online

To launch the public records website, referred to as the County Recorder's
website, type the URL below into a new browser window.

hitp://publicrecords.netronline.com/dir.aspx?StatelD=37

The default link in the procedures is for the state of Ohio. To select another state,
scroll to the bottom of the screen click the abbreviation for the desired state.
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Click the county or parish name from the County/ Township Select box.
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A listing of county resources displays. The available online information varies for
each county and state.
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/r\}? Explore the Public Records website to answer the following questions.
‘ For county information listings, what do the following references indicate?

1. Website Only

2. Go To Data Online

3. By Subscription Only
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