LENDER ONLINE REPORT PREPARATION
CURRENT STAGE STATUS REPORT
(Summary Report)

Report Purpose - This report provides summarized information for all loans in the Lender’s
SONYMA pipeline. The report can include all Mortgage Loans in the Lender’s pipeline (from
Reservation to the date SONYMA has received all final closing documents) or a subset thereof.
This report features much flexibility and may be produced and customized to fit the LOL User’s
needs.

For details regarding the preparation of this report, refer to Reports section of the LOL User
Guide.

Note: Loans will drop off of the LOL system once the loan has been cancelled or
rejected for 120 days or once the final closed loan documents have been delivered to and
approved by SONYMA.

e Logonto the LOL System

e Click on the “Reports” tab
e Click on the “Current Stage Status” Report (refer to Figure 1)
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e Click the “Select” button in the “Last Stages” section of the screen. Refer to
Figure 2.
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e Highlight the desired Loan Stage from the drop-down menu. Refer to Figure 3.

Note:

If more than one stage is selected, hold down the “Ctrl” key while

making all selections.

Note: Make the following selections for specialized reports:

* |dentify Suspended Pre-Closing (Compliance) Loan Files
- Select Loan Stage: “SONYMA Reviewed”
- Select Last Stage / Status: “Pending”

* ldentify Approved Pre-Closing (Compliance) Loan Files
- Select Loan Stage: “SONYMA Commitment”
- Select Last Stage / Status: “Approved”

* |dentify Suspended Post-Closing Loan Files
- Select Loan Stage: “Closed Docs Rev(iewed)”
- Select Last Stage / Status: “File Incomplete”
* |dentify Approved Post-Closing Loan Files
- Select Loan Stage: “Closed Docs Rev(iewed)”
- Select Last Stage / Status: “Approved”



e C(Click on “Insert”.
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Figure 3

e Click the “Select” button in the “Last Stage/Status” section of the screen. Refer
to Figure 4.
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e Highlight the desired Last Stage/Status from the drop-down menu. Refer to
Figure 5.



Note: If more than one status is selected, hold down the “Ctrl” key while
making all selections.

Refer to the above notes regarding the creation of specialized reports.

e Click on “Insert”.
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Press the "SHIFT" or "CTRL' modifier key simultaneously with the mouse button to select multiple items.
Double-click on your selection for a faster insertion.
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Figure 5

Select “Summarized” in the “Type of Report” section of the screen

Select the desired report sorting criteria (in this example, the report will be
sorted by “Programs” and “Stages”)

Click on “Run Report”. Refer to Figures 6 and 7.
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