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Correspondent Report Card  
  
Correspondent 
Report Card 

The correspondent report card provides critical and confidential information about 
the company’s business with Chase. The Administrator will ensure the 
correspondent’s legal contact has access to this document. The correspondent 
report card is available towards the end of each month reporting on the previous 
month’s business.  
 
Some of the key items provided in this report are: 

• Production data 
• Resource and Recovery 
• Delinquency data 
• Performance Summary vs. Standards 
• MIP/MIC data 

 
Access for this report is available for legal contacts and senior management within 
each site. To grant access for this report, go to the reporting section of a user’s set 
up in user management. 
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Loan Reassignment 
  
Loan 
Reassignment 

The administrator role has the ability to reassign loans as needed within the User 
Management function. 
 
To access loan reassignment, click on User Management from the home page. Once 
in user management you will see the Loan Reassignment tab to click.  
 

 
 
This feature allows the administrator to assign loans across the company to assist 
with the business needs. 

 
Step Action 

1 Select name from the From User dropdown for who the loans need to be 
reassigned from. 

2 Select name from the To User dropdown for the user the loans will be 
reassigned to. 

3 Keep the Ctrl button pressed down and select loans needing 
reassignment by highlighting them. If all loans need reassigned, click 
the Add All button. 

4 Click Add Selected button to move loan numbers if the Add All button 
was not used.  

5 Click Save to assign loans to new user. 
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Product & Price Finder 
   
 

Product & Price 
Finder 

ChaseLoanManager’s product and price finder module helps you compare the best 
products and price that Chase has to offer your customers! With the Product & 
Price Finder functionality, you can: 
 
• Upload Fannie Mae 3.0 or 3.2 files or enter basic loan information for your 

borrower 
• Filter criteria to pinpoint needs of borrowers 
• Compare up to three Chase products 
• Select the best product and price and register/lock the loan in one easy click 

or flag for future lock 
 
Additional functionality in the Product & Price Finder consists of: 
 

Margin Maintenance 
• Create customized margin groups for your ChaseLoanManager users 
• Provides your company the opportunity to create a “house margin” for 

specific product groups or products within the Product & Price Finder for 
each margin group 

 
Product Maintenance 
• Activate or deactivate the product groups or products you want to have 

available for users when using the Product & Price Finder 
 

IMPORTANT NOTE: 
 
When creating “house margins” using the Margin Maintenance feature, the price 
adjustments will only appear in the Product & Price Finder.  Margins created with 
this module will not be reflected on your rate sheets or in the Pricing Details when 
locking a loan in ChaseLoanManager. 
 
Activating or deactivating products will only appear in the Product & Price Finder.  
All products will appear on the rate sheets and when registering/locking a loan in 
ChaseLoanManager. 
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Product & Price Finder – Product Maintenance 
   
 

Activate or 
Deactivate 
Products 

Using the Product Maintenance feature of the Product & Price Finder, you can 
activate or deactivate product groups or products you want to have available for all 
users when using the Product & Price Finder.   
 
To activate or deactivate a product group or individual products, click Find a 
Product from the ChaseLoanManager Home Page, click the Product Maintenance in 
the quick links box on the left of the screen and follow the steps outlined below.   
 
IMPORTANT NOTE: Activating or deactivating products will only appear in the 
Product & Price Finder. All products will appear on the rate sheets and when 
registering/locking a loan in ChaseLoanManager. 
 
If your organization is going to use the Product Maintenance feature in the Product 
& Price Finder, it is recommended that you activate or deactivate product groups 
prior to creating margin groups.   

 
Step Action 

1 Expand the product group for the desired product group(s) that you 
want to deactivate by clicking the + sign beside the product. A screen 
will appear with all market types in that product group  (all product 
groups are activated until you deactivate them) 

2 Deactivate the product group or individual products by clicking box to 
remove the check mark(s).(Note: A check in the box means the product 
is active and unchecking the box makes it inactive.) 

3 Repeat steps 1 and 2 until product groups or products are deactivated 
as desired 

4 Click Save to save your selections 
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Product & Price Finder – Margin Maintenance 
   
 

Creating a 
Margin Group 

To create a margin group, click Find a Product from the ChaseLoanManager Home 
Page and then click the Margin Maintenance in the quick links box on the left of 
the screen. 
 
To create a margin group, follow the steps outlined below. You can create as many 
margin groups as you would like; however, users can only be placed in one margin 
group at a time. 
 
IMPORTANT: ChaseLoanManager users cannot be in more than one margin group. 

 
Step Action 

1 Click Create a new margin group – a list of your company’s 
ChaseLoanManager users will appear 

2 Create a Group Name for this margin group 
3 Highlight the user name(s) and click > to add to the margin group – the 

user names will move to Current Members field 
4 Click Save to save the members of your margin group 

 
 

Deleting a 
Margin Group 

To delete a margin group, select the Margin Group from the drop down menu and 
click Delete selected margin group. 

 

 
 
 
 

Highlight the available member 
and click > to move them to the 
Current Members column (or click 
< to remove them from the group) 

Create a name for 
your Margin Group 

Click Save to save your 
new Margin Group 
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Product & Price Finder – Margin Maintenance (cont’d) 
   
 

Creating a 
“House” Margin 

The Margin Maintenance feature allows you to build “house margins” into the 
Product & Price Finder for the margin groups you created for your organization.   
 
To create a house margin for your individual margin groups, follow the steps 
outlined below. 
 
IMPORTANT NOTE: When creating “house margins” using the Margin Maintenance 
feature, the price adjustments will only appear in the Product & Price Finder.  
Margins created with this tool will not be reflected on your rate sheets or in the 
Pricing Details when locking a loan in ChaseLoanManager. 

 
Step Action 

1 Select the Margin Group from the drop down menu and click Go 
2 Click on the link for the desired product group(s) that you want to have a house margin 

(a screen will appear with all products in that product group) 
3 Enter in the desired margin for all products in that group just for individual market types 
4 Repeat steps 2 and 3 until margins are entered for the desired product groups 
5 Click Save to save the margins for your margin group 

 
 

 
 
 
 

Select the Margin Group  

Select the desired product 
group to enter a margin 
 
• Enter a positive number to 

decrease the price reflected 
in the Product & Price Finder 

• Enter a negative number to 
increase the price reflected 
in the Product & Price Finder 

 
You can apply the margin to all 
products in that group, or to 
individual products 
 
Click Save to save your margins 
for this group 
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