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INDUS SYSTEMS
SOFTWARE LICENSE AND END USER AGREEMENT

THIS END USER LICENSE AGREEMENT APPLIES TO ALL SOFTWARE DEVELOPED BY INDUS SYSTEMS INCLUDING THE
FOLLOWING PRODUCTS:

* SYNDI™ Loan Manager

* SYNDI™ Fund Manager

* SYNDI™ Investment Ledger

* SYNDI™ Electronic Funds Transfer
* INDUS Backorder System

IMPORTANT - READ CAREFULLY BEFORE YOU PROCEED FURTHER.

This End User License Agreement (hereafter referred to as “Agreement”) is a legal agreement between You ("You" and "Your"
includes a person and/or an individual entity) and INDUS SYSTEMS ("INDUS") concerning the specified software products(s)
(hereinafter referred to as "Software"). The Software includes all component parts, the associated media, any printed materials, any
updates, and any "online" or electronic documentation, as applicable. By accessing, installing, copying or otherwise using the
Software, You agree to be bound by the terms of the Agreement. If You do not agree to these terms, INDUS is unwilling to license
the Software to You. In such event, You may not access, use or copy the Software, and You should promptly contact INDUS for
instructions on returning the Software.

WRITTEN ASSENT IS NOT A PREREQUISITE TO THE VALIDITY OR ENFORCEABILITY OF THIS AGREEMENT.

General License

By installing an authorized copy of the Software, You are granted a non-transferable License to use the Software, and agree to the
following Terms and Conditions.

Accordingly You may:

use the software and documentation for Your own internal purposes only, at Your normal place of business (i.e. one location,
on a single server and local area network) for payment of the Initial License Fee as well as the Annual License and Support
Fees if applicable until this Agreement is cancelled or defaulted;

make copies of the programs for backup purposes only and make one copy of the documentation for each additional
concurrent user You have licensed for the Software. You will receive one electronic copy of the Documentation with the Initial
License Fee.

Your continued use of the Software is granted annually with Your payment of the Annual License and Support Fee if applicable.

You acknowledge that the Software and Documentation as well as other Materials contain confidential information that is proprietary
to INDUS and/or other third parties. You will take the same care to safeguard these materials as You take to safeguard Your own
confidential information. You will not receive source code for the Software.

You may not:

modify the programs, other than those modules which allow modification such as reporting tools, lookup tables etc;
sell or otherwise transfer the programs to any other party:
provide copies of the software or documentation to anyone outside Your establishment for any reason.

We warrant that the Software will perform substantially in accordance with its written specifications and Documentation, however, it
is licensed to You without specific warranty, except as provided through this agreement. INDUS takes no responsibility for any
direct, indirect or consequential damages including, but not limited to, lost profits, lost revenues, failure to realize expected savings,
or other commercial or economic losses of any kind; or any damages caused by Your failure to meet Your responsibilities. Our
liability for damages for any cause whatsoever including negligence, is limited to the amounts You have paid to INDUS hereunder
for the initial License Fees.

Your responsibilities include making the choice to use the Software and Services and obtaining results from their use. You agree to
operate the Software in an environment and on equipment that meets our specifications. You agree to implement appropriate
safeguards for Your data through the use of adequate backup and backup media storage procedures. INDUS is not responsible for
Your data or its backup and recovery.

All Third Party Software is provided to You without direct warranty from INDUS, with INDUS acting as an agent. You agree to be
bound by and sign all the applicable License Agreements and Support Agreements for Third Party Software, where necessary.

Services Provided Under This Agreement
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Our responsibilities are, for the stipulated fees, to provide the services which are listed in this Agreement.

Where Conversion services are performed, they are done so on a time and expenses basis at current rates, unless otherwise
indicated. In all cases Customer is responsible for providing data for conversion and INDUS takes no responsibility for the integrity
and accuracy of this data. Customer is responsible for ensuring that it keeps proper archives and paper records of the data as it
existed prior to conversion in the event that it may be needed at some date in the future.

Where Installation, Training, Implementation and Consulting Services are provided, they are done so on a time and expenses basis
for the agreed upon rates herein. The Customer may request additional services at any time, and INDUS will provide these services
at the prevailing rates, which are subject to change. All requests for additional services must be made in writing by the Customer.

Training services may be conducted at INDUS facilities or at the Customer’s place of business, or at other facilities. All costs for
equipment, such as computers, classroom projectors etc, and all other expenses will be the responsibility of the Customer. INDUS
reserves the right to limit class size for each training course.

Annual License and Support Fees:
The Annual License and Support Fee, if applicable, covers:

Your right to continue using the Software at Your site within the licensing constraints

Your continued service and maintenance of the product to ensure that it performs in accordance with our specifications

Your unlimited access to INDUS Support Services Hotline for assistance during normal INDUS business hours. (Training is not
included — this is for support services only)

our supply of updates to the Software and documentation that in our opinion, have universal appeal, to be delivered through
scheduled product updates

The following services are not covered by any Licensing and Support Fees:

data conversions, custom programming, report and special forms creation, unless specifically indicated

user training (including excessive use of our Hotline because of a lack of training or comprehension)

on-site visits to Your site by our support staff

applicable costs related to installation of updates including, conversion, training, installation, shipping, media, etc
diagnosis and correction of third party software and/or hardware problems such as network and printing problems
new modules which INDUS deems to be considered separate to the Software and outside of the update process
services required as a result of any modifications to the Software performed by anyone other than INDUS personnel
data recovery and other services required as a result of failure of Your computer or network environment

If You fail to pay the Annual Licensing and Support Fee if applicable within 90 days of an anniversary date, we have the right to
cancel Your Licence, at which time You will forfeit Your right to continue using the Software.

Additional Items

All applicable taxes and delivery charges are in addition to the listed prices.

INDUS reserves the right to increase rates for Services at any time, without notice. INDUS reserves the right to increase
Annual Fees if applicable with 30 days advance notice from any renewal date.

Neither party shall be liable for delay or failure in performance resulting from acts beyond their control, including, but not limited
to Acts of God, acts of war, riot, fire, flood, or other disaster, acts of government, strike, lockout, communication line or power
failures, failure, inoperability or destruction of Your computer.

This Agreement shall be governed by and in accordance with the laws of the Province of Ontario, Canada.

The Customer shall have no right to assign this Agreement without the express written permission of INDUS.

This Agreement and any Schedule attached hereto contains the complete and exclusive statement of the Agreement between
the parties with respect to the subject matter hereof and supersedes all prior and contemporaneous agreements,
understandings, proposals, negotiations, representations or warranties of any kind, whether oral or written. No oral or written
representation that is not expressly contained in this Agreement is binding on INDUS.

The customer acknowledges that there are no warranties or conditions expressed or implied arising out of this Agreement,
including but not limited to, implied warranties or conditions of merchantable quality or fithess for a particular purpose and
those arising by statute or otherwise in law, or from a course of dealing or usage of trade.

All expenses incurred are chargeable to the Customer including, travel, delivery and courier fees, long distance tolls, time and
travel expense for customer site visits, media charges, administrative fees, telephone and modem communications charges,
etc).

Each party acknowledges that it has read and understands these Terms and Conditions and agrees to be bound by them and
further agrees that it is the complete and exclusive statement of Terms and Conditions between the parties, which supersedes
all prior proposals, understandings and all other agreements, oral and written, between the parties.

INDUS agrees to keep all Customer data and information strictly confidential.

In the event the Customer fails or neglects to make any payment for the Licensed Program when due, INDUS may, within 60
days after written notice, at its option, and in addition to any other right which it has under this Agreement or at law delay
delivery of any materials or the performance of any services under this or any other agreement with the Customer until such
payment is made.
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Limitation of Liability

Under no circumstances shall INDUS be liable to You or to any other person or entity for any indirect, special, incidental, or
consequential damages of any character whatsoever (including, without limitation, damages for loss of profits, loss of goodwill, loss
of confidential or other information, for business interruption, work stoppage, computer failure or malfunction, for personal injury,
loss of privacy, for failure to meet any duty including a duty of good faith or of reasonable care, for negligence (whether active or
passive), and for any other pecuniary or other loss whatsoever) arising out of or in any way related to the use or inability to use the
software, or otherwise under or in connection with any provision of this agreement, even in the event of fault, tort (including
negligence, and gross negligence), strict liability, breach of contract, or breach of warranty by INDUS, and even if INDUS has been
advised of the possibility of such damages. In no event will INDUS be liable for any damages in excess of the list price INDUS
charges for a license to the software. This limitation of liability shall not apply to liability for death or personal injury to the extent that
applicable law prohibits such limitation.

Software License and User Agreement
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Chapter 1: Introduction

Chapter 1
Introduction

1.1. What is SYNDi Loan Manager?

SYNDiI™ is suite of software packages designed for trenfiral market. It
consists of the following programs:

SYNDi Loan Manager
SYND:I Investment Ledger
SYNDi Electronic Funds Transfer

This manual deals exclusively with SYNDi Loan Maaaghich manages
mortgages and other loans.

SYNDi Loan Manager is available in three editions:
1. SYNDi Lite offers a simple solution for managing loans wteere
borrower pays interest or a blend of principal anidrest in monthly

installments,

2. SYND:I Professionalprovides additional features with options for
various payment frequencies, multiple companiesrauliiple users.

3. SYNDi Premium provides full features with ability to manage
multiple lenders in a loan.

Wherever SYNDi is mentioned henceforth in this manal, it stands
for SYNDI Lite exclusively.

It is used primarily by lenders, lawyers and otb@mpanies providing
financial services. In a typical scenario, the campadvances the loan
amount to the borrower and receives the paymentamthly. The system
automates the loan management cycle and mainelmsant records until
the loan is paid off.

SYNDi Loan Manageris a general purpose application that handles all
loans including mortgages that are payable in linsémts (interest only or
blended payments amortized over a period with ltalpayment).

General Features

SYNDi™ Lite Loan Manager, User Manual Page 1



Chapter 1: Introduction

Interest-only loans or Blended Payments;

Capability to process interest-free loans;

Pop-up reminders can be set up to alert the ugeké&proper actions;
Maintenance of a Document Catalog for each loamjficck access;
Calculation of Bonus Interest as penalty in caseanfy discharge;
Amortization Tables based on loan profiles;

Interest can be simple or compounded on daily, Wyebkweekly,
semi-monthly, monthly, bi-monthly, quarterly, seamnual or annual
basis.

Calculation of NSF charges for returned borrowescsis;
User-friendly inquiry and data entry screens;

Minimal training requirements;

Intuitive data entry procedures;

Built-in reports and inquiries;

Access to data by standard report-writing tooldisag Crystal Reports
to generate customized reports.

Loan Processing Cycle

Step 1 Approve and set up loan.

Step 2 Set up miscellaneous charges.

Step 3 Pay the borrower.

Step 4 Bill the borrower on monthly basis

Step 5 Receive monthly installment from the bornowe

SYNDi™ Lite Loan Manager, User Manual Page 2
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Chapter 2
Installation

2.1. Install the Application

1. The minimum operating system environment to ingtad run
SYNDi Loan Manager successfully is Windows 200thv@8ervice
Pack 3. If your system does not meet or surpassithienum
requirement you may encounter problems.

2. Inorder to install SYNDi Loan Manager you must hawe
Administrator rights. If in doubt, please check with your IT
administrator or log in as Administrator.

3. If you have downloade8YNDi Loan Manager from the Internet,
unzip SYNDiLite.zip in a temporary folder to extt&etup.exe,
Setup.ini, InstMsiA.exe, InstMsiW.exe and SYNDi.m$§iyou are
installing the software fror8YNDI distribution CD, it contains
these five files.

4. Run Setup.exe to install the system. The followsogeen is
displayed:

# SYNDi Loan Management System -7]*

Welcome to the SYNDi Loan Management
System Setup Wizard

The installer will guide you through the steps reqguired to install SYMNDi Loan Management
System on your computer.

Click "Mext" to continue.

WARNIMNG: This computer program is protected by copyright law and international treaties.
Unauthorized duplication or distribution of this program, or any portion of it, may resultin severe
civil ar criminal penalties, and will be prosecuted to the meximurm extent possible under the law.

Cancel

SYNDi™ Lite Loan Manager, User Manual Page 3



Chapter 2: Installation

5. If any other applications are running, stop them #oen clickNext.
The system displays the following License Agreensenéen:

6. Read the License Agreement carefully as you strodugh the text.
If you do not agree with the agreement, cli@é&ncelto exit the
setup otherwise click “I Agree” and then clislext to proceed to the

following screen:

# SYNDi Loan Management System -=*

Select Installation Folder

The installer will install SYMNDi Loan Management System in the following folder.

Tuoinstall in this folder. click "Mext". Tao install to a different new or existing folder, enter one below
ar click "Browse".

Folder: ChProgram FileshSYMND, Browse...

Cancel Previous et
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Chapter 2: Installation

7. Notice that the default folder in which the softevavill be installed
(called Application Folder) is C:\Program Files\S®N If you wish
to install it on a network drive or another localvé or in another
directory, clickBrowse button and browse through the directory
structure to choose the desired drive and direcfery., L\SYNDI\)
and clickNext to display the following screen:

8. Click Next to copy necessary files into the specified foléféhen
the copying is finished the following screen ispliyed:
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9. Click Next to complete the setup.

10. Click Closeto exit setup.

SYNDi™ Lite Loan Manager, User Manual Page 6



Chapter 2: Installation

2.2. Activate the application

1. Inorder to activate SYNDi Loan Manager you must hae
Administrator rights. If in doubt, please check with your IT
administrator or log in as Administrator.

2. Click Start > Programs > SYNDi Loan Manager > SYND The
following message is displayed:

3. This message is displayed when the program isauthé first time.
Click OK to continue.

4. The following screen is displayed:

If you have purchased SYNDi a Customer ID has lassigned to
you. An Installation Code and an Activation Key laéso been e-
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Chapter 2: Installation

mailed to you. If you do not have the necessamyrination just
enter your Customer ID and Company Name and @&iekKey to
connect to Internet and generate the keys.

In the meantime you may run the software as Teasion, which
may have certain features turned off and whichroaronly for 30
days.

If you are running Trial Version

1. Make sure that Trial Version is clicked.

2. Enter the name of your company exactly as it valMden you
decide to purchase the software and run full versio

3. Click Save

If you are running Full Version

1. Make sure that Full Version is clicked.

2. Enter the 6-digit customer ID assigned to you bRpU.

3. Enter the company name exactly as it was providddDUS at
the time of purchasing the software.

4. Enter the Installation Code and the Activation Kegvided by
INDUS, or click Get Key to obtain keys over Intetne

5. Click Save

SYNDi™ Lite Loan Manager, User Manual Page 8
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Chapter 3

Running the Application

3.1. Running the Trial Version

1.

SYNDi™ Lite Loan Manager, User Manual

Click Start > Programs > SYNDi Loan Manager > SYNDi
Alternatively click the shortcut you may have cezhto run the
program. If you are running the Trial version, tbkkowing screen is
displayed. If you have purchased the software andived the
Installation Code and the Activation Key, cliéktivate to indicate
that you are ready to register, otherwise ci@ntinue to keep
using the Trial version.

If you have chosen to activate the software, tiation screen is
displayed to enter the Installation Code and thevAton Key (see
Section 2.2), otherwise the login screen is disgday

You may review the users manuals by clickstgrt > Programs >
SYNDi Loan Manager and choosing User Manual or Microsoft
Office Integration. These manuals are in the pdhft and you may
have to download Adobe Acrobat Reader if you dohaote it
installed on your system.
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3.2. Login Screen

1.

5.

Click Start > Programs > SYNDi Loan Manager > SYND; or
click the shortcut you have created to run the g The
following login screen is displayed:

Sample Financial Company is a sample databasedhas with
SYND:I. You may use it to test drive through thetsafre until you
are ready to set up your own company.

The Date field on the Login screen indicates thveetu date. It is
displayed on all reports generated during the sesand is used as
the default date while entering transactions. li yequire this date
to be different from the current date, enter itha format set in
Windows or click the Calendar button next to theedeeld to
choose the desired date.

All dates in this manual have been displayed in duyyyy format.
The actual display will depend on the date forneatos your
machine. Please see “Acceptable Date Formats”ilatéis section.

Click Login to display Main Menu.

Acceptable Date Formats

6.

Following are acceptable date formats:
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dd/mm/yy mm/ddlyy dd/mm/yyyy mm/dd/yyyy yyyy/mm/dd
dd-mm-yy mm-dd-yy dd-mm-yyyy mm-dd-yyyy yyyy-mm-dd

If you are using any other format, please changedne of those

shown above for SYNDi to work properly. You mayttat by
going to Regional and Language Options in Contesid?.
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3.3. Main Menu

Main Menu is displayed when the user clicksltbgin button on

the Login screen.

1. Theitems included on the Main Menu are as follows:

Setup

Loan Maintenance

Billing

Misc Transactions

SYNDi™ Lite Loan Manager, User Manual

Setup menu is used to set up borrowers,
loans and various parameters used by the
system.

Set up new loans, modify loanrds;dund,
discharge and renew loans, and enter
adjustments and sundry transactions.

The Billing process calculates the monthly
installment for each loan and bills it to the
borrower. If all installments are payable on
the same day (says the last day of the month),
billing will be run once a month otherwise it

is run several times a month and picks up
only those loans for which the payment is
due.

This function is used to entappiied cash
receipts from borrowers. Such receipts can be
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Chapter 3: Running the Application

applied later to individual billings. You can
also use this function to bill or receive
service charges such as NSF fees, late
payment charges etc. on ad hoc basis.

Borrower Receipts  After billing has been run, clefik loan
installment received from borrowers are
entered using this function. Enter receipts
from borrowers, print unposted receipts and
bank deposit slips, and post transactions.

Periodic Processing Periodic Processing is ruretetd closed
loans, inactive borrowers and other
unnecessary pieces of information. It also
cancels the latest billing if necessary.

Reports and Print various reports generated by the system
Inquiries or view them on the screen.

SYNDi™ Lite Loan Manager, User Manual Page 13
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3.4. Setup Menu

1 Setup Menu is displayed when the user clicksipicon on the
Main Menu.

2. The functions on this screen enable the user topsearious master
records as described in Chapter 4.

3. The items included on the Setup Menu are as follows

Banks You must define at least one bank that will
be used internally while setting up Company
Profile.

Company Profile This function is used to enterrthene and
address of your company, and various
options and parameters.

Misc Charge Codes Miscellaneous Charge Codes acktas
enter sundry transactions such as NSF
charge, lawyer’s fees, realty taxes, insurance,
management fee etc.

Loan Status Codes There is a status code assowidkedach

loan. When you set up a loan the status code
should be 1 (for Active). When the loan is
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Borrowers

Reminders

Other Parties

paid out, its status code automatically
becomes O (for Paid Out). You may define
additional status codes, e.g., 2 for Loans in
Default, 3 for Power of Sale etc.

Set up name and address of borrowers.

Reminders are used to enter miscellaneous
pieces of information. A note could be
flagged to hold billing for a loan starting the
specified date so that it pops up to remind the
user if certain loan parameters have to be
changed before billing is run.

Set up names and addresses of pattes
than borrowers, such as corporate lawyers
handling loans. Tax authorities to whom
property tax is remitted, other vendors etc.

4. The items on the Setup screen are listed in therandvhich you

will use them.

5.  When you set up the system for the first times important that you
follow the sequence shown on the screen.

SYNDi™ Lite Loan Manager, User Manual
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3.5. Periodic Processing Menu

1 Periodic Processing Menu is displayed when the clgss the
Periodic Processingcon on the Main Menu.

4. The functions displayed on this screen are ruregular basis.
Certain functions, e.g., cancelling latest billcwuld be run
whenever necessary.

5. The items included on Periodic Processing Menwaar®llows:

Cancel Latest If the Pre-billing Report after running a

Billing billing cycle shows unexpected results, e.g., a
loan that was due for discharge has actually
been renewed but you forgot to renew it
before running billing. In such cases you can
cancel the latest billing provided no borrower
receipt has been entered yet.

Purge Old Data This function is used to deleteerddsans,
borrowers and related data.

Generate Checks This routine produces checks.
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3.6. Screen Management

1. Allicons and buttons in the application are adtdaby single
mouse click.

2. Hit <Tab> key to move from one field to the nexdidi in a data
entry screen. You may also position the cursodmsi field and
click the mouse to place the cursor in that field.

3. If the background color of a field is same as rean color or if the
entry inside the field is dimmed, it is read-onhdayou cannot
change the content. On the other hand, if the bvackgl is white
and the entry is not dimmed, it can be changed.

4. The following table shows various buttons founddata entry and
inquiry screens:

Finder is used to display a list of all records in a table

Scroll is used display previous or next record by
hitting up or down arrow.

New is used to clear the screen while setting up a new
record.

Fly is used to open another screen and add or modify a
record on the fly.

Calendar appears next to some date fields and can be
clicked to select the date instead of being entered
through the keyboard.

Add Click Add button to add a new record.

Save Click Savebutton to save an existing record.

Delete Click Deletebutton to delete an existing record. The

system prompts the user to confirm if the record

should be deleted.

Close Click Closebutton to close the screen.

| BEE

5. If you are adding a new record tBeletebutton is normally
disabled. When you clickdd button the system checks the validity
of data. If every field has been filled properlyetrecord is added
but still stays on the screen in case you wanh&mge a field or
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delete the entire record. TAeld button is replaced by tHeave
button and th®eletebutton becomes enabled.

6. If you access an existing record, avebutton remains disabled
until you change any field. THaeletebutton is enabled in case you
want to delete the record.

7. If you delete a record, th&sdd button becomes enabled and the
record remains on the screen in case you wantdat dack.

8. If you hit New, Scroll or Closewhile adding a new record or just
after deleting a record, the system displays aleWing message:

If you have deleted a record inadvertently or havgotten to click
the Add button, clickYesto save the record before proceeding.

9. If you hit New, Scroll or Closewhile changing an existing record,
the system displays the following message:

If you have forgotten to save changes, cNasto save the record
before proceeding.

10. Before adding or saving a record, the system cheakk field for
errors. If an error is encountered, it displays andr message and
returns to the edit mode.

11. All dates are displayed by the system in the foreeain Windows.
Thus if the format has been set as m/dd/yyyy, yilsees will display
August 3, 2003 as 8/03/2003. On data entry scréenggver, the
format for date fields will be mm/dd/yyyy, resergitwo digits for
month and two digits for day so that you will entiee date as
08/03/2003.
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12. Amount fields should be type in dollars and ceetg., 2365.29 for
positive values or -2365.29 for negative valuesweler these
numbers are displayed as 2,365.29 or (2,365.2%eMare that you
do not type dollar sign, comma or parentheses.nbt necessary to
type zero cents. For instance -2365 is displayg@,865.00).

13. Percentage fields can be typed and are displayed igur decimal
places. For instance 10.5% is displayed as 10.5000%

SYNDi™ Lite Loan Manager, User Manual Page 19



Chapter 3: Running the Application

3.7. Finder Button

Finder button is normally located on the right side diedd. You
may either enter a value in the field or &seder button to display a
search screen listing all records in a table ard #elect a record
from there.

If the field on which you have clickdéinder is blank, the search
screen displays all records in the table and thd feld is shown as
blank. If the number of records is larger thandbreeen can
accommodate, you could use the scroll area ongheside of the
screen to browse through the table.

If the field on which you have clickdéinder is not blank, the entry
is shown in the Find field on search screen andable displays
records starting with the value in the field.

To start search from the middle of the table, etitervalue in the
Find field. For instance if you type G in the Fiineld the table will
show all records starting with G.
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5. When the desired record has been found, clickenr¢lcord selector
area and then clicBelectto exit.
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Chapter 3: Running the Application

3.8. Printing Reports

1. Reports and Inquiries Menu is displayed when tlez alicks the
Reports and Inquiriesicon on Main Menu.

The reports generated by SYNDi Loan Manager fadl three
categories:

Master Listings These listings show statuc infoiorabout
loans and borrowers.

Transaction Listings  These reports list variousesypf
transactions generated during loan
processing cycle.

Letters You may design customized letters to
borrowers, investors and other parties using
Mail Merge in Microsoft Word. For details
please consult SYNDi manual entitled
Microsoft Office IntegrationChapter 1.
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2. Master Listings.

3. Transaction Listings
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4. When a report is selected, the following screafisplayed:

5. Under Destination, check Screen and/or Printer. H¥éail/Fax
option is available on certain reports only. Youstnthoose at least
one destination. If you select Screen, the repadisplayed on the
screen whereas if you select Printer, it is setiégorinter. If you
select both, the report is displayed on the scfiegrand it is sent to
the printer after you close the screen display.

6. Under Range 1, enter the From and To range of Ldatepending
on the report. The From field is normally blank igtthe To field
shows a row of Z's. If you want to print a repoidlaying all loans,
do not change these fields otherwise enter thegpn@mge. Note
that the value in the To field cannot be less thawalue in the
From field.

7. Under Range 2, enter the From and To range ofdctios dates.
The From field normally displays January 1 of therent year ,
while the To field shows the current date. If yoantvto print a
report displaying records for all dates betweendginning of the
year and the current date, do not change thesks figherwise enter
the proper range. Note that the value in the Tid tannot be less
than the value in the From field.

8. The Detailed / Summary option is available on ¢enteports only.
If displayed, select whether you will print the aiétd report or the

SYNDi™ Lite Loan Manager, User Manual Page 24



Chapter 3: Running the Application

summary report.

9.  For certain reports the fields under Range 1 aridé&rge 2 may be
disabled if they are irrelevant.

10. Click Continue to generate the report @ancelto exit the screen
without generating the report.

11. If you have chosen Screen as the Destination egpert is displayed

as follows:

12. The fields shown on the screen are described below:

Zoom  |100% =]
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Print: If you have not chosen printer
as the destination, you may still print
the report by clicking th@rint icon

on the top left hand corner of the
screen. Before the report is sent to the
printer, the Printer Setup screen is
displayed. Make sure to set the printer
orientation to Portrait or Landscape
depending on the report unless you
have already chosen printer as a
destination.

Export: Click to save the report as
HTML or Text file.

Zoom: Select the magnification to
view the report properly.

Pages:Click left and right arrow
buttons to browse through the report.
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3.9. Setting up a New Company
1. After you have played with Sample Financial Compaig time to
set up your own company. SYNDi Loan Manager allgas to set
up multiple companies if necessary. SYNDiLite altoyou to set up
one company in addition to Sample Financial Company

2. On Login Menu, click the Manage button next to CampName.

O

3. The following screen is displayed:

4. The fields shown on the screen are described below:

Company Name Enter the name of the company tothgse
(maximum 60 characters)

New is used to clear the screen while setting up
a new company.

Database Name Enter the name of the database e t
created. If you are using Microsoft Access,
SYNDi creates the mdb file whereas for SQL
Server it creates mdf file.
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Database Location Enter the folder in which you tarocate
the database. You may also point to the desired
folder by clicking the Browse button.
Add Click to add a new record.

Save Click to save an existing record. It is
highlighted only when the user changes a field.

Delete Click to delete an existing record.

i

Close Click to close the screen.

5. To set up a new company, cligkld. The system will check the
folder in which the database will reside. We wdfer to it as the
Database Folder It is important that this folder must exist ahdit
you must have full access rights to it. If the &gids located on
network, you must assign a drive letter to its rétos desirable but
not necessary to keep the database i\gh®ication Folder.

6. If the specified folder does not exist, the follaggimessage is
displayed:

Click Yes to create the folder. Click Add agairatid the database
specifications to the Company List.
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7. The new database appears in the Company List lasviol

8. Click Closeto close the screen and return to Login scredok @e
Finder button next to Company Name to display a listlbf a
companies already set up.
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9. Double-click on Acme Financial Services to chodsé&len click
Login. The following message is displayed:

10. Click Yesto create the new database. The following screen i
displayed:
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11. Click Proceed

At this point the system creates the mdb or méfdépending on
whether you are using Microsoft Access or SQL Serve

12. If no error is encountered during the creationhef database, the
following message is displayed:

13. Click OK to exit the screen. SYNDiI is terminated to iniZalthe
database.

14. Run SYNDi again to enter the system..
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3.11. Creating Sub-Folders

While creating

the database, SYNDi Loan Manager ateates the

following sub-folders in th®atabase Folder

Templates

Documents

Reports
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This folder contains Microsoft Word teates for
various form and letters.

When the program is run for the first time thesesfare
copied automatically into Templates sub-folder.

SYNDi Loan Manager uses this folder &zl
documents created during various functions, e.ggna
loan is discharge it creates a Payout Statement.

SYNDi creates a foldetatabase location\Documents\
Loans\LoanlDfor each loan and saves the document in
that folder.

This folder is used to save various regmterated by
the program and by users.
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3.12. Setting up Workstations

The Trial version does not include workstation pdtles. After you gave
purchased the system you will receive a setugdrfilen INDUS to install
Visual Basic and database runtime system. Alterabti you may run
setup.exe from the file you have already downloaulgdbefore you run
the system, point the shortcut to the ApplicatiofdEr you have installed
the system in as follows, assuming that your anaing the system on
Windows 2000 platform:

1.

2.

3.

4.

Click Start > Programs>SYNDi Loan Manager
Position the cursor o8YNDi and right-click.
Select Properties.

Change the target to point to the correct locabb8YNDi.exe, e.q.,
LASYNDI\SYND:i.exe.

You may also create a Shortcut on the Desktopnd&riNDi.exe from the
Application Folder.
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3.13. Upgrading SYNDi Loan Manager

1.

If you are already running an old version of thegsam, you should
upgrade it to the new version to take advantagesof functionality
and to fix any bugs in the old version.

Before you upgrade SYNDi Loan Manager to the latession
make sure that you have received the Activation #eyhe new
version from INDUS SYSTEMS. All clients who are cemtly
subscribing to the annual Software Assurance progna eligible to
receive the Activation Key for the new version with any charge.

Locate the folder in which SYNDi Loan Manager bagn installed
on your network. We will call it Application Folder

Locate the folder called \Setup within the applmatfolder. If not
found create one.

Download SYNDi.zip fromhttp://www.SYNDi.ca save it in the
\Setup sub-folder and unzip it.

Get into \Templates in the Database Folder andédte following
files:

CheckLayout.dot
BorDiscNotice.dot
InvDiscNotice.dot
Payout.dot
NSFLetter.dot

These templates may not be compatible with the wexaion of
SYNDi Loan Manager and should be deleted. Whemptbhgram
does not find them in that folder it copies new péates from the
Application Folder. However, if you have customizbdse
templates or have embedded you company logo yagds will be
lost. One strategy could be to leave them ther¢ghi®time being and
see how the new version of SYNDi Loan Manager srédam. If

you start getting errors in one or more templatasmay have to
delete them and run the program so that it copiedatest template.
After that you can customize those templates.

Install SYNDi Loan Manager as described in Sec8dnof the User
Manual. Make sure that you install it in the samldér in which it
was installed initially otherwise you may get versconflicts.
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8.

9.

10.

11.

12.

13.

Run SYNDi Loan Manager aniictivate it using the Activation Key
for the new version.

When the database is opened the following scredisgayed:

It is recommended that you make a copy of SYNDi.nmdase you
have to revert to it. If you have not already dengeclickCancel
and run the program again after making a backupy.dlick
Proceedto upgrade the database.

The upgrade process may take a few minutes deggndithe
volume of data. The program displays the progréssmversion as
it goes through various tables and modifies theleage do not turn
the machine off while the conversion is in progress

Please note that once a database has been upgitatingot be
used with an older version of the program.

When conversion is completed, the program confiimas Data
Upgrade is successful and displays main menu.
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Chapter 4
Setting up the Application

4.1. Banks

1. You will need to set up at least one bank with wwhjou do banking
so that your Bank Code and Account Number may lmégal on the
Bank Deposit Report.

2. Click Banks on Setup screen to display the follayscreen:

3. The fields shown on the screen are described below:

Bank ID A code set up to identify a bank, 10 chteec
with the format 9999-99999 where 9999 is the
Bank Number and 99999 is the Branch or
Transit Number; user defined.

Finder is used to display a list of all banks in
the Banks table.

Scroll is used display previous or next bank
record by hitting up or down arrow.
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Bank #

Branch #

Bank Name

Branch Name

Address

City

State / Prov

PostalCode

Country

Tel

Fax

Contact

Account

Remarks

Add
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New is used to clear the screen while setting up
a new bank.

Bank Number, 4 numeric characters with
leading zeroes.

Branch or Transit Number, 5 numeric
characters with leading zeroes.

Bank name, maximum 60 alphanumeric
characters.

Maximum 60 alphanumeric characters.each

Three address lines. Maximum 60 alpha-
numeric characters each.

Name of the city, maximum 30 alphanumeric
characters.

State or province, maximum 20 alphariom
characters.

Zip code or postal code, maximum 10
alphanumeric characters.

Name of the country, maximum 20
alphanumeric characters.

Telephone number, maximum 20 alphanumeric
characters.

Fax number, maximum 20 alphanumeric
characters.

Contact name, maximum 60 alphanumeric
characters.

User defined, maximum 60 alphanumeric
characters.

A user defined memo field.

Click to add a new record.
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Save Click to save an existing record. It is
highlighted only when the user changes a field.

Delete Click to delete an existing record.

4

Close Click to close the screen.

4. To set up a new bank, clidkewto clear the screen. Enter Bank ID.
If the record is already present in the table dhia is displayed and
The fields could be modified.

5.  You may hit <Tab> key to move from one field to thext.
Alternatively, you may click inside a field and mfydit.

6. If you do not click theNew button while entering a new record, the
data from the previous record remains on the sciéem may
change any fields if necessary and then odk to add the record.

7. To modify an existing record, enter the Bank IDuseFinder to
select a record. Enter the fields and clizveto save changes.

8. To delete a record, clidRelete You cannot delete a bank record
that is present in the Transactions table.

9. While entering a new bank record, if you have ayeentered other
bank records with the same Bank Number, the sydiepiays the
name of the bank with the same Bank Number bulotivest Branch
Number. It is assumed that all banks with the saahge of the first
three characters will have the same name withréifiebranch
addresses.

10. If you change the name of a bank while adding a bamk record or
modifying an existing record, the following messagdisplayed:

If you click Yes the bank name in all records with the same bank
number will be changed otherwise the name will iyeliad only to
the record being added or changed.
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4.2. Company Profile

1. The Company Setup screen is displayed when theclisks
Company Profile on Setup screen.
2. Hit <Tab> through various fields and change themeiessary.
3. The screen contains two tabs described below:
Company Enter name and address of your company and
the Database Folder.
Options Enter key parameters to determine the dbw
the system.
You may access various tabs by clicking on thehtzdaler. The
fields on each tab are described below:
Company Tab
4. The tab is displayed as follows:

Name Name of your company, maximum 60
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Address
City

State / Prov
PostalCode
Tel

Fax
Contact

Bank ID

Account #

DB Location

Browse

Save |
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alphanumeric characters.

Two address lines, maximum 60 alphanumeric
characters each.

Name of the city, maximum 30 alphanumeric
characters.

State or province, maximum 20 alphariam
characters.

Zip code or postal code, maximum 10
alphanumeric characters.

Telephone number, maximum 20 alphanumeric
characters.

Fax number, maximum 20 alphanumeric
characters.

Contact name, maximum 60 alphanumeric
characters.

Enter Bank ID for the bank used for deposit
borrower payments. Alternatively use Finder
button to select from the banks set up in Banks
table. If you have not yet set up the Bank ID in
Banks table, use Fly button next to Bank ID to
set up the bank.

Enter you bank account number (7 to 12
characters).

Location of the database, SYNDi.mdbisTh
entry is taken from SYNDi.ini created in the
Application Folder during the system
installation and should be modified only if you
want to move the database to another location.
If the new location already contains
SYNDi.mdb, it cannot be moved.

You can use thBrowse button to point to the
new folder where you want the database to be
moved.

Click to save an existing record. It is
highlighted only when the user changes a field.
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Close | Click to close the screen.
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Options Tab

5. The Options tab is displayed as follows when thex abcks tab

header:

NSF Charge Code

If you charge a service chargetonned
borrower checks, you may set up a
Miscellaneous Charge Code and enter it here.
Every time a check is returned to the borrower,
the NSF Miscellaneous Charge Code will be
applied. (See Section 4.3.)

Property Tax Code Property Tax could be collectethf

Warn When
Interest Rate
Exceeds

Display Pop-up
Reminders
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borrowers and remitted to the tax collecting
agency. Set up a Miscellaneous Charge Code
and enter it here. (See Section 4.3.)

Displays a warning message if the interest rate
set for a loan exceeds this value. It is intended
to catch inadvertent data entry errors.

Check if you want to display pop-up reminders
(see Section 4.6). If you decide to display
reminders, enter the interval in minutes after
which reminders will pop up. The interval
starts when you enter Main Menu é®dNDi
Reminder Systemkeeps track of elapsed time.
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It is turned off if you choose not to display
reminders. The interval depends on the volume
of activity. If you decide to maintain your
calendar of appointments in SYNDi Loan
Manager you may want to check every 15
minutes otherwise every hour (60 minutes) or
longer.

Page 42



Chapter 4: Setting up the Application

4.3. Miscellaneous Charge Codes

1. Click Misc Charge Codes on Setup screen to digpiayollowing
screen:

2. The fields shown on the screen are described below:

Misc Charge Code An alphanumeric code of up toigsdset up
to identify a miscellaneous charge.

Finder is used to display a list of all codes in
the Miscellaneous Charge Codes table.

Scroll is used display previous or next record
by hitting up or down arrow.

New is used to clear the screen while setting up
a new Miscellaneous Charge Code.

Description Description of Miscellaneous Charge €od
maximum 60 alphanumeric characters.

Misc Charge Type Select from the Drop Down Lists$tble
values are:
1. Flat Amount
2. Percentage of Original Principal
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Default Amount / If the Miscellaneous Charge Type is Flat

Percentage Amount, enter the amount to be billed,
otherwise enter the percentage. This if the
Miscellaneous Charge Type is Percentage of
Original Principal, the system will calculate the
miscellaneous charge as the percentage of
original amount loaned. You may also leave
the value as zero since the true value will be
entered when the Miscellaneous Charge Code
is applied to a loan.

Loan Discharge Check it if you want the miscellameoharge
to be applied at the time of discharging the
loan. When a new loan is created, the program
automatically generates all Miscellaneous
Charge Codes for which Loan Discharge is
checked and applies them at the time of
discharge. When you define a Miscellaneous
Charge Code with Loan Discharge checked, it
is not applied automatically to existing loans
and a Miscellaneous Charge record has to be
created manually.

Add Click to add a new record.

Save Click to save an existing record. It is
highlighted only when the user changes a field.

Delete Click to delete an existing record.

1

Close Click to close the screen.

3. To setup anew record, clibdewto clear the screen. Enter the
Miscellaneous Charge Code. If the record is alrgadgent in the
table, the data is displayed and the fields coeldhiodified.

4.  You may hit <Tab> key to move from one field to tiext.
Alternatively, you may click inside a field and mifydit.

5. If you do not click theNew button while entering a new record, the
data from the previous record remains on the sciéem may
change any fields if necessary and then chdkl to add the record.

6. To modify an existing record, enter the Miscellame@harge Code
or useFinder to select a record. Enter the fields and cbelveto
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save changes.

7. To delete a record, clidRelete You cannot delete a record if the
Miscellaneous Charge Code has been assigned &ma lo

8. The Miscellaneous Charge Code defined here is oskydas a

template and the values can be modified when tde applied to
a loan.
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4.4. Loan Status Codes

1. Click Loan Status Codes on Setup screen to digh&jollowing

screen:

2. The fields shown on the screen are described below:

Status Code

Description

Stop Billing

Add
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A numeric code of up to two digitsugeto
identify the status of a loan.

Finder is used to display a list of all codes in
the Loan Status Codes table.

Scroll is used display previous or next record
by hitting up or down arrow.

New is used to clear the screen while setting up
a new status code.

Description of loan status code, maxm&0
alphanumeric characters.

If Stop Billing is checked, the loas mot
included in the billing run.

Click to add a new record.
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Save Click to save an existing record. It is
highlighted only when the user changes a field.

Delete Click to delete an existing record.

Close Click to close the screen.

4

3. To setup anew record, clitkewto clear the screen. Enter the
status code (2 to 99). If the record is alreadg@néin the table, the
data is displayed and the fields could be modified.

4. You may hit <Tab> key to move from one field to tiext.
Alternatively, you may click inside a field and mifydit.

5. If you do not click the New button while enteringn@w record, the
data from the previous record remains on the sciéem may
change any fields if necessary and then click Adaddd the record.

6. To modify an existing record, enter the Status Gmrdese Finder to
select a record. Enter the fields and click Saveai® changes.

7. Status Codes 0 (Paid Out) and 1 (Active) are reseby the
program. When a new loan is set up, the status iscai@omatically
set to 1 and when it is paid out the status becdnes

8. To delete a record, click Delete. You cannot dedetecord if the
status code has been assigned to a loan.
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4.5. Borrowers

The Borrowers screen is displayed when the useksBorrowers
on Setup screen.

Hit <Tab> through various fields and change themeifessary.
The screen contains the following tabs:
Applicant 1 Enter name and address of the borrower.

Applicant 2 Enter name and address of the co-agqmiic
(e.g., spouse) if any.

You may access various tabs by clicking on thenedaler. The
fields on each tab are described below:
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Applicant Tab 1

4. The tab is displayed as follows:

5. The fields shown on the screen are described below:

Borrower 1D

Borrower Type

First Name
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A code set up to identify a borrowegximum
16 alphanumeric characters; user defined.

Choose Corporate if the borrower ee@@pany
is which case you will enter the company
name. Choose Personal if the borrower is an
individual in which case you will enter the first
name and the last name.

Finder is used to display a list of all records in
the Borrowers table.

Scroll is used display previous or next record
by hitting up or down arrow.

New is used to clear the screen while setting up
a new record.

Enter the first name of the borrowéhé

Borrower Type is Personal, maximum 29
alphanumeric characters.
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Last Name

Company Name

Address

City

State / Prov

PostalCode

Country

Tel

Fax

E-Mail

Contact

Remarks

Add

Save

Delete

Close
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Enter the last name of the borroweraf th
Borrower Type is Personal, maximum 29
alphanumeric characters.

Enter the company name of the borrivires
Borrower Type is Corporate, maximum 60
alphanumeric characters.

Three address lines, maximum 60 alpha-
numeric characters each.

Name of the city, maximum 30 alphanumeric
characters.

State or province, maximum 20 alphariom
characters.

Zip code or postal code, maximum 10
alphanumeric characters.

Country Name, maximum 20 alphanumeric
characters

Telephone number, maximum 20 alphanumeric
characters.

Fax number, maximum 20 alphanumeric
characters.

E-mail address of the borrower, maximum 200
alphanumeric characters.

Contact name, maximum 60 alphanumeric
characters.

A user defined memo field.
Click to add a new record.

Click to save an existing record. It is
highlighted only when the user changes a field.

Click to delete an existing record.

Click to close the screen.
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6. To set up a new borrower, click New to clear theen. Enter
Borrower ID. If the record is already present ia thble, the data is
displayed and the fields could be modified.

7. You may hit <Tab> key to move from one field to thext.
Alternatively, you may click inside a field and mfydit.

8. If you do not click theNew button while entering a new record, the
data from the previous record remains on the sciéem may
change any fields if necessary and then oldk to add the record.

9. To modify an existing record, enter the BorrowerdDuseFinder
to select a record. Enter various fields and cBelketo save
changes.

To delete a record, clidRelete You cannot delete a borrower record that
has already been assigned to a loan.
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Applicant Tab 2

10. The tab is displayed as follows:

11. The fields shown on the screen are described below:

First Name

Last Name

Company Name

Address

City

State / Prov

PostalCode
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Enter the first name of the co-applicatite
Borrower Type is Personal, maximum 29
alphanumeric characters.

Enter the last name of the co-applidahei
Borrower Type is Personal, maximum 29
alphanumeric characters.

Enter the company name if any, maxi®@m
alphanumeric characters.

Three address lines, maximum 60 alpha-
numeric characters each.

Name of the city, maximum 30 alphanumeric
characters.

State or province, maximum 20 alphaiam
characters.

Zip code or postal code, maximum 10
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Country

Tel

Fax
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alphanumeric characters.

Country Name, maximum 20 alphanumeric
characters.

Telephone number, maximum 20 alphanumeric
characters.

Fax number, maximum 20 alphanumeric
characters.
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4.6. Reminders

1. Click Reminders on Setup screen to display thevdhg screen:

2. The fields shown on the screen are described below:

Reminder ID

Reminder Type

Loan ID
Borrower 1D
Party ID

Effective Date
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Sequential number assigned to the lmptee
program.

Finder is used to display a list of all
Reminders in the database.

Scroll is used display previous or next record
by hitting up or down arrow.

New is used to clear the screen while setting up
a new note.

Select the entity to which the notebe
applied. The valid entities are loans, borrowers,
other parties and general reminders.

Enter the code for the entity for which the note
is being entered. If the Note Type is General,
no code is required in this field.

Enter the date and time on whichrtbie will
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Remind Me

Reminder Date

Note

Hold Billing

Add

Save

Delete

Close

take effect. For new reminders the current date
and time is displayed as the default. Change it
if necessary.

Check the box if you want to see a pop-up
reminder. If Reminder checkbox in Options1
tab of Company Profile Setup is not checked,
The screen displays the message “SYNDi
Reminder System turned off”. In this case no
Reminders will pop-up.

Enter the date and time after whazhwould
want to see the pop-up reminder. As a default,
the date and time 24 hours from the Effective
Date is set. Change it if necessary.

Description of the note, unlimited number of
alphanumeric characters.

If Hold Billing is checked, the note i
displayed as a reminder at the time of billing
when the effective date approaches.

Click to add a new record.

Click to save an existing record. It is
highlighted only when the user changes a field.

Click to delete an existing record.

Click to close the screen.

3. To set up a new note, click New to clear the screen

4. You may hit <Tab> key to move from one field to tiext.
Alternatively, you may click inside a field and mfydit.

5. To modify an existing record, enter the Note IDuseFinder to

select a note.

6. To delete a note, click Delete. You cannot delatecard if the
status code has been assigned to a loan.

7.  Controlling Billing through Reminders

SYNDi™ Lite Loan Manager, User Manual

Page 55



Chapter 4: Setting up the Application

The most powerful feature of reminders is their imseontrolling the
billing process. Consider the following scenario:

Loan BIR1160 for Samuel Sampson was set up for $005at 9.5%
interest on November 10, 2002. According to thenteof the loan,
the borrower will pay $200,000 at the end of eagharyand the rate
of interest will be increased by 1%.

Enter the following notes to remind you when itime to bill the
extra principal installment and to increase therngst rate. Make
sure that you check Hold Billing so that the natelisplayed when
billing is run.

11/09/2003 Samuel Sampson will pay $200,000 ankitting.
Enter $200,000 in Principal Payment.

11/10/2003 Change interest rate to 10.75%

11/09/2004 Samuel Sampson will pay $200,000 antitiing.
Enter $200,000 in Principal Payment.

11/10/2004 Change interest rate to 11.75%.

1. When billing run will run on November 9, 200Betfirst note
will be displayed. Go to Loans setup and enter SXUDin
Principal Payment so that this amount will be billafter that,
either delete the note or uncheck Hold Billing Isattthe note
will not be displayed again.

2. When billing is run on December 9, 2003, theoselnote is
displayed. Go to Loans setup and change the ratgavést to
10.75. After that, either delete the note or unkheald Billing
so that the note will not be displayed again.

3. When billing run will run on November 9, 2004etthird note
will be displayed. Go to Loans setup and enter $XUDin
Principal Payment so that this amount will be billafter that,
either delete the note or uncheck Hold Billing lsattthe note
will not be displayed again.

4. When billing is run on December 9, 2004, thetiowmote is
displayed. Go to Loans setup and change the ratgevést to
11.75. After that, either delete the note or unkheald Billing
so that the note will not be displayed again.
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8. Pop-up Reminders

1. If a Note has Remind Me box checked it popsf tipei current
date and time have exceeded Reminder Date and Timee.
frequency with which these reminders pop-up dependhe
frequency in minutes set in the Company Setup m&ee
Section 4.2.)

2. If you want a note to stop popping up, deletertbte, or uncheck
Remind Me checkbox and save the note.

3. If you want to postpone the pop-up, change thimiRder Date
and time and save the note.

4. When you start SYNDi Loan Manager and enter M&gmu
(Classic or Tree view) for the first time all rerders on which
reminders are due are displayed. Once they arectlibey will
subsequently be displayed after the interval s€dmpany
Profile.
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4.7. Other Parties

1. Click Other Parties on Setup screen to display the following screen:

2. The fields shown on the screen are described below:

Party ID

Party Type

First Name
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A code set up to identify the other party,
maximum 16 alphanumeric characters; user
defined.

Finder is used to display a list of all records in
the Lawyers table.

Scroll is used display previous or next record
by hitting up or down arrow.

New is used to clear the screen while setting up
a new record.

Valid values are L for Lawyers, T foixTa
Agencies to whom taxes are remitted, or O for
Others.

Enter the first name if entering persona

information, maximum 29 alphanumeric
characters.
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Last Name

Name

Address

City

State / Prov

PostalCode

Country

Tel

Fax

E-Mail

Contact

Remarks

Add

Save

Delete

Close
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Enter the last name if entering personal
information, maximum 29 alphanumeric
characters.

Enter the party’s name if entering Corporate
information, maximum 60 alphanumeric
characters.

Three address lines, maximum 60 alpha-
numeric characters each.

Name of the city, maximum 30 alphanumeric
characters.

State or province, maximum 20 alpharimm
characters.

Zip code or postal code, maximum 1Q0aalph
meric characters.

Country Name, maximum 20 alphanumeric
characters.

Telephone number, maximum 20 alphanumeric
characters.

Fax number, maximum 20 alphanumeric
characters.

E-mail address, maximum 200 alphanumeric
characters.

Contact name, maximum 60 alphanumeric
characters.

A user defined memo field.
Click to add a new record.

Click to save an existing record. It is
highlighted only when the user changes a field.

Click to delete an existing record.

Click to close the screen.
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3. To set up a new party, clidkew to clear the screen. Enter Party ID.
If the record is already present in the tabledhia is displayed and
various fields could be modified.

4. You may hit <Tab> key to move from one field to text.
Alternatively, you may click inside a field and mfydit.

5. If you do not click the New button while enteringp@w record, the
data from the previous record remains on the sciéen may
change any fields if necessary and then click Adddd the record.

6. To modify an existing record, enter the Party IDuse Finder to
select a record. Enter various fields and clickeSavsave changes.

7. To delete a record, click Delete. You cannot dedef@vyer record
that has already been assigned to a loan.

SYNDi™ Lite Loan Manager, User Manual Page 60



Chapter 5: Working with Loans

Chapter 5
Working With Loans

5.1. Loan Maintenance

1. The Loan Maintenance screen is displayed whengbealicks
Loan Maintenanceon Main Menu.

2. Hit <Tab> through various fields and change themeiessary.

3. The screen contains the following tabs:

Details Main screen to set up the loan. Enter the
Borrower ID, loan description, start date of the
loan, principal, term, interest type, interest rate
and the mode in which interest has to be
compounded.

Terms Displays various controls to establish paymen
terms for the loan.

Notes Enter any remarks and up to three detailed
notes including reference check, collateral and
relevant information.

Documents You can save all documentation related to
loan in Documents Catalog. All documents in
the Catalog are displayed in Documents tab
and can be opened by double-clicking a
document.

You may access various tabs by clicking on thentder. The
fields on each tab are described below:
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Details Tab

4. The tab is displayed as follows:

5. The fields shown on the screen are described below:

Loan ID

Borrower 1D
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A code set up to identify a loan, maximuén 1
alphanumeric characters; user defined. It is
recommended that the first six characters of
Loan ID be unique.

Finder is used to display a list of all records in
the Loans table. You may choose to search
loans either by Loan ID, Loan Description,
Borrower ID or Borrower Name. You may also
filter the list to include loans with given Loan
Status.

Scroll is used display previous or next record
by hitting up or down arrow.

New is used to clear the screen while setting up
a new record.

Enter the Borrower ID for the loan, ntaxm

16 alphanumeric characters; user defined. Once
the loan has been set up, you cannot change
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Description

Reference

Lawyer ID

Principal

Start Date

Term

Penalty Months

Interest Rate

Rank
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this field.

Finder is used to display a list of all records in
the Borrowers table. Once the loan has been set
up, theFinder button cannot be used.

Fly is used to set up a Borrower ID on the fly.
Once the loan has been set up,Rhebutton
cannot be used.

Description of the loan, maximum 60
alphanumeric characters.

Any user-specified information aboutltiae,
maximum 60 alphanumeric characters.

Enter the Lawyer ID for the loan, maximdi@
alphanumeric characters; predefined. Lawyers
are defined in Other Parties Table (See 4.12).

Principal amount of the loan, must bes lggn
ten billion dollars. Once the loan has been
setup and the amount advanced to the
borrower, you can change the Principal only
through Loan Adjustments.

Date on which the loan is advancedéo th
borrower.

Term of the loan in months and days. For
example, in case of a five-year loan, the term
should be entered as 60 (i.e., 12X5) months
and zero days.

Enter the number of months for which interest
will be calculated as penalty in case of
discharging the loan before the maturity date.

Enter annual rate of interest as@ptage.
User defined field, maximum 16 characters.
Rank is normally specified for mortgages, e.g.,
1st, 29 39 mortgage etc.

Finder is used to display a list of all Rank
Codes.
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Status

Stop Billing

In Process

Funding

Misc Charg

Adjustment

i BB

Discharge

Add

Save

Delete
Profile |

Amortizatio
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Fly is used to set up a Rank Code on the fly.

When a loan is set up initially, the stadiset
to 1 (Active) and may be changed as necessary.

If the status is changed to a codewbrch the
Stop Billing indicator is checked (see section
4.4), billing ignores the loan. When a loan is
discharged the status is changed to O (paid-
out).

When a new loan is set up, the In Psdtas
Is set automatically. Once the loan is closed,
you may fund the loan which removes the In
Process flag, prompts the user to enter
miscellaneous charges allocated for loan
discharge and enters borrower payment to fund
the loan.. Once the loan is funded it is ready for
regular processing.

After the loan has been set up apply
miscellaneous charges defined for loan
discharge and enter loan advance. (Section
54)

Click to set up miscellaneous charges other
than those set up for loan discharge. (Section
54)

Click to enter additional principal advanced to
the borrower or lump sum principal payments
received from the borrower. (Chapter 7.)

Click to discharge the loan on or before
maturity date. (Section 5.5.)

Click to add a new record.

Click to save an existing record. It is
highlighted only when the user changes a field.

Click to delete an existing record.
Click to print the loan profile.

Click to print the Amortization Table for the
loan.
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Inquiry Displays a list of borrower receipts.

Close Click to close the screen.

6. To setup anew loan, clidkewto clear the screen. Enter Loan ID.
If the record is already present in the table dhta is displayed and
various fields could be modified.

7. You may hit <Tab> key to move from one field to thext.
Alternatively, you may click inside a field and mifydit.

8. If you do not click the New button while enteringp@w record, the
data from the previous record remains on the schéem may
change any fields if necessary and then click Adaddd the record.

9. To modify an existing record, enter the Loan IDuse Finder to
select a record. Enter various fields and clickeSavsave changes.

10. The Start Date of a loan cannot be changed aféeldlan has been
funded and the In Process flag has been removed.

11. To delete a record, click Delete. You cannot dedel@an record that
has already been billed or the loan amount has aéesnced to the
borrower.

12. Once you have initiated the billing process younmdammodify a loan
until billing has been posted.
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Terms Tab

13. The tab is displayed as follows:

14. The fields shown on the screen are described below:

Payment Type

Payment
Frequency

Compounding
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Select if the borrower will pay instrenly or
blended payment so that the payment includes
a portion of principal calculated according to
the formulas given below.

Displays that interest will be calculated on
monthly basis.

Depending on the number of times ira& y
the interest is compounded, you may select one
of the following options:

. None

. Daily

. Weekly

. Bi-weekly

. Semi-monthly
. Monthly

. Bi-monthly

. Quarterly

. Semi-Annual

OCoO~NO UL WNE
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Calculation
Method

Amortize Over

Payment Amount

Recalculate

Billing Day

Maturity Date

Expected
Repayment

Next Billing Date
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10. Annual

12-Month Year in which each year consists of
365 days and is divided into 12 equal months
with 30.416667 days in each month.

In case of blended payments, entr th
amortization period in years. This field is
disabled if you have set the payment type as
“interest only”.

The payment for a period is caledlat
automatically for blended payments on the
basis of principal, interest rate, payment
frequency, compounding frequency,
calculation method and amortization period.
You may change the value if necessary.

Once the loan has been set up, thensyst
cannot change the payment amount
automatically if you change any parameter
affecting the calculation unless you click the
Recalculatebutton.

The day on which the payment is calteth
This process is called “billing”.

The valid value is between 1 and 31. It should
ideally be the day on which the loan was
advanced.

The maturity date is calculated o tiasis of
start date and term. Thus if the start date is
March 20, 2008 and the term is 24 months, the
maturity date will be March 20, 2010.

Expected Repayment Date. When a loan is set
up, the Expected Repayment Date is set to be
the same as the Maturity Date. Occasionally it
may have to be modified if the borrower has
decided to extend the loan or pay it off earlier.

The next billing date is calciddton the basis
of start date, payment frequency and Billing
Day. As billing is run, it updates last and next
billing dates automatically.
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Last Billing Date  The last billing date is blanknb billing has
been run yet for a loan that has been just set up
otherwise it displays the date on which billing
was run the last time.

Remit Property If you collect Property Tax from the borrower,

Tax to enter the Tax Agency ID for the loan,
maximum 16 alphanumeric characters;
predefined. Tax Agencies are defined in Other
Parties Table (See 4.12).

Self-Administered The administration of a loan smally a
three-step process: (a). Run Billing, and (b).
Enter Borrower Receipts. If, as a broker, you
are responsible just for closing the loan and do
not get involved in receiving payments from
the borrower, you may check the loan as Self-
Administered in which case the program flags
it to be processed automatically in step (b).

15. Interest-Free Loans

While entering an interest-free loan, enter theriedt rate as 0%
fixed. If a fixed dollar amount has to be recoveoadnonthly basis,
set the Payment Type as Blended, amortized ovegrehed of the
loan. Enter the installment amount in the Paymenbant field.

Consider a $12,000 interest-free loan over one yeaod such that
the borrower will pay $1,000 a month. Set PaymeymteTto
Blended, Compounding to None and Amortization Re&s 12
months. Set the Payment Amount to $1,000.
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Notes Tab

16. The tab is displayed as follows:

17. The fields shown on the screen are described below:

Remarks A memo field of virtually unlimited size to
enter descriptive statements.

Notes 3 memo fields of virtually unlimited size to
enter descriptive statements.

18. The screen also displays various control totalt siscthe amount

advanced to the borrower, principal and intereg&t fedate by the
borrower and total balance owed by the borrower.
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Documents Tab

19. This tab displays loan documents saved in Docunféatslog.

20. The fields shown on the screen are described below:

Document List The list may contain Microsoft Word
documents, pdf files, pictures of the property
saved as jpg, gif or bmp files, survey results
and all other related documents. Some
documents prepared by SYNDi are
automatically saved in the Documents Catalog.

New Doc ' New Docis used to add a new document to the
Documents Catalog.

Delete | Deleteis used to delete a document from the
Documents Catalog.

Rename Renameis used to change the name of a
document in the Documents Catalog.

I

21. Organization of Documents Catalog

All files to be displayed in Documents Catalog pl&ced in the
catalog folderwhich isdatabase location\Loans\LoanlBor
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instance, if the database is located in C:\Progrdes\SYNDi
\Database, the catalog folder for Loan ID AVE107ll be
C:\Program Files\SYNDi\Database\Loans\AVE1077. riden to
open a document, double-click on it in the Docunigsit

22. Adding a New Document

To add a new document to the catalog chigv Docbutton to
display the following screen:

Choose the appropriate File Type (e.g., *.doc, &.pgbg etc) or
leave it *.* to display all file types. Select tpeoper drive and
navigate to proper folder where the file is locatEde list of files is
displayed on the left panel. Double-click on theneeaof the desired
file to copy it into the Catalog Folder. The origiriile is left in the
source folder from where it can be deleted manubiigcessary.

23. Deleting a Document
To delete a document from the catalog click on thie Documents
List to select it and then clidReletebutton. The file is moved into a
sub-folder called Backup. From time to time you naant to clean
the backup sub-folder by deleting unnecessary filasually.

24. Renaming a Document

To rename a document from the catalog click on the Documents
List to select it and then clidRenamebutton.
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5.2. Fund a Loan

1. Once the Loan record for a new loan has been adtdedsd~und
on theDetail tab ofLoan Maintenancescreen to display the
following screen:

2. The fields shown on the screen are described below:

Loan ID An alphanumeric code of up to 16 digitsiget
to identify the loan.
Process Click to initiate the funding process.
Close Click to close the screen.

3.  When you clickProcess the program performs the following
operations:

(a) sets up Miscellaneous Charge Codes that have lefeed
with Loan Discharge flag. These transactions welidpplied
when the loan is discharged. (See “Enter Miscetiase
Charges” under Section 5.4);

(b) removes In Process flag from the Loans record;

(c) displays the Borrower Payments screen to enterdoaance to
the borrower. (See Chapter 8);

(d) posts borrower payment.
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5.3. Enter Miscellaneous Charges

1. Click Misc Charge on theDetails tab ofLoan Maintenancescreen
to display the following screen:

2. The fields shown on the screen are described below:

Loan ID Displays the Loan ID for which the
Miscellaneous Charge is being entered.

View Miscellaneous Charge Codes for this
loan. Click to display existing Miscellaneous
Charge Codes to the loan.

Misc Charge Code An alphanumeric code of up toigjésdset up
to identify the miscellaneous charge.

Finder is used to display a list of all codes in
the Miscellaneous Charge Codes table.

New is used to clear the screen while setting up
a new miscellaneous charge.

Amount Displays the amount to be billed as defimed

the Miscellaneous Charge Code Table. If the
Miscellaneous Charge Type in the
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Frequency
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Miscellaneous Charge Code Table is defined as
a percentage, the amount is calculated at the
time of setting up the miscellaneous charge.

You may choose one of the following oo
Next Billing:

The transaction is applied when the next
billing is run and is rendered inactive.

Every Billing:

The transaction is applied whenever
billing is run and remains active until the
user renders it inactive.

Loan Discharge:

The transaction is applied at the time of
discharging the loan.

Loan Advance:

The transaction is applied at the time of
advancing the loan to the borrower while
initially funding the loan. You cannot
choose this option once the loan has been
funded.

Miscellaneous charges such as Brokerage
Fees could be entered under such
Miscellaneous Charge.

If you have already funded the loan but
have not posted Borrower Payment, you
can still enter a miscellaneous charge to be
applied to loan advance but you cannot
change it or delete it unless you delete the
borrower payment first.

If the borrower payment has already been
posted, you cannot enter any
miscellaneous charge to be applied to loan
advance and cannot change or delete
existing charges.
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Last Billed

Next Billed

Active

Add
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Quarterly:

The transaction is applied after every three
months and remains active until the user
renders it inactive.

Semi-annual:

The transaction is applied after every six
months and remains active until the user
renders it inactive.

Annual:

The transaction is applied after every
twelve months and remains active until the
user renders it inactive.

Displays the date on which the chargew
billed last time. Normally it is the last billing
date of the loan.

Displays the date on which the chargk lve
billed. Normally it is the next billing date of
the loan but the user may change it to a date
later than the next billing date. The date gets
updated automatically when the loan is billed.

If the next application date of the
miscellaneous charge falls after the maturity
date of the loan it is applied on the maturity
date for the last time and is automatically
rendered inactive.

Check it to indicate to the system that the
charge should be billed. If the Frequency is
Next Billing, the system unchecks it after the
charge is billed. If it has to be activated again
at a later date (e.g., NSF charges), check it
again and the charge will be billed next time
billing is run. If the Frequency is Every Billing
the Active box will remain checked unless you
uncheck it manually.

Click to add a new record.
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Save Click to save an existing record. It is

— highlighted only when the user changes a field.
Delete Click to delete an existing record.

Close Click to close the screen.

3. To set up a new record, click New to clear theestr&nter the
Miscellaneous Charge Code. If the record is alrgadgent in the
table, the data is displayed and the fields coeldnodified.

4. You may hit <Tab> key to move from one field to thext.
Alternatively, you may click inside a field and mifydit.

5. To modify an existing record, enter the Miscellame&€harge Code
or use Finder to select a record. Enter the fiata$click Save to
save changes.

6. If you have set up a term loan with prepaid interés not enter the

interest amount as a miscellaneous charge sincgyttem already
deducts it from borrower payment.
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5.4. Discharge a Loan

1. Once aloan reaches maturity or is discharged eartyose
Discharge a Loan on the Loan Setup Menu to disiilayollowing
screen:

2. The fields shown on the screen are described below:

Loan ID An alphanumeric code of up to 16 digitsiget
to identify the loan.

Discharge Date Enter the date on which the lod&eiisg
discharged. When the Discharge Date is
entered, the program runs billing (Chapter 10)
and saves the billing data in temporary area.

Interest Rate Displays the rate at which the loaa w
advanced.

Borrower Name Displays the name of the borrower.
Per Diem Interest  Displays the daily interest antoun
Last Billing Displays the date on which last biflimvas run.

Next Billing Displays the date on which next bitlins
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Maturity Date

Borrower:
Principal

Borrower: Interest

Borrower:Penalty

Borrower:
Misc Charges

Borrower: Prev
Balance
Borrower: Total
Payout

Payout
Statement

Discharge
Notices

Discharge
Report

Edit

Post

SYNDi™ Lite Loan Manager, User Manual

scheduled to run.
Displays the maturity date of therdoa

Displays the principal to be paid to the
borrower.

Displays the interest calculdtedh the Last
Billing Date to the Discharge Date.

If the loan profile indicates amher of
months’ interest to be calculated for early
discharge, the program calculates interest from
the discharge date up to the maturity date, up to
a maximum of penalty months on the loan
profile. If the difference between the maturity
date and the discharge date is less than the
number of penalty months, penalty is
calculated for that period.

Displays the total amount of unbilled
miscellaneous charges including the amounts
to be billed at the time of loan discharge.
Displays the total of previous unpaid balances.

Display the total amount payable by the
borrower.

Click to print the Payout Statement.

Click to print master discharge notice.

Click to print the Discharge Report, similar to
Billing Report produced during a billing run.

Click to edit the billing data collected in the
temporary area. See Section 8.3 for details.

Click to apply the billing data and delete the
temporary area. The Post function pays off the
loan.
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Click to delete the billing data collected in the
temporary area. You can use this button if you
have not posted the data yet. Please note that
any edits done to the billing data are lost.

\ Click to close the screen.

Close

Cancel

3. Loan Discharge cycle starts when you enter thehdige date and is
completed when you either post it or cancel iy:dfi enter Loan
Discharge just to print payout statements and digghnotices, do
not post it if you are not ready. Instead, clickncel

4. ThePostbutton gets highlighted only if you have printether
Payout Statement or Discharge Notices and if trsene error. You
may correct the error by clickirigdit and reprinting the statements.

5. Entering a discharge initiates the billing proceéssmn Discharge
and Billing are mutually exclusive and you can eitimer one or the
other. You cannot enter a discharge if billingngrogress and vice
versa. If you wish to run billing while the disclgaris in progress
then either cancel the discharge or post it beforerun billing.
Similarly if you wish to a discharge while billing in progress then
either cancel billing or post it before you ente tlischarge.

6. If you need to change the wording in Payout StatéraeDischarge
Notices, run Microsoft Word 2003+ and edit thedila Templates
sub-folder as described in Section 3.11. Be careftito touch Malil
Merge fields and save the files back as dot files.

WARNING: If you edit your templates they may notnkavith
future releases of the program.
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5.5. Renew a Loan

Reserved for future use.
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Chapter 6
Borrower Payments

6.1. Introduction

1. After a new loan has been set up the amount istpatte borrower
and the payment is entered in the system.

2. Itis necessary to post the payment after it has lemtered in order
to be considered as part of billing.

3. Itis mandatory that the total amount paid to tbedwer is equal to
the principal entered in the loan record.

4. The Borrower Payments screen is displayed as fsllatven you
fund the loan. You may access this screen anytiyraitking

Funding button on théetails tab ofLoan Maintenancescreen.
(See Section 5.1.)

Payments Entry Enter borrower payments.
Menu Print various listings and post payments.

5.  You may access various tabs by clicking on theneduer.
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6.2. Payments Entry Tab

1. The Payments Entry tab is displayed as follows:

2. The fields shown on the screen are described below:

Loan ID

Date

Document No

Paid To
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Enter the Loan ID, maximum 16 alphanumeric
characters; user defined.

Finder is used to display a list of all records in
the Loans table.

Fly is used to set up a loan on the fly.
Enter the date of transaction. The date maist b
prior to the next billing date of the loan but not

prior to the start date.

The range of valid dates is displayed on the
screen for reference.

Enter check number or relevant inforomat
maximum 20 alphanumeric characters; user
defined.

The system displays Borrower’s name. If the

Page 82



Chapter 6: Borrower Payments

Principal

Amount Advanced

Cross Ref No

Miscellaneous
Charges

Add

Save

Delete
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check is being issued to & Barty such as the
law firm or realty broker, enter the name in this
field; maximum 60 characters

Displays the amount set up as the pradadip
the loan record.

Displays the amount to be advatacede
borrower. It is equal to the principal minus any
miscellaneous charges that have been set up for
the purpose of applying to loan advance. If the
loan has been set up as a term loan with
prepaid interest, the interest amount is also
deducted from the principal to calculate
Amount Advanced.

Cross-Reference Number is a 19-cleract
field that is used if you process borrower
receipts through direct deposits WNDUS
Electronic Funds Transfer System This field
goes to the bank when you EFT the
information.

When the loan is funded, the system builds the
Cross-Reference Number by joining the first 9

characters of Loan ID and the first 9 characters
of the Borrower ID and putting a hyphen in the

middle.

Cross-Reference Numbers must be unique. If
two or more Loan IDs or Borrower IDs have
the same characters in the first 9 positions, you
may get duplicate Cross-Reference Numbers
and the system displays an error message if it
encounters a duplicate.

This window displays all miscellaneous
charges including prepaid interest.

Click to add a new record.

Click to save an existing record. It is high-
lighted only when the user changes a field.

Click to delete an existing record.

Page 83



Chapter 6: Borrower Payments

Close | Click to close the screen.

3. To enter a new payment, cliblew to clear the screen and enter
Loan ID. If the record is already present in tHdgayou may
modify it or delete it provided it has not been teds However, if the
payment has been posted, the system displays Itbesifagy
message:

4. You may hit <Tab> key to move from one field to tiext.
Alternatively, you may click inside a field and mifydit.

5. To modify an existing record, enter the Loan IDuseFinder to
select a record. If the record has not been postedr various fields
and clickSaveto save changes.

6. Once you have initiated the billing process yountdrenter a
payment until billing has been posted.

7. To delete a record, clidRelete You cannot delete a record that has
already been posted.
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6.3. Menu Tab

1. The tab is displayed as follows:

2. The functions shown on the screen are describedhbel
Print Unposted Payments

Generates a report showing unposted payments toviers for
selected loans and date range. See Sample Rejpofppendix A.

Print Posted Payments

Generates a report showing posted payments tovkersdor
selected loans and date range. See Sample Rejpofppendix A.

Post Payments
This function marks all unposted payments as pogtested

payments cannot be modified or deleted. The sysdisplays the
following message to confirm if transactions shawgdposted:
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If you have already printed unposted paymentsk diesto post
transactions.
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Chapter 7

Loan Adjustments

7.1. Introduction

Loan Adjustments screen is accessed by clickind\thastments
button on the Loan Maintenance screen.

Loan Adjustments are entered under the followingdaons:

(a). The borrower decides to pay a portion of thiegipal during the
life a loan or discharges the loan before the nitgtdate. In this
case the principal amount is entered with a negatign. The
borrower may also pay certain amounts for inteaest penalty
which are entered as positive amounts. The proguas a
special billing run and you must run Borrower Reteand post
them after the loan adjustment is posted.

(b). If the borrower requires additional loan tmecaint is entered
without a minus sign and The program processes palymhen
the loan adjustment is posted.

It is necessary to post the adjustment after ittdee entered in
order to be considered as part of billing.

The Loan Adjustments screen is displayed as follatvsn the user

clicks Adjustment on theDetails tab ofLoan Maintenancescreen
(see Section 5.1)

Menu  Print various listings and post adjustments.
Loan Adjustments Entry  Enter loan adjustments.

You may access the tabs by clicking on the tab éread
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7.2. Loan Adjustments Entry Tab

1. The Loan Adjustments Entry tab is displayed afod:

2. The fields shown on the screen are described below:

Loan ID

Date

Document No
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View Adjustments: Click to display the
unprocessed adjustments for the specified loan.

Enter the Loan ID, maximum 16 alphanumeric
characters; user defined.

Finder is used to display a list of all records in
the Loans table.

New is used to clear the screen and enter a new
Loan Adjustment..

Enter the date of adjustment. The date must be
later then the last billing date and prior to the
next billing date.

The billing dates are displayed on the screen
for reference.

Displays the Document Number of thgioail
Borrower Payment.
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Paid To

Balance

Adjustment
Amount:Principal

Adjustment
Amount: Interest

Adjustment
Amount: Penalty

Add

Save

Delete

Close

Displays the entry in the original Borrower
Payment.

Displays principal balance.

If the borrower is paying a fixed amount enter
it with minus sign. This amount will be added
to the principal paid when the loan adjustment
record is posted.

If the borrower needs additional amount any
time during the life of the loan, enter the
additional amount in this fieldithoutminus
sign.

If the borrower will be paying additional
interest, enter #vithoutminus sign. The

amount will be added to interest paid when the
loan adjustment record is posted.

If the borrower will be paying additional
interest as penalty, entemitthoutminus sign.
The amount will be added to interest paid
when the loan adjustment record is posted.
Click to add a new record.

Click to save an existing record. It is high-
lighted only when the user changes a field.

Click to delete an existing record.

Click to close the screen.

3. To enter a new adjustment, cliblew to clear the screen and enter
Loan ID. If the record is already present in tHedayou may
modify it or delete it provided it has not beenteds However, if the
adjustment has been posted, the system displayslibwing

message:
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4. You may hit <Tab> key to move from one field to tiext.
Alternatively, you may click inside a field and mifydit.

5. To modify an existing record, enter the Loan IDuseFinder to
select a record. If the record has not been postedr various fields
and clickSaveto save changes.

6. To delete a record, clidRelete You cannot delete a record that has
already been posted.
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7.3. Increasing Loan Amount

1. The borrower may require additional amount befbeelban is
discharged. In this case the amount should beeshagthout minus
sign in the Principal field. Notice that the interand penalty fields
under Adjustment Amount disappear.

2. Click Add to add the Loan Adjustment.
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7.4. Reducing Loan Amount and Entering Interest Adustment

1. Occasionally a borrower may pay a lump sum amaurgéduce the
principal. In this case the amount should be edteith minus sign
in the Principal field.

2. Notice that the interest and penalty fields adedilautomatically.
The program has calculated the interest on the doigustment
amount from the last billing date to the loan atipent date. It has
also calculated penalty based on the number of Imsagefined in the
Loans table. Change these values if necessary.

3. Click Add to add the record to the database.
4. If you have received an amount as an interest adprg from the
borrower, you may enter it with zero principal thgh Loan

Adjustments. The interest amount should be enterdgobuta minus
sign.
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7.5. Menu Tab

1.

The tab is displayed as follows:

The functions shown on the screen are describexhbel
Print Unposted Adjustments

Generates a report showing unposted adjustmenselected loans
and date range. See Sample Report # in Appendix A.

Print Posted Adjustments

Generates a report showing posted adjustmenteliected loans
and date range. See Sample Report # in Appendix A.

Post Adjustments
This function marks all unposted adjustments asgoo$ osted

adjustments cannot be modified or deleted. Theesyslisplays the
following message to confirm if transactions shawddposted:
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If you have already printed unposted adjustmetitk ¥esto post
transactions.

3. All Loan Adjustments entered to increase the Loamo@Ant become
applicable when the next billing is run. Howevéthe Loan
Amount is reduced or an interest adjustment has betered, The
program runs a special billing to apply those amt®immediately
effective the Loan Adjustment Date. After such ahad\djustment
has been posted, you should run Borrower Recefjutpast it.
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Chapter 8
Billing

8.1. Introduction

Billing is the process in which the monthly instaéint containing
interest and principal (if any) is calculated arited to the
borrower.

Each loan is assigned a payment day showing thefdéne month
on which the loan will be billed. When a loan i$ sp, the Next
Billing Date is set based on the Start Date ofltlae.

The installment for first billing is calculated frothe Start Date
(inclusive) to the Next Billing Date (inclusive)htis if the payment
day is same as the day in the Start Date, billalgutates interest for
one day. At the end of the billing process, thedat which the
billing was run is set as the Last Billing Date ahd Next Billing
Date is calculated. Subsequent billings considepgriod between
the Last Billing Date (exclusive) and the Next Bigf Date
(inclusive). The last billing considers the perfoaim the Last
Billing Date (exclusive) to the Maturity Date (inglive). Thus the
first and last billing may be for part of a monthile intermediate
billings are for the entire month.

When billing is run, it includes all loans for whithe Next Billing
Date is same as or prior to the date on whichniglis run and the
amount advanced to the borrower is greater thapriheipal paid
by the borrower. This means that the loans whiake leeen fully
paid off or the new loans on which the principas nat yet been
advanced to the borrower will not be included iltirig.

It is necessary that all payments, receipts, teassind adjustment
be posted before the billing run. Billing does patceed if the
system finds any unposted transactions.

Loans with the status code which has Stop Billindecchecked are
not included in billing.
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8.2. Running Billing

1. Click Billing on Main Menu to display the followgnscreen

2. The fields shown on the screen are described below:

Billing Date

Include Matured
Loans

Process

Edit

Report
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Displays the earliest date on whichrie
selected for billing will be billed. Can be
changed if necessary.

Loans maturing in the current billing run

should not normally be included in billing.
Instead they should be processed through Loan
Discharge function which generates relevant
documentation and runs special billing to
recover the principal.

Click to collect the billing data in temporary
area.

Click to modify the billing data collected in
temporary area.

Click to generate the Pre-Billing Report
displaying billing data in temporary area.
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Click to apply the billing data, delete the
temporary area and make the loans ready for
next month’s billing.

Post

Click to delete the billing data collected in the
temporary area by Process function. You can
use this button if you have already clicked
Processbutton but have not posted the data
yet. Please note that any edits done to the
billing data are lost.

Close | Click to close the screen.

3. Toinitiate billing, clickProcess If errors are encountered, the
following message is displayed:

Cancel

i £

4. The system displays a summary of billed loans kevs:

When billing data has been collected in temporaepas, thd’rocess
button is dimmed and if the data has errors Rbstbutton is also
dimmed.

5. Following is the list of error codes assigned dagiailing:
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1 Principal Advanced is not equal to the Total Eipal
3 Balance Owed is not equal to Balance Loaned
4  Monthly Blended Payment is less than calculatéerést

6. Click Report to generate the Billing Report (see Sample Repart
Appendix A). The report must be printed and fileddse posting
billing data. If the data is edited and any changesle, print the
report again before filing it.

7.  Click Edit (Section 8.3) to correct rounding errors in bglidata.
Some errors such as Error Code 2 (Prime Rate Nail#&e) cannot
be corrected through the edit. In this case, alihg), update prime
rate, run billing again and clidRrocessto overwrite the billing data.

8. Click Cancelto delete billing data in the temporary area. This
function is typically used when you have alreadijfexted billing
data and want to make some last minute changessd’lete that
any modifications made to the data during edit fiomcwill be lost
and you will have to cliclProcessbutton again to collected fresh
data. You cannot delete billing data once it haanljgosted.

9. If the billing data collected in temporary aredrese of all errors, the
Postbutton becomes undimmed. Click to apply the kglidata and
delete if from temporary area. The following messegdisplayed:

10. The posting function copies billing data in tempgrarea into
permanent area. Once the data is posted, you ceditadt or
generate pre-billing report.
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8.3. Editing Billing Data

1. Click Edit on Billing screen to display the following screen
containing two tabs described below:

Borrower Displays principal and interest calculatfor the
borrower.

Misc Charges Displays miscellaneous charges tdlleel ho
borrowers in the billing run.

2. You may access the tabs by clicking on the tab éread
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8.4. Borrower Tab

1. The Borrower tab is displayed as follows:

2. The fields shown on the screen are described below:

Loan ID

Principal
Interest

Miscellaneous
Charges
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Enter the Loan ID, maximum 16 alphanumeric
characters; user defined.

Finder is used to display a list of all loans in
the temporary billing data table.

Scroll is used display previous or next loan by
hitting up or down arrow.

New is used to clear the screen .
Principal amount billed to the borrower.
Interest amount billed to the borrower.

This entry shows various charges applied in the
billing run.

The amounts can be edited by switching to
Miscellaneous Charge Tab.
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Discharge Penalty If the loan is being dischargéezdhan the
normal maturity date, The program calculates
Discharge Penalty which is equal to the interest
for the number of months specified in the
Loans record.

Save | Click to save changes made to any of the
— amounts. It is highlighted only when the user

changes a field.

Close | Click to close the screen.

3. If you have changed an amount on borrower side nyost click
Saveto make the change effective..

4. When you clickSavethe corresponding error code disappears if the
difference between the amounts becomes less tleamakimum
rounding error.

5.  You may hit <Tab> key to move from one field to thext.
Alternatively, you may click inside a field and mfydit.

6. Todisplay a record, enter the Loan ID or &asder to select a
record.
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8.5. Misc Charge Tab

1. The Misc Charge tab is displayed as follows:

2. The fields shown on the screen are described below:

Loan ID Displays Loan ID for which miscellaneous
charges are being edited.

Misc Charge Table Displays a list showing Miscedlans Charge
Code, Description and the amount for each
charge. To change the amount, just highlight it,
type the new amount and hit <Tab>. If you do
not wish to apply a charge, change the amount

to zero.
Save | Click to save changes made to any of the
amounts.

3. If you have changed a miscellaneous charge, you oliak Save
before you click Borrower tab.
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Chapter 9

Miscellaneous Transactions

9.1. Introduction

Miscellaneous Transactions can be used to entdoliogving types
of borrower receipts:

(a). Unapplied Cash:You may receive a payment on account for
one or more loans belonging to the borrower for dae or
more billings. These receipts will be held in susgeuntil you
apply them to actual billings through Borrower Rpt®(see
Chapter 12).

(b). Service Charge:You may enter a service charge such as NSF
fee, an administration fee or a late payment chdrgihis case
you may either just bill the service charge if #utual amount
has not been received or you may actually receive i

Click Misc Transactions on Main Menu to display tbdowing
screen containing two tabs described below:

Menu Print various listings and post Miscellaneous
Transactions.

Transaction Entry Enter Miscellaneous Transactions.

You may access various tabs by clicking on thentduer.
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9.2. Menu Tab

1. The tab is displayed as follows:

2. The functions shown on the screen are describexbel
Print Unposted Transactions
Generates a report showing unposted transactions.
Print Posted Transactions
Generates a report showing posted transactions.
Post Transactions
This function marks all unposted transactions astqub Posted

transactions cannot be modified or deleted. Theegsyslisplays the
following message to confirm if transactions shawgdposted:
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If you have already printed unposted transactiolisk Yesto post
them.
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9.3. Transaction Entry Tab

1. The Transaction Entry tab is displayed as follows:

2. The fields shown on the screen are described below:

Transaction
Number

Borrower ID

Loan ID
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A numeric code assigned by the system from
the Next Payment Number in Company Profile
table. Whenever a new transaction is generated
the Next Payment Number in Company Profile
table is incremented by 1.

To access an existing transaction, enter
Transaction Number and hit <Tab>.

Finder is used to display a list of transactions
in the Miscellaneous Transactions table.

New is used to clear the screen while setting up
a new record.

Enter the Borrower ID, maximum 16
alphanumeric characters; user defined, or select
it using theFinder button next to Borrower ID.

Enter the Loan ID, maximum 16 alphanumeric
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Date

Description

Misc Charge Code
Amount

Transaction Type

Action

Add

Save |
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characters; user defined, or select it using the
Finder button next to Loan ID.

The Loan ID is optional and can be left blank if
the transaction is meant to be applied to any
loan belonging to the specified borrower.

Enter the date of transaction.

Description of the transaction, maxim@on
alphanumeric characters; user defined.

Enter the Miscellaneous ChargeeCod
Enter the transaction amount.

Unapplied Cash: The transaction is held
temporarily until it is applied later to a billing
record while entering a Borrower Receipt.

Service Charge:This transaction type is used
to apply a charge other than principal and
interest to the borrower. Charges such as
Brokerage fee, NSF fee, late payment charges
etc. can be billed and received instantly using
Service Charge. Such charges can also be
applied through Miscellaneous Charges as
described in Section 5.4 but in that case the
charge is billed at the time of Next Billing.

Billed: This action can be selected only if the
Transaction Type is Service Charge in which
case a billing record is created, debiting
Borrower Receivable.

Received:This action is selected automatically
if the Transaction Type is Unapplied Cash. If
the Transaction Type is Service Charge the
system generates a billing record as described
above and then creates a second record,
debiting Bank and crediting Borrower
Receivable.

Click to add a new record.

Click to save an existing record. It is high-
lighted only when the user changes a field.
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Delete | Click to delete an existing record.

Close | Click to close the screen.

3. To enter a new transaction, cliblew to clear the screen and hit
<Tab>.

4. To modify an existing record, enter the Transachlember or use
Finder to select a record. If the transaction has alrdsin posted,
the following message is displayed:

5. You cannot modify a transaction once it has beestguob

6. To delete a transaction, clifkelete You cannot delete a receipt that
has already been posted.

7. Inthe above example, a check for $20,000 has lmmived on
account from borrower QUEPLA. It is meant to belegaplater to
any loan belonging to that borrower.

8. Inthe example that follows, $500 have been biltethe borrower
QUEPLA for property tax which will be remitted lat® the tax
authority.

9. Inthis case a billing record will be generated #graltransaction will
be debited to borrower receivable.

10. If the amount is actually received from the borroatthis time

click Received button and a second transactionbeiljenerated
debiting bank and clearing borrower receivable.
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11. Click Add to add the record.
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Chapter 10
Borrower Receipts

10.1. Introduction

1. Whether you receive the loan installment on moniiagis or you
have collected postdated checks, you have to esteipts after the
billing has been run, so that you may distributenthto inventors.
You may use Borrower Receipts to perform the follmyfunctions:

(a). Enter checks received from borrowers and afty@yn to
existing receivables.

(b). Enter checks received from borrowers and atiyn to billed
service charges (Chapter 11).

(c). Apply existing unapplied receipts (Chapter tdlputstanding
receivables.

(d). Write off outstanding receivables in casearetlosure or
bankruptcy.

2. Click Borrower Receipts on Main Menu to display fbkowing
screen containing two tabs described below:

Menu Process borrower receipts in block, print
various listings and post receipts.

Receipts Entry Enter borrower receipts. This opathows
freedom to enter partial receipts and write-
offs.

Details Details of outstanding receivables and

unapplied receipts.

3. You may access various tabs by clicking on thenedder.
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10.2. Menu Tab

1. Thetabis displayed as follows:

2. The functions shown on the screen are describexhbel
Enter Receipts in Block
This option displays all billed loans for which therrower receipts
have not been processed, The user is providedoartnity to flag
all or some loans for which the receipt has to foe@ssed. The
program processes these receipts in full and miless available to
be printed and posted. (See Section 10.6).
Print Unposted Receipts

Generates a report showing unposted receipts fanowers for
selected loans. See Sample Report # in Appendix A.

Print Bank Deposits

Bank Deposits Report displays posted receipts iatsldll checks to
be deposited in the bank. It must be printed gitesting. See
Sample Report # in Appendix A.

Print Posted Receipts
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Generates a report showing posted receipts fromowers for
selected loans and date range. See Sample Rejpofppendix A.

Post Receipts
This function marks all unposted receipts as postedted receipts

cannot be modified or deleted. The system dispiaggollowing
message to confirm if transactions should be posted

If you have already printed unposted receiptskctiesto post
transactions.
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10.3. Receipts Entry Tab

1. The Receipts Entry tab is displayed as follows:

2. The fields shown on the screen are described below:

Receipt No

Borrower ID

SYNDi™ Lite Loan Manager, User Manual

A numeric code assigned by the system fr
the Next Payment Number in Company Profile
table. Whenever a new receipt is generated the
Next Payment Number in Company Profile
table is incremented by 1.

To access an existing receipt, enter receipt
number and hit <Tab>.

Finder is used to display a list of receipts in
the Transaction table.

New is used to clear the screen while setting up
a new record.

Enter Borrower ID, maximum 16 alphanuioe
characters; user defined, or select it using the
Finder button next to Borrower ID in which
case you will see a list of borrowers with
outstanding balances.
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Outstanding transactions are loaded when you
enter Borrower ID and hit <Tab>. You will be
able to see the transaction details by clicking
on Details tab which is activated only when the
transactions are loaded.

Loan ID Enter the Loan ID, maximum 16 alphanumeric
characters; user defined, or select it using the
Finder button next to Loan ID. If a borrower
has multiple loans or if you have entered
service charges and unapplied receipts
(Chapter 11) leave Loan ID blank.

Date Enter the date of receipt.

Document No: Source Document Number (e.g., check
number), maximum 30 alphanumeric
characters; user defined.

Receipt Amount Enter the amount of check. You neayé¢ it as
zero if you are just applying unapplied receipts
to outstanding receivables.

Write-off If Write-off is checked the amount is debited to
Bad Debt Expense instead of Bank (as
specified in Company Profile). The transaction
is also flagged as a Write-off.

Add Click to add a new record.

Save Click to save an existing record. It is high-
lighted only when the user changes a field.

| IERE

Delete Click to delete an existing record.
Reverse Click to reverse a posted receipt, see section
10.5.
Close Click to close the screen.

3. To enter a new borrower receipt, clislew to clear the screen and
hit <Tab>. Enter Borrower ID and hit <Tab> agairselect a
borrower by clicking thé-inder button. If the borrower has
outstanding balance, the system displays a tadtladi unapplied
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billing records for the specified borrower. Thesiahding
transactions can be viewed and modified by switghinDetails tab.

4. Click Add to add the receipt.
5. To modify an existing record, enter the Receipt enor use
Finder to select a record. You cannot modify a receigteanhas

been posted.

6. To delete a receipt, click Delete. You cannot aeeteceipt that has
already been posted.
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10.4. Details Tab

1. The Details tab is displayed as follows:

2. The tables shown on the screen are described below:

3. Principal and Interest Table: This table displays billing records for
various loans. You may click on any row in the ¢atd select it. The
columns in each row are described below.

Apply Double-click the column to apply receipt teet
billing record. The entry under Apply changes
from No to Yes. Double-click it again and
notice that it changes back to No.

Billing Date Date on which the record was billed

Loan ID Displays Loan ID if the billing record belgs to
a loan. In case of billed Service Charges entered
with a blank Loan ID (Chapter 11) the system
assigns Loan ID NIL and displays it as blank
Loan ID.

Principal Due Displays outstanding principal hille

Principal Received Displays the principal to bedgaithe current
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receipt.
Interest Due Displays outstanding interest billed.

Interest Received Displays the interest to be patte current
receipt.

4. Double-click on No under the Apply column for thidlibg record (if
more than one) for which the receipt is being eattehe table
shows all billing in the descending order of bijjidate. You may be
interested only in the first few records since oldezords may have
just some unpaid NSF charges or late payment chavgeh will be
cleared at the time of Loan Discharge.

5. The following figure shows the second record sel@cThe Interest
Received field displays the same amount as Int&restfield
assuming that you want to apply the entire amount.

6. If the Amount is being partially paid or|lnterestDus InterestReceived
not being paid, click on the amount in 0.00 0.09

Interest Received column to highlight 123000

InterestDue InterestB eceived

it. Type the new value and hit the o TL
<Tab> key. The amount in Interest 12,500.00 10,000,00
Received column cannot exceed the
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amount in Interest Due column. Similarly if ther®ipal Due
column contains a certain amount you can applgitigly by
changing the figure in Principal Received column.

7. Notice that the first record in the screen dispthgarlier contains
zero in Principal Due and Interest Due columns. fHason is that it
is billed service charge record and the amountlvaltisplayed in
Miscellaneous Charge table once you double-clickpply column
to change No to Yes, as shown below.

8. Miscellaneous Charges TableThis table displays miscellaneous
charges associated with the selected billing recoRtincipal and
Interest Table. The columns in each row are desdriizlow.

Code Displays the Miscellaneous Charge Code.

Description Displays the description associatedh wie
miscellaneous charge code or the description
entered for the service charge.

Amount Due Displays outstanding amount.

Amount Received Displays the amount to be paidhéncdurrent
receipt.

9. If the Amount is being partially
paid or not being paid, click on
the amount in Amount
Received column to highlight it.
Type the new value and hit the <Tab> key.

7. Unapplied Receipts TableThis table contains unapplied receipts
entered earlier (Chapter 11). If you want to agply of them,
double-click on No under the Apply column and chaAgnount
Received if necessary.

8. Click on Receipts Entry tab and make sure thafthtal Applied
Amount is equal to the Receipt Amount entered earli

9. Click Add to add the receipt.
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10.5. Reversing Borrower Receipts

1. If areceipt from a borrower has been entered arstiepl, it can be
reversed in case the check is returned by the Baako insufficient
funds.

2. If the receipt to be reversed has not been postgdtyshould just be
deleted instead of being reversed.

3. Toreverse a receipt choose Receipt Entry tab ated the Receipt
Number, or usé&inder to select a record. If you usénder to locate
the receipt, make sure to include posted receipth® Finder
screen. The following screen is displayed:

4. Click Reverseto display the following screen showing Check
Return Date and NSF Charge (if already set up ien€CProfile):
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Enter the Check Return Date if different from tladeddisplayed on
the screen. The program displays the prompt toiconf you are
sure that you want to reverse this receipt. CYelsto proceed
further.

The following prompt is displayed:

Click Yes to display the letter and print it. Thedtér is saved
automatically asoanID_ReverseReceiptNumbBISF.doc. The
template for the letter, NSFLetter.dot is located emplates sub-
folder of database folder.

In order to change the layout of the letter you redy
NSFLetter.dot in Microsoft Word.
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9. Print the letter before closing it.

10. A Reminder is created to follow up with borrower.
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11.

12.

13.

14.

The Reminder date and time is set at 24 hours I@t&nge it to
appropriate date and time before saving the Remitidgou have
turned on SYNDi Reminder System by allowing pop#ugnus in
Company Profile, the Reminder will pop up to keeminding you
until you uncheck Remind Me box.

After you have reversed a receipt t, you must fiost

If have indicated in Company Profile that you cleaNSF fee it will
automatically be applied at the next billing run.

Check Reversal creates a borrower receipt recattaki ransactions
table with negative values and displays it withisgtd&Reversal” on
Finder screen. The original receipt is also mairgdiin the table but
the status is changed from “Posted” to “Check Ret".
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10.6. Processing Borrower Receipts in Block

1. Itis suggested that this option be used only wéilgering borrower
receipts in large numbers. It does not allow plréeeipts and does
not give the user much control. It also does notsater unapplied
receipts or service charges that have not beesditii any particular
loan. The procedure described in Sections 10.3lamifor entering
individual receipts provides better control andat partial receipts.

2. Clicking Enter Receipts in Block on Menu tab digsléhe following
screen:

3. The fields shown on the screen are described below:

Receipt Date Enter the date on which the paymeois f
borrowers have been received.

All billed transactions are displayed in a grid in
the sequence of billing date and loan ID. All
self-administered loans are displayed with Yes
flag in Self-Admin column of the grid. All
transactions to be processed are indicated by
Yes entry in the Process column.

If you need to process a receipt, double-click in

the Process column on the desired row a Yes
entry will appear in the cell. If you double-
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click it again, the Yes entry will disappear and
the transaction will not be processed.

Description The default description defined in Camyp
Profile is displayed. Change it if necessary.

Select Self-Admin  Flags all self-administered lo&ors

processing.
Select All Flags all loans for processing.
De-select All Removes processing flag from all lan
Process | Processes all flagged records

Close | Click to close the screen.

4. If you need to process most of the transactionbergrid, choose
Select All and then unflag the records to be exatluiddn the other
hand if you need to process only some of the ticisss in the grid,
choose De-select All and then flag the recordsetpriocessed.

5. If the Receipt Date is prior to the billing dateasfy of the
transactions in the grid, they cannot be procedseen if you
double-click in the Process column the entry isaf@nged to Yes.
You can view such transactions by scrolling the ¢pithe left to
expose the Date Error column.

6. When all desired transactions have been selediek,Rrocessto

generate borrower receipts. Print unposted rectapsview them
and then post them.
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Chapter 11

Generating Checks

11.1. Introduction

3.

Once a payment has been posted you may print & étea
borrower. You can also print checks to tax agenocodigcting
Property Taxes. However, before you do that itripartant that you
set up a bank. Refer to Section 4.1 for the proeetiuset up a bank.
Make sure that you enter the account number anbléxé Check
Number. The program increments the next check nuilmpé every
time a check is printed. However, if you write arecks manually
it does not keep track of the next check numbertikie reason it is
suggested that you reset the Next Check Numbdeibank record
just before a check run. You may set up multiplekoaccounts if
necessary.

Click Generate Checks on Periodic Processing sdredisplay the
following screen.

The fields shown on the screen are described below:

Bank ID If a Bank ID has been set up in Company
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Description

Account Number

Next Check
Number

Payee Type

OK
Cancel |

Profile (Section 4.2) it is displayed here but it
can be changed. If there are unposted checks
waiting to be posted / printed, the Bank ID
cannot be changed.

Assuming that there are no unposted checks in
the database and that no bank has been defined
in Company Profile, the Bank ID is blank.
However, if there are any unposted checks
waiting to be posted the Bank ID is already
filled. All unposted checks form a batch of
checks and must belong to the same bank. You
cannot change the Bank ID until you have
posted all checks.

Enter Bank ID if necessary or select it using
Finder. The program displays the Next Check
Number. If you have written manual checks
and the Next Check Number is not correct,
close the screen and go to Bank Setup to reset
the Next Check Number.

Displays the name of the bank.
Displays the account number setank8 table
or the Company Profile. It can be changed if

necessary.

Displays the next check number set for the
bank in Banks Table.

You may generate checks for borrowets an
tax agencies to remit property taxes collected
from borrowers.

Click to proceed further.

Click to close the screen and return to Periodic
Processing screen.

4. Clicking OK in the above screen displays the follogymenu
containing the tabs described below:
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Menu Print various listings, print and post checks.
Checks Entry Enter payments individually.

1. You may access various tabs by clicking on thenedder.
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11.2. Menu Tab

1. The tab is displayed as follows:

2. The functions shown on the screen are describexbel
Print Unposted Checks
Generates a report displaying all unposted checks.
Print Check Register

Prints Check Register for a specified bank in @&gixange of check
numbers and check dates.

Print/Post Checks

Assigns check numbers, posts checks and prints.them
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11.3. Checks Entry Tab

1.

Enter the Check Date if different from the dateptiiged on the
screen..

If a check has already been written manually andare entering it
here just to record it, click Manual Check and ettie Check
Number. If Manual Check is not clicked it still shohe check
number as 0 and will be assigned at the time dfipgpshe check.

You may use this routine to write checks for boreosvand also to
tax agencies to remit property tax collected framrdwers. The
Payee Type should be selected accordingly.

Enter Payee ID (which will be Borrower ID or goverent tax
agency to which property tax is being remitted delreg on the
Payee Type. Alternatively select it usihimder. The following
screen is displayed.

Change the Name and Address if necessary.
The table shows all posted payments for which rexkf were

generated. Choose the records that are being edlundthe check
by double-clicking under the Action column to chardp to Yes.
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7.  The Description field in the table shows the ddfdelcription set in
Company Profile. You may change the descriptiorirfdividual
records by clicking inside the table and retyping hew description.

8. Click Add to write the check record. Notice that the Redduthber
on top of the screen changes from * NEW *. You raagess the
check record later for deletion or modificationusing the Record
Number.

9. After all checks have been entered, click on Mexty print
unposted checks and delete or change any recandséssary. Then
mount check forms on the printer and make surettieaNext Check
Number in the Bank record is identical to the falseck on the
printer. Print checks and then print the Check Riegias necessary.

10. All checks printed in a check run (with the exceptof manual
checks) are saved in a Microsoft Word file CheckRuBank xxxx-
yyyyy Starting Check nnnn.doc (xxxx-yyyyy is theriaD and
nnnn is the starting check number) in \SYNDi\Docutsdolder and
can be reprinted any time. The next page showpiealycheck
produced by The program.
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Sixty Five Thousand Dollars and zero Cents

2007-02-15 65,000.00

Jacobson Partners Ltd YYYY-MM-DD
1160 Birchmount Road
Scarborough Ontario M1P 2B8

| Payee ID | Paid To | Check Date | Check Number | Check Amount |
JACPAR Jacobson Partners Ltd 02/15/2007 2182 65,000.00
Reference | Loan ID | Description | Amount
8387-8694 DOR1872 Payment to Borrower 65,000.00

| Payee ID | Paid To | Check Date | Check Number | Check Amount ]
JACPAR Jacobson Partners Ltd 02/15/2007 2182 65,000.00
Reference | Loan ID | Description | Amount
8387-8694 DOR1872 Payment to Borrower 65,000.00

Sample Check
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Chapter 12
Periodic Processing

12.1. Cancel Latest Billing

1. One or more latest billing runs can be cancelledfparticular loan
provided no borrower receipt has been entered.

2. Click Cancel Latest Billing on Periodic Processimgnu to display
the following screen:

3. The fields shown on the screen are described below:

Loan ID Enter the Loan ID, maximum 16 alphanumeric
characters; user defined. Hit <Tab> to display
all billing records in the descending order of
billing dates.

Finder is used to display a list of all loan
records in the Billing Data table.

Cancel Date Displays the effective date on whiehl#itest
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billing will be cancelled. .The date must be
between the billing date and the current date.

Billing Date Displays the date for which the bitlinvill be
cancelled.
Cancel Option Choose whether you want to cancsl il

latest billing run or all billing runs until the
first billing for which the borrower payment
has not been received.

Process Click to cancel the billing.

Close Click to close the screen.

4

4. If the borrower payment has been received fordkest billing the
following message is displayed::

4. If no billing record is found the following messaigedisplayed:

5. If no borrower payment has been applied to thestdi#ling, it can
be cancelled and the following message is disptayed
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6. Click Yesto cancel the billing.

7.  Canceling billing deletes records from Billing Datlad Transactions
tables. It also subtracts principal paid and irgepaid from the
borrower records and reverses miscellaneous chdegesvithheld
tax and sales taxes if any.
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12.2. Purge Old Data

1. Once aloan is paid-out it still stays on the das&balong with all
related records. Eventually the database is ckdteith records that
are not required anymore. This will increase tloeagie requirements
as well as deteriorate the performance of the magif this issue
becomes your concern, you may purge old recoras fime to time
(once a year or more frequently depending on trestiction volume.)

2. Click Purge Old Data on Periodic Processing Mendigplay the
following screen:

3. The fields shown on the screen are described below:

Loans Select whether you want to purge loans that
Borrowers have been paid out, or borrowers that are not
linked to any loan.

Maturity Date Cut- Displays the date one year older than the

off current date. You may change it if necessary.
The program selects all paid-out loans with
maturity date up to the specified date. The
Maturity Date Cut-off is displayed only if you
have selected to purge loans.
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Select All
Deselect All

Process

_Brocess |
Close |

When you click Select All, every record
displayed in the table is marked for purge. It is
indicated by the Process column displaying
“Yes”. When you click Deselect All, every
record displayed in the table which is marked
for purge gets unmarked. If you want to purge
most of the loans displayed on the screen, click
Select All and then unmark the loans that you
want to exclude by clicking on “Yes” to select

it and double-clicking it.

Click to perform the purge.

Click to close the screen.

4. Itis suggested that you purge loans first follovagdborrowers so that
the borrowers connected to the purged loans v&b gkt purged
provided they are not connected to other loans.
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Appendix A
Sample Reports
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