Email-It
Overview:

Email-it automatically sends emails to a group of email address, in one or more loan files, when
a triggered Event is reached. In the quick send mode it will send emails to selected email
addresses for manually selected loan files. As each Event is completed a new Conversation Log
will be added in the loan file with up to three Alerts.

Email-it allows the user to create unlimited email templates with merged Encompass fields in both the
subject and body of the emails. All the available email address in the loan file can be used including
custom email fields created in the custom or bankers versions of Encompass. Unlimited Events with
triggers can be setup. In an Event each recipient can be setup to use the default template or a unique
template.

Email-it will maintain a list of logs showing the time, day and date an email has been sent. It will also
display a list of the setting used, email addresses and status. This log list can be accessed anytime using
the “view all logs” button on the bottom of the main window. The log can be printed using the print
button or deleted at any time using the “delete” button on the log window.

The recipient list is a list of all the possible email addresses available in a loan file. Each recipient is made
up of the recipient name and Encompass field id. Even custom email fields can be added to this list.

Email templates are comprised of the email subject line and the body of the email with merged
Encompass fields. If an exchange server is used the body of the email can use all the available HTML
formatting. And all outgoing mail will be saved in each of the "Sent Items" boxes.

Events are comprised of three windows “Index searches", “Advanced searches” and “Email From/To"”. The
Index searches window is where the loans folders and current milestone can be selected. The Advanced
searches window is used to set triggered Events. Triggered Events are made up of Encompass fields and
formulas. An example would be a loan amount in the range great than or equal to $10,000.00 and less
than 1 million dollars. It would be entered as “[#2] >= 10000 and [#2] < 1000000)”. Formulas can use
all the standard fields, milestones and document tracking fields. A Query Builder can be used to create
most search queries. Formulas can also use IsDate (checks to make sure the date format is correct and is
equal to the current date), DateDiff (days between dates), Today (current date) and AND/OR statements
and more... The email from/to window allows the user to enter an email address that the email is coming
from, select which recipients to send emails too and which template too use for each recipient.

The Automation window allows the user to select which Event or Events to send and how often to run the
process. The timer can be set to run once a day or every few hours or minutes.

The Quick Send window allows the user to search for loan files by loan number, first name or last name.
Once the list is displayed the user can select which recipient or recipients to send the emails too and which
Event or Events to send. The user has the option to review the Events before selecting them.

Once the Events have been processed a new General Log Event and save the current date. If the user
tries to send an Event and there is a date in General Log already, then the emails for that Event will not
be sent again. Also, up to 3 Alerts can be set for each General Log entry. Each Alert will be set for the
Persona selected in the set up window and set the date to follow-up.

Requirements:

Email-it requires Professional, Custom or Bankers edition. Email-it requires the use of the SDK license and
is limited to the number of users restricted by the SDK license. If you need more users please contact
your Ellie Mae sales representative.
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Installation:

Emailitinstall.exe —
[ ]save to atemp folder and run this install on the server or on each workstation that will be
using the interface. The install will create a \dmcc\email-it folder.

Createconfigfile.exe —
[ ]save and run this file from the \dmcc\email-it folder.

Setup:
Email-it will add an icon to the desktop.

[ ] click on the email-it icon and open the program.

[ ]click on the Encompass login tab and enter the same login information you enter when you open Encompass. We
suggest you use an admin login so you have access to all files.

[ ]enter the login name

[ ]enter the password

[ ]enter the server name if you are on a workstation or leave it blank if this is a standalone
version of Encompass.

- -

Encompass Login Page 23

Login Mame: |El'2|mi|'l |

| |

Passwaord:

Server: | |
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[ ]click on the Recipient List tab

ld Email it

Quick Send | Recipient Lis

Email Templates | Email Event | Al.rtumatinn|

Field D Recipient Name Click on the

Click on Add or Edit
and this window will

d

Remove
Save
Move Up

Move Down

1240 Bomower Recipient List
1268 CoBomower Tah
VEND X63 Branch Email

VEND X305 Broker

1407 Loan Officer

1405 Loan Processor

1411 IUnderwriter

94 Builder

VEND X273 Investor

a7 Escrow Co.

a8 Title Co.

a9 Appraiser

50 Credit Report Co.

52 Seller Contact

93 Mtg. Ins. Contact | Recipient

b L Lender

Email Field [D: gLl

Recipient Description:

Bomower

oK

dal B EEEEE %

Cancel

View Al Logs | [ Bt

[ ]if you would like to add to the list click on the “add” button

[ 1enter the Encompass field id

[ 1enter the description

[ ]click onthe “ok” or “cancel” button
[ ]to edit an existing recipient

[ ] highlight the recipient

[ ]click on the “edit” button

[ ] make the changes

[ ]click on the “ok” or “cancel” button
[ ]toremove a recipient

[ ] highlight the recipient

[ ]click on the “remove” button
[ ]click on the “save” button
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[ ]click onthe “Email Template” tab
[ ]click on the “new” button
[ ]enter atemplate name
[ ]enter the subject line
to add merged field from Encompass just enter the field id inside brackets (“[“ 36 “]”).
merged fields can be added to the subject and body on the email. If you as using an exchange
server then you can use all the HTML formatting features that are available. If you are not using
an exchange server then format will be plain text and merged fields only.
[ ]click on the codes tab
[ ]enter the body of the email including the merged Encompass field id’s.
[ ]click onthe “preview” tab to see the formatted email.
[ ]click onthe “ok’ or “cancel” button

-

kd Email it =IE=)
| Quick Send | Recipient List | Email Templates | Email Event | Automation |
U Click on the New
Approval Notice Email =
Branch Approval Motification emplates Takb

Branch Loan Cfficer Approval Today Delete

Documerts still need from Bomower
Blodnis Click on the New or Edit
MNew assigned web application button and this window
RESPAis 2 Days Old and needs to go out Today will open.
) Mail Template == ]
QL= E G R SR ESP A s 2 Days Old and needs to go out Toda 0

Subject: RESPA is more than 2 Days Old for [36] [37] Loan # [364] ro—

iy

Email Body: Find Field

Codes | Preview

The RESPA for [36] [37] Loan # [364] will be passed due tomomow.

Enter text and fields ID's in a bracket in
both the Subject and Body of the Email

View Al Logs | | Bt
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If you as using an exchange server then you can use all the HTML formatting features that are available.

] Mail Template [ =]
Template Mame:  [gIRLISYES: QK
Email Body: Find Field
Codes | Preview
<html= ~
<head:

<meta http-equiv="Contert-Language" contert="en-us" />
<meta httpequiv="Content-Type" contert="text /html; charset=utf-3" /=
itlexUntitled 1<Aitle
<atyle type="test /cas">
shlel |
fortfamily: Verdana;
You can use any of the

H
f.-hﬂglaedi HTML allowed with MS
Exchange Server

m

<hody:=

<pxdnbsp;</px

<p class="style1">Dear [36] </p=

<p class="style1">The appraisal for your loan a [11] [12]. [14] [15] is
completed </px

<p class="style1"><a href="mailto :mike @delmarcc.com" =mike </ ax</p>

</body:
</html= i
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Click on the Preview to display a sample of the converted HTML.

Template Mame: HTML Test

oK
-
cri By
Preview
Dear [36],

The appraisal for your loan at [11] [12], [14] [15] is completed

mike

HTML can include Hypertext
as well as text and merged
fields.

[ ]click on the “Email Event” tab
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| Quick Send | Recipient List | Email Templates | Emai Evert | Automation |

Branch Approval Motice

Date RESPA more than 2 Days Oid
Documents outstanding

Lock Motice

Mew Web Application Assigned

Event Name

Appraisal Ordered Click on the Email
Apprizsal Request Event Tab
Approval

Click on the New or Edit
button to open the Event
Setup window

| ViewAlLogs ||
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[

] click on the “new” button
[ ]enter an Event name

[ 10nthe Index Search window click on the “refresh” button to update the Encompass folder

list

[ ]select the folders that contain the loan files that your want to send emails too

[ ]if you want to limit the emails too one milestone then enter the milestone name.

Ermnai

Event Name:

| Event Setup

Date RESPA more than 2 Days Old

Index Search | Advance Search | Email From/To | Aletts |

Select Folder:
Loan Folders

Click on the

Email-t Index Search
[] sample files Tab

[ Test

[T (Archive)

[] INHP

[ Velocity

[ WilliamRavis Select the Loan File
[ Commercial Folders where the
[] MLPS source files reside
|:| Contacts

Check the box in

front of the
Milestones you want
to limit the search to

Select Cument Milestone in Loan File:

Milestone Mame

[ Started

[ Conditional Approval
] TEST

[7] Qualfication

[7] Processing

[] EQWEQWEQWE
[ Submittal

[ Cond. Approval
[] Resubmittal

[ Approval

[] Doc Preparation
[] Doce Signing

[] Funding

[] Paost Closing

[ Shipping

[ Completion

oK
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[ ]click on the “advance search” tab
[ ]click on the "add” button

[ ]enter the query string. Samples are listed on the bottom of the window. To

see more samples click on “more information” highlighted in blue.
[ ]click on the “validation” button to check the code
[ ]click on the “ok” or “cancel” button
[ ]to edit an existing search
[ ] highlight the search line
[ ]click on the “edit” button
[ ] make the changes
[ ]click onthe “ok” or “cancel” button

| Ernail Event Setup

Event Mame: Date RESPA mare than 2 Days Ol.d

Index Search | Advance Search | Email From/To | Alerts |

Field 1D
[EMS5.5TART]

Criteria
DateDiff("d", [@MS.START], Today) == 2

it
ove
Maove Up

ick on the Advance
Search Tab

Move Down

Click on the Add or Edit Button

1L

OK || Cancel
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Search Query String Setup

Cuery String:

Use the Fidn

DateDiff('d", [@MS START], Today) = 2 jiaid huttan

Type in the query
string OR

Use "#" for numeric field, "@" for date field. For string field, just type field [D with "[" and "]".

Example: [#1109] > 100000 And [#1109] < 120000
[36] = "Eric” Or [36] = "Mike"
[@364] >= "02/03/2008"
{[36] = "Eric" Or [36] = "Mike") And [19] = "Conventional”  More Information. .

[ ]Click on the Build Query button
[ ]Enter up to 4 queries on the window. If you need to add more queries then add them
manually to the Search Query String setup window.
(the “IsDate” and “DateDiff” cannot with the Build query window)

Build Query ==
Field 1D Expression Field Value AndACr
DT OrderDate Credit Report - v| Today And -
- - And v
= v And -
[ - And v

Field button to
nd a field or for
the correct

Enter up to 4 queries on
this window

[ ]toremove a line of search
[ 1 highlight the search line
[ ]click onthe “remove” button
[ ]1to move a search line in the list click on either the “move up” or move down”
button
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k& Email it

[ ]click on the “Email From/To” tab

[ ]enter your Email Address in the Email From line

[ ]!fyou are using an Exchange Server the enter the Email Server Host

[ ]Inthe Email To column select the names to send Emails too

[ ]Click on the Select button on the Default Email Template line and select the
Template to use if you do not select a specific template for a user name.

[ ]!f youwant to use a specific template rather than the default then highlight one of
the Names and then click on the “Add Email Template” button

[ ]Select a template to use for the selected name. Repeat the last 2 steps for each
Name you would like to send an Email to.

(= EE=]

| Quick Send | Recipient List | Email Templates | Email Event

Automation

—

Ernail Event Setup

Event Mame:  Date RESPA more than 2 Days Old

Index Search | Advance Search | Email From/Ta |ﬂ.|erts |

Exchange servers OR you email address

Email From: mike Edelmarce.com in the Email From line is you are runnig

this with Outlook.

Email Sever Host:

Please leave this field blank i you are not using Microsoft Bxchange Sever.

Please check recipient that will receive the email: Clear Email Template ] [ "u“i.d Email Template ]
Email To Encompass Field Email Tghplate =
[] Bomower 1240 /

[[] CoBomower 1268 Click here to
| Branch Email Select one VEND X63 Eaich select a template
[F] Broker or more of VEND X305 | Recipent =
Loan Officer R t_h'_a o 1407 RESPA is more than 2...
[] Loan Processor ﬁgﬂﬁg 1409
] Undenwriter il 1411
[] Builder 94 =
[ Investor vENDx273 | Template

crow Co.
[ Es Co a7
[C] Title Co. 88 lick on Select
[ Aporaiser 25 to select the
Defk Emed Templdte: [RESPA® mors than 2 Days Okd Default

Template

] [ Cancel
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Email-It
[ ]click on the “Alerts” tab
[]

[ ]click on the “ok” or “cancel” button

SR

Email Event Setup

Evert Name:  Date RESPA more than 2 Days Old

click on the Alerts tab
| Index Search | Advance Search I Email From/Ta | Alerts

If you want to set Alerts then check this box

Send Alerts After Email Event Completed

Alert Will be Due in 2 Days After Email Event Completed

Ruole

[T File Starter Enter the # of days the after the
[] Loan Cfficer Ecent that the Alert should be
[ Loan Opener completed

Loan Processor
[T Undenwriter

[ Closer
[] Funder
[] Post Closer
[ Lock Desk
[] Shipper
[ Servicer
[ Guality Contral
[T Accounting
[ Archiver

Select up to 3 Roles to Alert

If all the Roles do
not showup then
click on the

Refresh button
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Daily operation:

[ ]click on the email-it icon to open the program.

Note: The program can be use to send Email using Events to one recipient or using the automation it will use one or
more Event to send emails to one or more recipients using triggers. If you use the Quick Send the Trigger are NOT used.

Send emails Events for a single loan file
[ ]click on the “quick send” tab.
[ ]enter the loan number, borrower first name or last name.
[ ]click on the “search” button.
[ ]when the list of matching loan files is displayed click on the record that you would like to send the
Emails too.
[ 1click on the “send email” button.

P o

lJ Email it

Quick Send | Recipient List | Email Templates | Email Event | Automation |

Loan Mumber

right of the item to
either search for an
answer that is Exact or
[,:umain {_Iontains_the
information

Bomower's First Name

Bomowers Last Mame  smith

First Mame Last Mame Loan Mumber Loan Amourt  Property Addres
Bob Smith 0712EMDDDODZ 2.010,000.00

Bob Smith 0804EMDODO3T

Bob Smith 0804EMODDDO32 Click on
Bob ith 100.000.00 Send Email
Jeff 400,000.00 to start the
Jim 450,000.00 Event
Milke

Select one of the

Recipients

4 Ll I

View Ml logs | | Bt
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You can select one or more Event to send to the selected Recipient

Select Current Event

Please select a cument setting for email. This setting will be used by Quick Send and Automation.

Evert Mame Send Email
Appraisal Ordered

L

Wiew
Appriasal Request Select one or
Approval more of the
Branch Approval Maotice Events to send
Diate RESPA more than 2 Days Old to the selected _ )
Documents outstanding recipient Click on the View
Lock Dobce button to see the

Email before it is
sent or on the Send
Email button to send
the emails.

Mew Web Application Assigned

Automatically, using a timer, send a batch of emails for one or more loan files using triggered Events.
[ ]set current email setting (the selected setting will be displayed to the right of the “current email settings” button.
[ ]click onthe “current email settings” button
[ click on one of the “setting names”
[ ]click on the “view” button to review the settings
[ ]click on the “select” button to select the highlighted setting
[ ]click on the “timer setup” button
[ ]either enter the interval time or use the timer
[ ]interval
[ ] enter the hours and minutes between batch processing
[ ]click on the use timer checkbox
[ ] enter the starting date
[ ] enter the starting time
[ ]click on the “save” or “cancel” button
[ ]to start the batch processing click on the “start button
[ ]to stop the batch processing click on the “stop” button
[ ]to clear the log of the last process click on the “clear log” button. Each log will be saved until

14 Del Mar Computer Corp. 4/2008



Email-It

manually deleted.

kd Email it

Timer
| Curent Email Event _| Date RESPAmore than 2 Days Ol...

Starting at:
Sync will be running every: 1 minute(s

Current Email
Event button to
~ select one or

Mext Email Schedule:

Click on the
Timer Setup
button
Autormation Timer @
Interval: | Hours 1 Minutes

Starting Time: =

Click on Start to
begin

processing the

] Use Timer Select an Interval in minutes or
hours OR Check the Use Timer
check box and enter a date
Starting Date: ~ 03/28/2008 and time of you are only going

to run this once a day.

[=E=]E=]

| Quick Send | Recipient List I Email Templates I Email Event | Automation Click on the Automation tab

Events

View Al Logs

J| B

[ ]logs
[ ]toview the logs click on the “view all logs” button
[ ]to delete all the logs click on the “delete” button
[ 1click on the “close” button

[ ] Document Tracking

[ ]Open an Encompass Loan file and go to the Document Tacking list. A new Document for each processed

Event will show up on the list and the Ordered date will be the date the Event was processed by Email-It.
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