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1 Summary

As a VA loan servicer, one of the tools available to you for uploading multiple events at once is called the ‘bulk-upload template’. By
completing and uploading this file to VALERI you can save time when submitting events. One example of when you might want to
use the bulk upload would be at the beginning of each month when submitting Monthly Status Updates (MSUs) and Delinquency
Status Updates (DSUs) for your whole portfolio. It could also be helpful to use if you have multiple loss mitigation letter events to
report at once. Of course you can always still report on your loans individually by logging into the Servicer Web Portal directly and
using the ‘report an event’ feature for each of your loans. Please note that the bulk upload feature is only available for Servicer Web
Portal servicers. This document outlines where to find the bulk-upload template, hints for completing it, and shows you how to
upload it into VALERLI.

If you have any questions about VALERI or are unsure if your bulk-upload template is working properly the VALERI Help Desk can
help. You can reach the Help Desk at 1-877-309-6947 or valerihelpdesk@ccsin.com Monday through Friday, 7:30AM to 4PM Eastern

Time.

2 Download the Template

The first step in using the bulk-upload feature is acquiring a copy of the template. This can be saved to your computer and used
every time you want to submit multiple events in VALERI.

To download the template, visit http://www.homeloans.va.gov/valeri.htm. Here you should see links for many helpful documents.
The Bulk Upload document can be found by clicking on the link entitled 2008-11-14 SWP Bulk Upload Template.
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When you click on the link for the bulk upload template on the VALERI website, a Microsoft Excel document will open on your

desktop. You may see the following message as displayed in Figure 1: Macros Message.

Figure 1: Macros Message
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24 Yes o Cancel
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KT KW\ sheet1{Sheef2 / Sheets / [4 B
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Instructions:

1. Click yes to proceed. You must click yes in order for the bulk upload template to work properly.
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This will open the bulk-upload template. You will need to save the template on your computer, as shown in Figure 2: Save the

Template.

Figure 2: Save the Template

p:fhwww. homeloans. va.gov/docs/swp_bulk_upload_ template [Read-Only]
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3 ¥Aimanest clean.c|Manfest 16yl w vhavaleri,.com, If you require assistance in using this

5 4¥:Po.. \WALERIReportedIssues 120208 (on's system administrator,
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7 THOW 10 Use this spreadsneet:
Each worksheet in this document represents a template for one type of event, Each column in a tab
represents the data fields required by the WA for that event, Each row should contain one event of the
type specified for the tab, For example in the tab titled "LoanPaidInFul’, each line would contain & loan
that has been paid in ful, and the supporting data reduired by the WA, Each columin has a specifid data

g trmeinparentheses next to the column name, These data types are described below.

5

10 Data Types:

11| Text An aphanumenic value, Limited to the length specified on the column,

12 Maney A number with 13 digits to the left of the decimal, and two to the right.

13 Integer A nurber with no decimal, Limited from -2,147,483,647 t0 2,147,483,647

14 InterestRate A number with 2 digits to the left of the dedmd, and 5 to the right

15 Date A date in the format Yyry-MM-DD

Read

% | | | | ! 2
14 4]» ¥\ Introduction { Documertation { Header {_MonthiyStatusUpdate { LoanPaidineull | Transferofownership /. Releaseafliabiity / PartiaReleasenfSecuity | ServidngTransfer-Transfening. { SemvcngTransferRecevng { Bect|[

Instructions:
1. Click File, Save As.
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The Save As window will open allowing you to rename the file and save it to your computer as shown in Figure 3: Rename the
Template.

Figure 3: Rename the Template
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7 |How to use this spreadsheet: .
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tepresents the data fields required by the VA for that ev) i
typa specified for the tab, For example in the tab titled | .
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—_—

type in parentheses next to the column name, These o i

g | bpeinp — 1 [ 2. Click Save.

B ¢ Nekwo -

10 |Data Types: i Sawve & typet | Microsoft Excel Workbook j Cancel ‘

11| Text £in dphanumeric value, Limited to the length specified on the column,

12| Money A rumber with 13 digits to the left of the decimal, and two to the right.

13| Integer A number with no decimal, Limited from -2, 147,483,647 to 2,147,483,647

14| InterestRate A rumnber with 2 digits to the left of the decmdl, and 5 to the right

15| Date £ date in the format Yy Y-MM-DD

16
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21|
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Instructions:
1. Rename the file something that you can remember. You may want to include today’s date.

2. Click save. Remember where you have saved the file so that you can retrieve it and fill it out, as described in Section 3,
Complete the Template,.

3 Complete the Template

Now that you have a copy of the template you will want to fill it out depending on the events you need to report to VALERI. Open
the copy of the template that is saved on your computer. It should look like the file shown in Figure 4: Understand the Template.
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Figure 4: Understand the Template
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4 Introduction

Welcome to the VALERI servicng events import spreadsheet, This spreadsheet is & tool that wil dlow
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wieh portal. VALERT is Iocated at https: {fweww, vhavaler.com, If you require assistance in using this
spreadshest, please contact your organization's system administrator,

5
B

7 How to use this sprealsheet: /
Each worksheet in this document represents a template for one type of event. Each column i t20
tepresents the data fields required by the VA for that event. Each row should contain one g/6
type specified for the tab, For example in the tab titled "LoanPadInFul’, each line would 7
that has been paid in ful, and the supporting data required by the V&, Each column hy/
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9

1 |Data Types:
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d on the column,
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14| InterestRate A rumber with 2 digits to the I e decimal, and 5 to the right

15| Date A date in the format Y'Yy 4
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Instructions:

1. The file should open automatically to the Introduction tab. You will notice there is a separate tab along the bottom of the
screen for each type of event that is reported to VALERI.

2. The introduction section of the spreadsheet provides the link to the VALERI site and explains that this is a tool you can use
for reporting.

3. The ‘how to’ section of the spreadsheet explains how to fill out each spreadsheet. We will also go into that with more detail in
this next section.

4. The data types section lists the five types of data you might need to report an event. This helps you format your numbers
and text correctly so that the file transmits successfully.

5. To begin completing your spreadsheet, click the Header tab.
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This will take you to the screen shown in Figure 5: Complete the Header Tab. Your file cannot be submitted until this tab has been
completed.

Figure 5: Complete the Header Tab

2 | hittp:/fwww. homeloans. va. gov/docs/swp_bulk_upload_template.xls - Microsoft Internet Explorer
3 T . i » _— » = 7 Y
Fie Edt View Inset Format Tods D @Back ) lﬂ @ Al /.'Seav(h G Favortes {;‘1 Address ig}_.rjt_t_u_:_ﬂ!www._r_w_?[ne_\_u_ayjs_‘_\{a_‘gp_v_/d_u__*:_\Ga ks i Google (G v 62 ([ setigse _"l

| &+l = Jahn Smith Bank
A B C D E I G H J K L W N
1 Servicer-Name (Text - 20) YA Servicer Number (Text - 20) Effective Date of Reporting (Date)

2 ]John Srmith Bank !123456 2008-12-02
3

3. Enter

1. Enter your
Servicer Name

2. Enter your today’s date
VA Servicer
Number

% |

1« 4[» W\ Introduction / Documertation ) Header | MorthyStatusUpdate { LoanPaidinful { TransferafOwnership / Releaseofiiabiity / PartidReleasecfSecuity / SewichgTranster-Transterring / SenicingTransfer-Recehing / E|ECtIH—
Q  Unknown Zone
e
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Instructions:

1. Enter the name of your servicing company. You are limited to 20 characters so please only include the first 20 characters in
your company’s name.

2. Enter your VA servicer number. This should be a six-digit ID number that was assigned to your company by VA.
Enter today’s date in the format YYYY-MM-DD.
4. Save your file.

You are now ready to proceed with completing the other tabs in the spreadsheet. Review what events you need to report and click
on the appropriate spreadsheet as shown in Figure 6: Enter Event Data. After filling in a cell on the spreadsheet, press the “Tab” key
on your keyboard and the spreadsheet will update the information to the correct format.
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Figure 6: Enter Event Data

& htt p:/iwww. homeloans. va.pov/docs/swp_bulk_upload_template.xls - Microsoft Internet Explorer

> = = = > == 3 =
Fle Edit View Insert Format Tools D @Batk - lﬂ ﬁ y) ) search 5 F Favorites R Address ] http: s, homeloans va.govide ¥ Gr.u Lirks Google [Cl+ w3 () Settingsw ,"r‘

A2 =~ = 234567891012
A B c D = = (€] |

1 WA Loan Number (Text - 12)  Original Loan Amount (Money)  Property State (Text - 2) Loan Origination Date (Date) Servicer Loan Number (Text - 20)  UnpaidPrincipalBalance (Money) — PaymentDueDate (Date) |

2 1234567891012 I $1,023.50 va 2008-11-02 12345678 $984.50 2009-01-0

1. Enter VA
loan number

3. Enter
Property State

5. Enter
Servicer Loan
Number

7. Enter
Payment
Due Date

4. Enter Loan
Origination Date

2. Enter
Original Loan

Ty 6. Enter UPB

35 |
AR . - =i
i 4[> (W™ Introduction { Documentation { Header % MonthlyStatusUpdate ¢ LoanPaidinFull  Trarsferofownership 4 ReleaseofLisbiity 4 PartiaReleassofSecurity { ServicingTransfer-Transferring { ServicingTransfer-Receiving Electi|[

£ @ Unknown Zone

Instructions:

1. Enter your 12-digit VA loan number. The VA loan number cannot include any dashes and must be in text format to avoid
deletion of leading zeroes. Again, pressing the “Tab” key on your keyboard after inputting the VA loan number will help

ensure the loan number is in the correct format.

2. Enter the original loan amount. After you enter the amount and press the “Tab” key the cell will automatically format with a

dollar sign.
3. Enter the property state. This should be the two-character abbreviation for the state.
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4. Enter the loan origination date in the format YYYY-MM-DD.
Enter your servicer loan number. This is the loan humber you use to identify the loan, and can be any number you choose.

6. Enter the unpaid principal balance (UPB). After you enter the amount and press the “Tab"” key the cell will automatically
format with a dollar sign.

7. Enter the payment due date in the format YYYY-MM-DD.
8. Save your file.

In the example above, information has been entered for the Monthly Status Update tab. In general, you will need to complete a
single row of the spreadsheet for each loan. You will also need to complete every column heading for that line. For example, on this
spreadsheet the file would fail to upload if we did not fill out the corresponding information for all seven column headings.

Repeat the above instructions for the each of the loans that require this event to be reported. If you have any other events that
need to be reported you will need to click on the appropriate event’s tab on the spreadsheet and repeat these steps as well.

4 Upload the Template into VALERI

Once you have completed the spreadsheet you can upload it into VALERI. First make sure the file is saved and closed. Your file
cannot be uploaded while it is still open on your computer.

To upload the template, log into VALERI using your username and password. You should have been provided with a username and
password on your go-live date. If you did not receive your username and password, contact someone at your company with
administrator access in VALERI and they can create an account for you. Should you need further assistance please contact the Help
Desk.
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To log into the SWP, access https://www.vbavaleri.com and enter your username, password, and company name in the fields shown
in Figure 7: Enter your login information.

Figure 7: Enter your login information

[© Fis 65M - Windows Internet Explorer =k
@j ~ |8 hitps: /fwww.vbavaleri.com/GSM2.0 LoginForm. aspx (el & |42 ] o0 2=
¥ & I;QFISGSM |_‘ BB s e Gk @

[

VALERI

1. Type your
username

* VALERI Login 2. Type your
password Reset Password

User Name yourusername

Password = sssssssssss

Company yourcompany|
3. Type your
company

4. Click B2
Security Notice:

Login

Instructions:
1. Type your username into the User Name field.

2. Type your password into the Password field.
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3. Type your company name in the Company field.
4. Click “Login”.

Once you are logged in, VALERI takes you to the Applications screen. From there, you can choose either the Servicer Web Portal

application, or the Reports application as shown in Figure 8: Access the Servicer Web Portal.
Figure 8: Access the Servicer Web Portal

[ Home Page - Windows Internet Explarer LEE
@.‘:. - |g htips: [fwwe, vbavaleri,com/GSM2.0/default. aspx |Vi %__‘ | K | Goagle Pk
I Tee—— ] BB @ - e ok @ 7

———————n

@ Applications

1. Click
Servicer
Web Portal

& Reports
&) servicer Web PorES

VALERI Global Sec
Copyright @

Manager Pawered By FIS Loan Portfolio Solutions
2008 Fidelity National Information Services

Instructions:

1. Click Servicer Web Portal to access the Servicer Web Portal homepage.
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Once you click the Reports link, VALERI takes you to Servicer Web Portal homepage, as shown in Figure 9: View Servicer Web Portal

Homepage. From this page you will want to search for any 12-digit VA loan number in your portfolio to access the Bulk upload
feature.

Figure 9: View Servicer Web Portal Homepage

plrer BEIE
~Niir- - f » - i » = = ™
Q- O m @ h - seach *Favmites & - adess | ] s o shavaericonjsup v | (] 6o ks Google |Gy 0% @ setngsw "f

VALERI ‘:\ L e Loan Quick Search - E
R N A

Servicer Web Portal This screen wil dlow you to find aloan that is serviced by your orgarization. To begin, select a search tyne ftom the menu below, &
maimum of 100 results wil be returned far any search,

\% LeiariSeacch Search Type: Vb LoanMurber v

Filter by Region: v
Eﬁ Eit Portal Urited States
Filter by Status: | AllLoans v

‘ Layla Bonnot

VA Loan Number; ‘

1. Enter
any VA
loan
number.

LR 2. Click
Lender Procassing Servicss.
: Search.

Slowe 8 et
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Instructions:
1. Click in the field next to VA loan number and type any of the 12-digit VA loan numbers your company services.
2. Click search. This will take you to that particular loan’s loan information page as shown in Figure 10: Report an Event.

Figure 10: Report an Event

@‘}'ﬁ"t} vicer Web Portal - Microseft Internet i
: File Edit 3 @Back
VALERI % Loan Informat
T s T P - ST WS
Servicer Web Portal This screen is used fo view

- h Loan Summary
Qb Loan Search
Loan Number:

G Fxif: o tal Servicer Loan Number:
8 Layla Bonnot Guaranty Status:
Loan Term:

Loan Amount:
0 Loan Information
; Net Value:
E? Report an Event NOV Expiration:
Interest Rate:
Origination Date:
Termination Date:
UPB:

Borrower Name:

Property Address:

1. Click
Report
an Event

Assigned Technician:

*For security purposes we cannot show you the full loan information page.
Instructions:
1. Click on Report an Event.
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This will take you to the Report an Event page as shown in Figure 11: Access Bulk Event Upload.
Figure 11: Access Bulk Event Upload

= » = T ——
Qe O B @ :h ) seath *Favnntes L4 * dtess ] bps oo shavaler comfswefr v | [ 6o funs | Google [Cy v (@) seuings+ ;",'F

VALERI & Report an Event Loan Quick Search

e
Servicer Web Portal This screen will diow you to choose an event to report to the YA from the list below,
General Loan Events Delinquent Loan Events
% Loan Search Manthly Loan Status Update Celnquency Status
Lian Paid In Full Servicing Transfer - Transfering Servicer
Eﬂ Exit Portal Transfar of Ownership Senvicing Transfer - Receiving Sarvicer
Releasa of Liabilty Contat Information Change
& Layla Bonnot Partial Release of Security QOccupancy Status Change
Loss Mitigation Letter Sent Partial Payment Returnect
Electronic Default Matification Default Reparted to Credit Bursau
. Defautt CuredfLoan Reinstated
0 Loan Information Foreclosure Events
Foreclosure Referral ——
Loss Mitigation Events
Ef Report an Event
ik Foredosure Sale Scheduled Repayment Plan Approved
Restits of Sale

Spedial Forbearance Approved
Loan Modification Approvedd
Loan Modification Complate
Compramise Sale Complete
Dead-InLiel Complete

Transfer of Custody

Improper Transfer of Custody

Invald Sale Results

Canfimed Sale Date with No Transfer

File a Claim
Refunding Settlement Bankruptcy Events
Barkruptcy Filed
Bulk Event Upload
HEenELgea Barkruptcy Update

& 2008

Lender Procesing Services

& 8 @ e
Instructions:

1. Click the Bulk Event Upload link.
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This will take you to the screen where you upload your file from your computer as shown in Figure 12: Browse for File.
Figure 12: Browse for File

ainal Explarar

Q-0 HNRAG ) seanh oot )

VALERI ¥ Report Bulk Events toan quick search [ 72

y
F

]

e
Servicer Web Portal This screen wil allow you to upload a Microsoft Excel 2000£2003 Spreadsheet (*,xis) containing multiple servicing events, Use a ¥ALERT
defined template.
% Loan Search Bulk Upload Spreadsheet
\ |(Browee.. ]
ﬁ Exit Portal
‘ Layla Bonnot
0 Loan Information
‘ Upload Claim Events H Upload Non Claim Events
Report an Event
[0
Lender Pracassing Sevices.
§] Dore 3 8 internet
Instructions:
.

1. Click Browse.
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This will open the choose file window as shown in

Figure 13: Select File.

lojer

: @Back ) B @ 7;\ f':)searzh \;}{Favnntes &

Figure 13: Select File

il Google [Gr w4 @ setis~ ;‘.""E

VALERI

Servicer Web Portal

% Loan Search

E‘a Exit Portal

& Layla Bonnot

o Loan Information

@ Report an Event

® 2008
Lender Processng Services

W Report Bulk Events

This screen wil alow you to uplioad a Microsoft Excel 2000/2003 Spreadshest (* 4s) containing multile servicing events, Use a VALERT

defined template.

Bulk Upload Spreadsheet
[(Browee. ]

Choose file

P
Wy Recent
Documerts

‘ Upload Claim Events H

Upload

@

Deskiop

My Dacuments

My Computer

My Network
Placss

Lok rt | & My Netwark Places

s emo B

1. Click the name
of your bulk
upload file.

2. Click Open.

" — /
File name: I - LUDL]
Flesciype: |AlFiss ) -

Cancel

&ooe

& & intemet

Instructions:

1. Click on the name of your file.

2. Click open.
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You should now see your file name in the Bulk Upload Spreadsheet field as shown in Figure 14: Upload Completed Template.

Figure 14: Upload Completed Template

Internet Explorer
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Lender Processing Services.

1. Click Upload
Non Claim
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toan quick search | 22

Servicer Web Portal This screen will alow you to upload a Microsoft Excel 2000/2003 Spreadsheet (*.xs) containing multiple servicing events, Use a VALERI

gﬂa é ! Internet
Instructions:

1. Click Upload Non Claim Events.
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5 Confirm Upload was Successful

Once the file is done uploading you should see the message ‘File uploaded successfully’ as is shown in Figure 15
Confirmation Message.

Figure 15: View Confirmation Message
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Servicer Web Portal This screen will alow you to upload a Microsoft Excel 2000/2003 Spresdsheet (*.xks) containing multiple senicing events. Use a VALERT

defined template
@, Loan search Bulle Upload Spreadsheet
Exit Portal

a9 File uploaded successhlly,

8 LaylaBonnot
© Loan information

! EH Upload Claim Events H Upload Non Claim Events

% Report an Event

&] pone
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Your file has been uploaded and you can exit the Servicer Web Portal. Within one business day you should receive an email
indicating whether or not your bulk upload file was successful. If there were problems with your bulk upload file, they will be

indicated in the email, and you will need to correct the issue and upload a new file.

: View

If you get an error message on the screen when submitting a bulk upload file, please contact the Help Desk for assistance.

12/11/2008

Page 22



