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How to Create Custom Assignment Templates in Loan Center:

Loan Center supports customized Assignment templates used to send borrower(s) requests for
information and or acknowledgments. From Loan Center, Associates can send Assignments to
Borrower(s) using the Assignment Feature. Assignment Templates will provide Associates with a more
efficient way of requesting documentation and standard assignments.

System Admins have access to this feature.

e Click Administration Tab
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e Click MyLoanCenter tab and scroll to Assignment Templates. You can create new assignments
templates and then modify them.

* To create a new Assignment Template click CREATE TEMPLATE.
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* Complete the required Fields:

* TITLE - This is the name that will appear in Template Assignment. Associates can click on the
name to select it.

* DESCRIPTION - Describe what you would like the Borrower(s) to do. This will display in the
Assignment to the recipients.

* TYPE - Click the drop-down menu and choose the type of assignment.

* LEVEL - Click the drop-down menu and select who will receive this Assignment. This can be
edited when the Associate is sending the Assignment.

* LINKS - When you click on ADD LINK, you can enter a URL and Text. The borrower(s) can click
on the link.

* AUTO-ASSIGN - If enabled, this feature automatically generates assignments for borrowers
when invites are initially sent out. This is an excellent feature for automated contacts that are
completed on all loans.

Assignment Template

Description:

Links

ADD LINK

Auto-Assign:
Automatically generate assignments

for borrowers when invites are YES
initially sent out?
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* Once the Assignment Template is created, click SAVE TEMPLATE.

T
Click Here to Enroll*

Thanks,
(Broker Name)

{NMLS number and footer)

HTML markup is not permitted in the body, only plain text. Newlines will be preserved.

*For users who already have a MyLoanCenter account, the text will read "Click Here to Log In"

SAVE TEMPLATE CANCEL

* To edit the Assignment Template, click the Assignment and Save changes when competed.

ASSIGNMENT TEMPLATES

Create and manage pre-defined assignments to help streamline the process of assigning tasks to borrowers.

CREATE TEMPLATE
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