Applied Business Software

The Mortgage Office / Genesis Import Wizard

How to use The Mortgage Office /7 Genesis Import Wizard

1. Export the Borrower’s information, from inside Genesis, to produce the
Genesis.csv file. Contact Genesis for instructions on how to do this.

2. Launch The Mortgage Office / Genesis Import Wizard.

3. The Mortgage Office / Genesis Import Wizard’s Welcome window will be displayed.

The Mortgage Office / Genesis Impork Assistankt

Genesis
Import
Assistant

Welcome to The Mortgage Office / Genesis
Import Wizard

Thiz wizard will help you to eazily and accurately transfer all pertinent
infarmation from a Genesiz export file to the loan servicing module of
The Mortgage Office.

Follow the nest few easzy steps to complete the process and remember
yoL may returm b a previous step at any time by clicking the Back,
buittar.

For additional instructions or to download the latest version of this
program, vizit aur web site at bitpc A themaortgageaffice. com

To begin, pleaze chck Hext.

x|

Help |

Cancel | < Back | et » | Eirizh

TmoGenesisWizard_01.gif

4. Read the Welcome window and then click on the Next button.
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5. The File Verification window will be displayed.

The Mortgage Office / Genesis Impork Assistankt ﬂ

File Yerification

Fleaze review the information below and ensure the comect loan is
being imported into your loan servicing module. [F thiz iz not the comect
lnan, click Cancel and restart the export process from Genesiz.

Field Mame | Field alue -
BOR FIRST MAME Armnen

BOR LAST MAME Abgaryan

FROFERTY ADDRE... 2853 Elis Stresat

PROFERTY CITY Marth Lasz Wegas

FROFERTY STATE WV

PROFPERTY ZIP 89030
PROPERTY COUNTY CLARK
BOR SOC SEC # F71-63-4194
HOME PHONE [518) 472-1918
WORK PHONE [315] 445-0450
. Fi MUMBER [512) 446-0460
Genesis CELLIILAR MUMEER | [318] 4721918 ~
Import a | b

Assistant

Ywhen ready, pleaze click Mest to continue

Helg | Cancel < Back |

TmoGenesisWizard_03.gif

Eirizh |

a. If you see the following error message instead of the File Verification
window, then the Genesis export file named Genesis.csv is missing or
located in the wrong directory.

The Mortgage Dffice |
Unable ko locate export File,
:\Program Files) The Mortgage OfficelDatalGenesis, ooy
Do you wank to locate the file?

Yes Mo

TmoGenesisWizard_02.gif

i. If you know where the Genesis.csv file is located, you can click on the
Yes button to locate the file.
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el
Lok in: Ia Data j = 5 E5-

File name: IGenesis.csv j Cpen I
Files of type: | Genesis Export File [*.C5V) | Cancel |
p

TmoGenesisWizard_09.gif

ii. If you do not know where the Genesis.csv file is located, contact
Genesis.

6. Read the File Verification window and then click on the Next button.
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7. The Select Destination Database window will be displayed.

The Mortgage Office / Genesis Impork Assistankt ﬂ

Select Destination Database

Fleaze enter the full path and name of the destination databaze ar click
Browse ta lozate it

Enter full path of destination databaze:
IE:"-.F'ru:ugram FilezhThe Martgage OfficehDatahwiorld Mo

Genesis
Import
Assistant

Ywhen ready, pleaze click Mest to continue

Help | Cancel | < Back | Mest » | Eirnizh |

TmoGenesisWizard_04.gif

8. Select which Company database to import the Borrower information

into by:

Clicking on the Browse button and locating the .tmo database. Then click on the

Next button.
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9. The Additional Information window will be displayed.

The Mortgage Office / Genesis Impork Assistankt ﬂ

Additional Information

The Maortgage Office requires a unique loan account number of up to
ten alpha-numernc characters. v'ou may alzo elect to enter a category
faor thiz loan and to automatically place it on-hold to awvoid athers friom

processing transactions or making unwanted changes until you've had
a chance to review i,

Loan fecount |1 000552003

LCategary IGenesis
Place On-Hold W

Genesis
Import
Assistant

Help | Cancel | < Back

TmoGenesisWizard_05.gif

Eirizh |

10. Read the Additional Information window, accept the defaults or make
changes as needed and then click on the Next button.
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11. The Final Step — Import New Loan File window will be displayed.

The Mortgage Office / Genesis Impork Assistank ﬂ

Final Step - Import New Loan File

Congratulations! *'ou've completed successfully the required stepz and
the system iz ready to import the new loan fle. IF you need to make any
changes, you may uge the Back and Mest buttonz to navigate the
wizard; otherwize click Finish to complete the process.

Genesis
Import
Assistant To complete the procesz, please click Finigh.

Help | Cancel | < Back | et > | Finizh

TmoGenesisWizard_06.gif

12. Read the Final Step window and click on the Finish button.

13. If you see the following error message, then the Loan that you are trying to import
already exists in The Mortgage Office and cannot be imported again.

The Mortgage Office x|

Unable to kransfer loan,
The lnan account number wou selected is already in use. Please enter a unique loan account numbet,

Please make necessary changes and try again.

TmoGenesisWizard_07.gif

14. When you see the following message, the import competed successfully.

The Mortgage Office x|
Congratulations!
You have successfully transferred the loan ta The Martgage Office.

| lpox |

TmoGenesisWizard_08.gif
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