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How To Add an Alert/Reminder to a Client File

1. Login to Khafre at http://www.khafreonline.com/app

P Khafre

Welcome to the KhafreOnline Back Office System. Please login with your username
and password.

Login

Username: | |

Password: | |

(/) oK

2. Click the home icon in the upper right corner of the screen
e The Welcome! screen displays

File and Document
Management System

™) Khafre ror - T .
A Master Branch Trainer - Training Branch - Master Branch Administrator

Welcome!

Alerts/Reminders (143) Welcome Master Branch

Personal Information

Pipeline
Product Orders

Indirect Pipeline

Debt Settlement Qualifier

Doc. Requests (5)

Purchase Leads

3. Click the Pipeline tab in the left-hand navigation menu
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e The Open Work File dialog box displays

Open Work File

= I s I
O Commercial Mod Test * 03-21-2010 09:18 FM Yes Open -’
O Copy of Commercial Mod Test & 03-19-2010 09:43 AM Yes Open |
(| Copy of John Masterson *  03-19-2010 09:51 AM Yes Open - |’
O Copy of John Masterson & 03-12-2010 11:03 AM Yes Open - |
O Copy of John Masterson * 03-05-2010 03:01 PM Yes Open |’
(] Dan Test *  D2-10-2010 03:22 BM Yes Open |
O Greg MacMeal * 02-15-2010 03:53 FM Yes Open -’
O lake Smith *  02-23-2010 12:54 PM Yes Open - | =
(| Job Test *  01-06-2010 09:53 AM o
| Joe Plumber 1234 Sth 02-24-2010 04:10 PM o
O John *  10-23-2009 04:22 BM T
(| John Test *  01-07-2010 12:58 PM
O John C Masterson 03-19-2010 10:33 AM
[ lohn Doe *  02-24-2010 04:10 PM
(] John Masterson *  03-19-2010 09:52 &M Yes Open |
| John O Test *  10-06-2009 12:24 PM Yes Open - | .
O 1ohn Smith *  12-08-2009 03:59 PM Yes Open - |’
(] John Smith *  D2-26-2010 03:18 BM Yes Open - |
O John Test 2 *  10-07-2009 11:24 AM Yes Open - |
[ Johnathan Test *  01-20-2010 06:48 PM Yes Open - | i

Page Size: 1:“2‘5 |I|E|E] |@] Refine Selection |E] New File |] Export

4. Click the green check to the right of the file you wish to open
e The file opens

™) Khafre e T =
X Master Branch Trainer - Training Branch - Master Branch Administrator

File and Document
Management System

Distressed Mortgage System LeEOFAR

Alerts/Reminders (42)

Notes (12)

Third Mortgage
+ Add Mortgage

Debts

Asset:
Exhibits List (4)

Doc/Submit Requests
Order Product
Merged Documents Listi el Ty EERETER ) (1) Create Copy |G| Transfer |[=) Switch To

5. Click the Alerts/Reminders tab in the left hand navigation menu
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e The Alerts and Reminders on this File dialog box displays

Alerts and Reminders on this File for Master Branch Trainer

| setFor | Open] File Name Jicad] _Actions IS

A new note was just added to the your file "John Masterson” by the . . John p
customer/clisnt. "Heay what is the status of the Workout” 03-30-2010 11:41 AM Masterson n/a “ﬂ

Master Branch Trainer of branch Training Branch has just placed a request for the A . John
document or package "test4" for file "John Masterson'. LEFIEALILL BEEEE B Masterson n/a

& new note has been inserted in your file "John Masterson". "test" 03-05-2010 133 PM John n/a
Masterson

The exhibit "Additional Mortgage Coupons" has just been uploaded to your file John

"lohn Masterson". JEREEITE : L Masterson n/a

The exhibif Borrower's Certificate” has just been uploaded to your file "John 03-03-2010 . BM Jahn
Masterson”. Masterson
A new note was just added to the your file "John Masterson” by the 03-03-2010 02:37 BM John
customer/client. "Hey Thank for the help” ' Masterson
John

Masterson

The exhibit "JUNE Visa CC" has just been uploaded to your file "John Masterson". 02-26-2010 : BM

A new note ha§ bean |r|:serted in your file "John Mastarson”. "Nead Cradit card 02-26-2010 . BM John
statment for Visa June’ Masterson

e s w : A
The exhlblj: Eank Statements Savings" has just been uploaded to your file "Jchn 02-24-2010 . oM John
Masterson”. Masterson
A new note was just added to the your file "John Masterson” by the 02-24-2010 03:43 FM John
customer/client. "Hey whats my status" ' Masterson
Master Branch Trainer of branch Training Branch has just placed a request for the . Jahn
document or package "Debt Submission" for file "Jehn Masterson". e Masterson
A new note was just added to the your file "John Masterson" by the John
customer/client. "Hey New Note" : Masterson
John

Call the client BA— e e

6. Click the New Alert button
e The New Alert dialog box displays

MNew Alert

Date/Time:

|
Alert Type: | Reminder IEI

Recipients: v Master Branch Trainer
[w| AE Trainer

|~

¥l Agent Trainer
¥ Branch Manager Trainer
:r Megotiator Trainer
¥ Processor Trainer
= & create (€ cancel

7. Enter the text ou want displayed when the alert is triggered
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8. Using the Date/Time: pull-down calendar select the date you want the alert to be triggered

Alert Text: [ca1l the client to verify they have
gathered all the necessary exhibits
and to answer any questions thev hawve.

|¢= Mar : 2010 :

Sun Mon Tue Wed Thu Fri Sat
1 2 3 4 5 &
T8 8 1 111212 §
14 15 18 17 18 18 20 1
21 22 23 24 25 28 T
28 29 |30 3

Tuesday, March 30, 2010

9. Using the Time pull-down menu select what time you want the alert to be triggere

New Alert E3

Alert Text:

Date/Time: | 023-01-2010

Alert Type: | Reminder

Recipients: ¥ Master Branch Traine
AE Trainer

Agent Trainer
Branch Manager Trai
Megotiator Trainer
Processor Trainer

= == ==

- Igl Create Ia
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10. Select the type of alert from the Alert Type: pull-down menu

Alert Text: [call the client to verify they have
gathered all the necessary exhibits
and to answer any guestions they have.

Feminder

Scheduled Phone Call
Reminder

System Alert
Negotiator Tramer
¥l Processor Trainer

=] | Create Ia | Cancel

11. Select which persons should receive this alert when it is triggered by checking the appropriate boxes.
(NOTE: If you are the only authorized user of this file then this step is skipped)

MNew Alert

Alert Text: [ca11 the client to verify they hawve
gathered all the necessary exhibits
and to answer any questions they have.

Date/Time: |g3.07-2010 |» at[oa[~]oo[~]am[+]
Alert Type: | Reminder :I

Recipientsy ¥ Master Branch Trainer
| | AE Trainer
¥ Agent Trainer
| | Branch Manager Trainer
|¥ MNegotiator Trainer
| | Processor Trainer

12. Click the Create button
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