How to Enable Automatic

Xa Ct US 57 Service Ordering™ (ASO) for

Adyaneing the Medem Mortgage Undisclosed Debt VerificationX

Start by logging in and under the Encompass menu, select Settings.
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1. Then, click the link for Web Version Settings.

& Encompass Settings - [m] X
Encompass Settings  Go to Recent Import  Help
Seftinas
E—
-Company/User Setup
-BExternal Company Setup The features and tools on the Company Seftings and Personal Settings are used to define, configure, and manage Encompass.
Investor Connect Setup N
Loan Setup Encompass - Web Versiongettings
eFolder Setup \eb Version Settings
-Docs Setup - m— e
-Secondary Setup s IO, n s
-Contact Setup Configuration Maintenance
Loan Templates Build Environment Improve Productivity & Enhance Control
Tables and Fees
Business Rules
-Dynamic Data Management Company/User Setup Loan Templates Business Rules System Administration
- System Administration Organization/Users Loan Programs Automated Enhanced Conditions Analysis Tools
. Additional Services External Company Setup Closing Costs Coliateral Tracking Current Logins
Personal Settings Company Details Input Form Sets. Dynamic Data Management All User Information
TPO Settings Settiement Service Providers Fee Rules ‘Settings Reporis
Encompass - Web Version Settings O X

57 company--

1;} SERVICES =

Services Management

Data Permissions

02/13/2025



3. Click the three dots next to Service Setup, then click Credentials.

Services Managemen

Automation Rules ‘ | Add Service | |undi5closed debt veriflcationx %

Condition Mapping

é Credentials

Xactus - Undisclosed Debt Document Mapping
VerificationX
Additional Services Field Mapping

Service Setup

Service sml : I b

Sort ~ | A-Z Category ~ | All

4. Then, click Add and Create a new account with valid credentials, this system account will
need to go to the process in the Xactus 360 website and resetting the initial password and
answering the initial password before enabling the account. (Note: a request can be made to

have this system account set with a password to never expire)

Services Management /

Xactus - Undisclosed Debt VerificationX Credentials

User Credentials

5. Enter the default account Name and user credentials. Then, check For Automation. Once

complete, click Save.

Services Management / Credentials /

Add User Credentials

Name ® Description
| Xactus System Account | | |

Credentials

Username ® Password *

Ee—

xactus.test | | ErrrTrre

[+] For Automation Bot I

‘ Cancel |“h

6. Back in the Service Setup for UDx, enter all the Authorized Users who will need to trigger
the automated rules. (Note: This is an essential step, so all users who need to order this

service via the ASO are enabled to place the order automatically.)
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Begin by clicking Service Setup.

Services Management ‘ 1 Services Configured Automation Rules | | Add Service | | undisclosed debt verificationx x

Sort ~  AZ Category ~ | All

Xactus - Undisclosed Debt
VerificationX
Additional Services

é Service Setup

7. Click the three dots, then click the pencil icon to edit.

Services Management /

Xactus - Undisclosed Debt VerificationX Service Setups

Manual

STATUS  SERVICE SETUP NAME READINESS CONDITION MODIFIED BY MODIFIED DATE

@  xactus - Undisclosed Debt VeriflcationX dortuno Eﬂ - &

8. Click Add to select the users needed, then when complete, click Save.

Authorized Users® @

[] NAME TYPE ACTION
D xactustest Xactus Test (xactustest) ® user @
Total items: 1

EH

9. Then, click Services Management.

Services Management

Xactus - Undisclosed Debt VerificationX Credentials

User Credentials
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10. Next, select Automation Rules.

Encompass - Web Version Settings

5| COMPANY/USER SETUP )
Services ... %I Automation Rules || Add Service | | xactus|- undisclosed x

¢ {o} SERVICES
& sort | ZA | | Category v | Al

11. Select Additional Services, then click Add.

Encompass - Web Version Settings

E’TI] COMPANY/USER SETUP Services Management /

< {} SERVICES Automation Rules

Sernvices Management

) I ~ Additional Services I b
Vendor Allocation
Data Permissions RULES (0) h

(E} OPPORTUNITIES SETUP *  RULE NAME CONDITIONS EVALUATION MODIFIED BY MODIFIED D/
- Service Rules triggered by Workflow Engine (0)
,‘_:‘ﬁ SYSTEM ADMINISTRATION =  Service Rules triggered by ASC Bot (0}

12. Then, under Rule type select Workflow Engine and add a Rule Name. In this case, it was
named Activation Milestone.

Active OFF

Add Additional Services Rule

Rule type *
Workflow Engine | o

Please note: Service Orders will run as many times as the workflow engine rule trigger event occurs on a loan.

Rule Name *

L

| Activation Milestone

Rule Description

Write your description here...

13. Next, scroll to Service Orders and click Add.

Service Orders (0)®

=
SERVICE ORDER NAME MODIFIED BY MODIFIED DATE

ACTIVE PROVIDER

14. Choose Xactus — Undisclosed Debt VerificationX as the Provider. Then, click Create.
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Add New Automated Service Order 4

Provider *

—9 | ¥actus - Undisclosed Debt VerificationX | - |

o | I —

15. Change Evaluation Level to Application Level. Then, enter a Service Setup Name; this can
be anything you would like and in this case, it was named Milestone.

Add Service Order

active (LD

Service Type
Additional Services

Order Type
Automated

Ewvaluation Level rovider
) | Application Level | B | ctus - Undisclosed Debt Verificati...

Service Order Name ®

Service Order Description

é | Milestone

Automation Creation — Activation

16. Then, scroll to Automated Options and click Add.

Automated Options'
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17. Enter a Template Name and match it with the Request Type. Encompass Admins will need
to select the 3 available users who will receive the Notification emails, then click Save.

[ Terplate Name

Raguest Typa

{ Activation - |

MNetificaion Email Sent io

a Loan Officer
Loan Processor

Linderwriter

Notes:

e The emails will continue to go to the system account setup in the credentials area, under
ASO Automation Credentials, in addition to the Team Members selected on the file.

e If a Team Member has more than 1 user, e.g.: LO + LP or UW, the email will go only 1
time per Team Member, not multiple times.

e |Ifanew Team Member, e.g.: LP is added down the path, and the Service has not been
activated, the new added Team Member will also receive the notifications.

Sample of email notification to the Team Members:

Xactus X

LIDx has activated successfully for FRANK LLEEXO.

Report ID: 1214285

Bureau : TransUnion

Thank you ,

Xactus
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18. Then, select Activation and Continue.

Automated Options®

OPTION NAME CREATED BY CREATED DATE MODIFIED BY MODIFIED DATE

ﬁ (®) | Activation xactustest 04/10/2024 i

19. Then, toggle to ON to activate the order and click Save.

Service Orders (1)®

ACTIVE PROVIDER SERVICE ORDER NAME MODIFIED BY MODIFIED DATE

é Xactus - Undisclosed Debt VeriflcationX Activation xactustest 04NM0/2024

S beb

ca ncel E

For Automation Creation — Deactivation follow steps 11-19

20. Once the rules are created, click PROCESS AUTOMATION, then select Workflow Rules.

,E"_D COMPANY/USER SETUP Services Management /

{} SERviCES Automation Rules

(S) OPPORTUNITIES SETUP
2

~ Additional Services

o] — 1
2, SYSTEM ADMINISTRATION RULES (2)

[2] WORKFLOW MANAGEMENT ~  RULE NAME CONDITIONS EVALUATION MODIFIED BY MODIFIED DATE ACTIVE

~  Service Rules triggered by Workflow Engine (2)
{ =>» PROCESS AUTOMATION Deactivation Milestone See referring workflow event First Match xactustest 06/10/2024 ON

| Workflow Rules Milestone See referring workflow event First Match xactustest 06/10/2024 ON
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21. Then, click New Rule.

Workflow Rules | 2 Total | 2 Active | 1 High Priority

A e

o Understanding Automation Please review the Best Practices Guide before proceeding with configuration of any new automation.  Open the Guide

e

22. Provide a name for the Rule, select the Priority, and add a Sunrise Date. Ex: Rule Effective
when field 2025 is on or after 4/1/2024. Then under TRIGGERING EVENT, add an Event
and the Milestone at which the rule will automate.

Workflow Rules /

New Rule

When is this rule effective?

- | &) | 2035 - Loan Created D...

Name ® Priority
| Milestone | ‘ High

| ‘ >= On or After

~ | 04/ 01 /2024 &

Tags

I TRIGGERINGEVENT‘I CONDITIONS RESULT”

Triggering Event ®
‘ Milestone Completed | - ‘ @

Selected Milestones * sclect at least one item
MILESTONE NAME

Cond. Approval

23. Next, under CONDITIONS, select the applicable Channel(s), and add any Advanced
Conditions if applicable, by clicking on the Query Builder to build the Outside Conditions.
After your conditions, click on the Validate button.

% conpimions | ResuLT®

Advanced Conditions (1)

‘®) Condition Editor ) Query Builder

) (1624] Contains("Xactus") OR [624] Contains("Xactus"))

Channels

] Banked - Retail
Banked - Wholesale
Brokered

| comespongent

—
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24. Lastly, under RESULT, add a Resulting action, for Activation and Deactivation, Order

Service will be required. Then, select the Service Rule which will apply to the settings for
Activation.

TRIGGERING q RESULT

Resulting action ® Resulting Action Configuration

Add
Description

Added Resulting Actions 15

~ Conditions
Set additional conditions for selected Resulting Action

Order Service lﬂ

Advanced Conditions (1

Select Senvice Rule ®

SERVICE RULES
Deactivation Milestone

(@® Miestone

Validate

25. Once all settings are input, click Save.
o | IE—

26. Toggle to ON to activate.

NAME TAGS PRIORITY EVENT CONDITIONS RESULTS

ACTIVE Al LAST MODIFIED BY MODIFIED DATE
Activation Milestone High Milestone Compl. fszd]carﬁl [ on @ I 0  xactustest 0611012024 02:08 PM

27. For the Deactivation rules, repeat the steps for 21 to 26.

PLEASE LET US KNOW IF YOU HAVE ANY QUESTIONS OR CONCERNS AND WE WILL BE HAPPY TO HELP.
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