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Overview 

How it Works 
Default Services & Tracking (DST) provides access to all default services and is 
easy to use, accurate and seamlessly integrated with the Loan Servicing module 
of The Mortgage Office. All you do is request to start a foreclosure. Instantly, all 
pertinent data is electronically transmitted from your loan file to the service 
provider for processing. At any time you can view the Foreclosure Status screen 
and watch as information is updated automatically at each stage of the 
foreclosure process. When your lenders call, you have all of the information they 
need at your fingertips. 
 

 
 
Throughout this guide the word Vendor is used to describe the company 
providing the foreclosure service. 
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One-Time Required Information 

Company 
1. Click on the Tools menu item. 

2. Click on the Options menu item to display the Options window. 

 
Tools: Options 

3. Click on the Plus Sign (+) next to Default Services & Tracking in the left 
pane. 

4. Click on Company in the left pane to display the Company information in the 
right pane. Make sure that the information is correct in the right pane. This 
information is used when electronically sending/receiving foreclosure 
information to/from the Vendor. 

 
Tools: Options: Default Services & Tracking: Company 
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Connection 
1. Click on Connection in the left pane to display the Connection information in 

the right pane. This information affects the behavior of your Internet 
connection. 

 
Tools: Options: Default Services & Tracking: Connection 

2. We recommend that the Show Send/Receive Dialog Window check box 
should be un-checked. If you leave it checked, every time you transmit, the 
dialog box will be displayed to confirm if you want to transmit. 

 
Tools: Options: Default Services & Tracking: Connection: First Check Box 

3. If you have a direct connection to the Internet (i.e. NOT a dial-up 
connection), then the I have a direct connection to the Internet check 
box should be checked. 

 
Tools: Options: Default Services & Tracking: Connection: Second Check Box 
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4. If you have the I have a direct connection to the Internet check box 
checked, then the Schedule automatic send/receive every 5 minutes 
check box becomes available to you. If you would like to have TMO 
automatically send/receive foreclosure information to/from your Vendor, then 
the Schedule automatic send/receive every 5 minutes check box should 
be checked. We default the amount of time between sends/receives to 5 
minutes, but you can change this to anything you want, from 1 to 99 
minutes. 

 
Tools: Options: Default Services & Tracking: Connection: Third Check Box 

5. Make sure you have http://www.themortgageoffice.com as the Remote 
Server URL. 

 
Tools: Options: Default Services & Tracking: Connection: Remote Server URL 

6. Click on the Apply button. 

 
Tools: Options: Default Services & Tracking: Connection: Apply  
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Test Connection 
1. Click on the Test Connection button. 

 
Tools: Options: Default Services & Tracking: Connection: Test Connection 

2. You should get the Access to remote server was granted message box. 
Click on the OK button to close the message. 

 
Tools: Options: Default Services & Tracking: Connection: Test Connection: OK 

3. Click on the OK button to close the Options window. 

 
Tools: Options: Default Services & Tracking: Connection: OK 
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Start DST Module 

From the Menu Bar 
1. Click on the Modules menu item. 

2. Click on the Default Services & Tracking menu item to open the Default 
Services & Tracking window. 

 
Menu Bar: Modules: Default Services & Tracking 

 
From the Tool Bar 

1. Click on the  Default Services & Tracking button. 

 
Tool Bar: Default Services & Tracking 
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Import Foreclosure from Loan Servicing 
1. Open the Default Services & Tracking window. 

 
See: Start DST Module 

2. Click on the New button. 

 
DST: New 

The New Foreclosure Wizard guides you through the process. 

 
DST: New: Wizard 1 
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3. Read the information and click on the Next button. 

 
DST: New: Wizard 2 

 

Selecting a Default Services Vendor 
1. From the Select Vendor dropdown box, select FCI – National Lender 

Services as your Vendor for this loan. 

 
DST: New: Wizard 2: Select Vendor 

CAUTION: Do NOT select ABS – Foreclosure Services (Demo Only) as 
your Vendor. It is for demonstration purposes only. 
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2. Click on the Next button. 

 
DST: New: Wizard 3 

3. Select the Import From the Loan Servicing Module option. This option will 
automatically bring the existing loan information into the Foreclosure File for 
you. 

 
DST: New: Wizard 3: Option Import 

4. Click on the Next button. 

 
DST: New: Wizard 4 
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Select a Loan from Loan Servicing 
1. Select a loan from the list by clicking on it. 

2. Click on the Next button. 

 
DST: New: Wizard 5 

 
Final Step 
Read the information. We strongly recommend that you leave the default settings 
on this screen. 
 
1. Click on the Finish button. This will display the Foreclosure window. 

 
 
Place-on-Hold? 

The Place On-Hold check box tells the Loan Servicing Module that this loan is on 
hold, so that no one can do any more processing on that loan while it is in 
foreclosure. This is very important because it ensures that payments are not 
inadvertently accepted from a borrower in foreclosure. 
 
 
Add Foreclosure Category? 
The Add Foreclosure Category check box tells the Loan Servicing Module to 
add this category to the loan so that you can select it in reports. 
 



Copyright © 2004 Applied Business Software, Inc. 11 

Start the Foreclosure Process 
If you just created a new foreclosure, the Foreclosure window will be open. 
Otherwise, to open the Foreclosure window, following steps A through D: 
 

A. On the Menu Bar, click on the Modules menu item. 

B.  Click on the Default Services & Tracking menu item to open the 
Default Services & Tracking window. 

C. In the left pane, click on Draft. 

D.  In the right pane, double click on the foreclosure to bring up the 
Foreclosure window. 

 
The Foreclosure window: 
 

 
DST: Foreclosure 

Here you can select the Loan Type. 
 

 
DST: Foreclosure: Loan Type 
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You can also select the Reason for Default and enter a Date. 
 

 
DST: Foreclosure: Reason for Default 

 
DST: Foreclosure: Date  of Default 

1. Click on the Start Foreclosure link. 

 
DST: Foreclosure: Start Foreclosure 

2. The following message box will be displayed: 

 
DST: Foreclosure: Start Foreclosure: Message 

3. Click on the Yes button if you are sure you want to start the foreclosure 
process and the foreclosure status will change from Draft to Open. 
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NOTE: Starting the foreclosure process does not mean that it has been 
transmitted to the Vendor. 

4. Close the Foreclosure window. 

 
Once you have started the foreclosure process, the loan record will be changed to 

a status of Open. You can tell this by the Open symbol  in the record type 

column  next to the record in the list and if you click on Open in the left pane 
it will be displayed in the Foreclosures: Open list. In addition, a notice will be 
displayed on the loan in the Loan Servicing Module that will let you know that this 
loan is in foreclosure and will provide a link directly into the Foreclosure window. 
 
 
Draft vs. Open 

A new foreclosure is created as a Draft type of record, which indicates that it is 
not in the foreclosure process yet and it has not been transmitted to the Vendor. 
You can modify a Draft type of record as needed and when you click on the 
Send/Receive button it will not be transmitted to the Vendor. 
 
An Open foreclosure is one that is in the foreclosure process and may or may not 
have been transmitted to the Vendor. When you click on the Send/Receive 
button all changes that you have made to the Open foreclosure will be 
transmitted to the Vendor. 
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Transmit Foreclosure to Vendor 
If you just created a new foreclosure, the Default Services & Tracking window 
will be open. Otherwise, to open the Default Services & Tracking window, 
please see the steps listed under: Start DST Module 
 
The Default Services & Tracking window: 
 

 
DST: Open 

The  green lightning bolt next to a foreclosure indicates that you have made 
changes to it and that those changes have not been transmitted to the Vendor. 
 

 
DST: Open: Un-transmitted Indicator 

1. Click on the Send/Receive button to start the transmission of foreclosure 
data to your Vendor. 

 
DST: Send/Receive 
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DST: Send/Receive: Progress Indicator 

The green lightning bolt will be gone. 
 

 
DST: Open: All Foreclosures are transmitted 

Done! 
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Receive & Review Changes Made by Vendor 
Any time that you want to see what changes the Vendor has made to the 
foreclosure, you should click on the Send/Receive button to receive those 
changes and then you can review the foreclosure. 
 
1. Open the Default & Services Tracking window. To open the Default Services 

& Tracking window, please see the steps listed under: Start DST Module 

 
The Default Services & Tracking window: 
 

 
DST: Open 

2. Click on the Send/Receive button to start the transmission of foreclosure 
data to you. 

 
DST: Send/Receive 

 
DST: Send/Receive: Progress Indicator 
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3. Select the loan that you want to view. 

4. Double click on the loan to display the foreclosure window. 

 
DST: Foreclosure 

5. Review the foreclosure information. 
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Transmit Changes You’ve Made to Vendor 
Any time that you make any changes to the foreclosure, you should transmit 
those changes to the Vendor. 
 
1. Open the Default & Services Tracking window. To open the Default Services 

& Tracking window, please see the steps listed under: Start DST Module 

 
The Default Services & Tracking window: 
 

 
DST: Open 

2. Click on the Send/Receive button to start the transmission of foreclosure 
data to your Vendor. 

 
DST: Send/Receive 

 
DST: Send/Receive: Progress Indicator 
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Request Foreclosure be placed on Hold 
You can send a request to the Vendor to place the foreclosure on hold. 
 
1. Open the Default & Services Tracking window. To open the Default 

Services & Tracking window, please see the steps listed under: Start DST 
Module 

2. Click on Open in the left pane. 

 
DST: Open 

3. In the right pane, double click on the foreclosure you want to have placed on 
hold, displaying the Foreclosure window. 

 
DST: Open: Foreclosure 

4. Click on the Request Hold link. 

 
DST: Open: Foreclosure: Request Hold 
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5. The following message box will be displayed: 

 
DST: Open: Foreclosure: Request Hold: Message 

6. Click on the Yes button if you are sure you want to request the foreclosure be 
placed on hold and the foreclosure status will change from Open to On Hold. 

 
NOTE: Requesting the On Hold does not mean that it has been placed on 
hold. The request still needs to be transmitted to the Vendor. 

7. Close the Foreclosure window. 

8. Click on On Hold in the left pane of the Default & Services Tracking 
window. 

 
DST: On Hold 

NOTE: Notice that the green lightning bolt indicates that the request for 
being placed on hold has not been transmitted to the Vendor. 
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9. Click on the Send/Receive button to start the transmission of foreclosure 
data to your Vendor. 

 
DST: Send/Receive 

 
DST: Send/Receive: Progress Indicator 

The Vendor will receive the request for placing on hold and has the option to 
grant or deny your request. 
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Request Foreclosure be Cancelled 
You can send a request to the Vendor to cancel the foreclosure. 
 
1. Open the Default & Services Tracking window. 

2. Click on Open in the left pane. 

 
DST: Open 

3. In the right pane, double click on the loan you want to have cancelled, 
displaying the Foreclosure window. 

 
DST: Open: Foreclosure 

4. Click on the Request Cancellation link. 

 
DST: Open: Foreclosure: Request Cancellation 
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5. The following message box will be displayed: 

 
DST: Open: Foreclosure: Request Cancellation: Message 

6. Click on the Yes button if you are sure you want to request the foreclosure 
process be cancelled and the foreclosure status will change from Open to On 
Hold. 

 
NOTE: Requesting the cancellation does not mean that it has been 
cancelled. The request still needs to be transmitted to the Vendor. 

7. Close the Foreclosure window. 

8. Click on On Hold in the left pane of the Default & Services Tracking 
window. 

 
DST: On Hold 

 
NOTE: Notice that the green lightning bolt indicates that the request for 
cancellation has not been transmitted to the Vendor. 
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9. Click on the Send/Receive button to start the transmission of foreclosure 
data to your Vendor. 

 
DST: Send/Receive 

 
DST: Send/Receive: Progress Indicator 

The Vendor will receive the request for cancellation and has the option to grant or 
deny your request. 
 


