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Collateral Tracking 
 
Add 
 
With the member displayed, select one of the following: 
● Folders (below suffixes) > Add > Collateral Tracking. 
● Select the Collateral Tracking folder > Add. 

 
The Collateral Tracking feature assists the credit union in tracking the necessary paperwork for title 
work, insurance, UCC or liens, etc.  Progress is noted using the collateral tracking feature and additional 
notes can be added as the steps are completed.  The Collateral Tracking window might be used to add 
collateral tracking information for existing loans established prior to the existence of the Collateral 
Tracking feature.  This might also be used to add Mortgage collateral manually to a non-mortgage suffix.  
The system supports a maximum of 99 collateral tracking records per member.   
 
The Add Collateral Tracking window is used to manually add new collateral tracking information for a 
specific loan suffix (or 00 or 01 suffix) for a member.  Use the 00 or 01 suffix for a collateral tracking 
record that is not specifically assigned to one specific loan.  UCC’s and other items may fall into this 
category and may need to be tracked for a member. 
 
The system displays.    
 

 
 
Select the suffix to which to add a collateral tracking record and the appropriate Type then select the OK 
button. 
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Type:  Select the appropriate type.  The options are: 
● Automobile / UCC 
● Mortgage 

 
The Collateral Tracking feature is available to all credit unions.  However, the system will only 
automatically build the collateral tracking record, if the credit union uses the Loan Documents optional 
software.  After new loans are setup on the system, the collateral tracking record is automatically 
established by the system with the information entered in Loan Documents.   
 
Note:  If nothing entered in at least one of the Security fields under the Collateral Tab or nothing 
entered in the Location field under the Property Tab then no collateral record will automatically be 
created. 
 
 
For a Type selection of Automotive/UCC, the system displays. 
 
Automotive/UCC Tab 
 

 
 
Enter the information that applies to the collateral being added.  For the options with a drop down list, 
select the appropriate options. 
 
 



  Lending 

 
 3 Collateral Tracking 
 
Datamatic Confidential   This documentation is proprietary and confidential information of Datamatic Processing Inc., and can 
ONLY be used for its intended use.  Any other distribution, dissemination, or copying use is strictly prohibited. 

Insurance Tab 
 

 
 
Click on the green plus sign to add an insurance record.  The window on the next page will be displayed 
to enter the information. 
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The system displays. 
 

 
 
Fill in the appropriate information and select the appropriate option in the fields with a drop down 
arrow.   
 
Type:  Select the appropriate collateral type from the drop down list.  
  

For a Mortgage collateral type, the options are: 
• Business Person Property 
• Flood 
• Hazard 
• Wind 

 
For an Automotive/UCC collateral type, the options are: 

• Automobile 
• Extended Warranty 
• GAP 

 
Policy Holder:  For an Automotive/UCC collateral type, Owner is the default.  For a Mortgage collateral 
type, there are two options from which to choose – Owner or Condo Association with Owner being the 
default. 
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Status:  Select the appropriate status from the drop down list.  The options are: 
• Not Received 
• Cancelled 
• Purchased 
• Received 
• Waived 

 
Status Date:  Select the appropriate status date. 
 
Waived Reason:  This field will be activated if “Waived” is selected for the Status.  
 

For a Mortgage collateral type, the options are: 
• Land Only 
• Loan Officer 
• Low Balance 
• Other 

 
For an Automotive/UCC collateral type, the options are: 

• Declined 
• Other 

  
Escrow:  For a Mortgage collateral type, select the appropriate escrow option.  The options are: 

• No 
• Yes 

 
Coverage:  For a Mortgage collateral type, enter the coverage type.   
 
Policy Number:  Enter the policy number. 
 
Expiration:  Select the appropriate expiration date. 
 
Company:  Enter the company name. 
 
Agent:  Enter the agent name. 
 
Phone:  Enter the phone number for the insurance company. 
 
Managed:  Select the appropriate option from the drop down list.  The default is internal.  This allows 
the credit union to track whether the insurance is tracked internally or externally.  If the loan was 
opened using Loan Documents, the selection on the Collateral tab for the Managed field carries forward 
to this field on the Collateral Tracking record. 
 
Select the Add button when finished. 
 
 
Select Save when finished with both the Automotive/UCC and Insurance tabs. 
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For a Type selection of Mortgage, the system displays. 
 
Mortgage Tab 
 

  
 
Enter the information that applies to the collateral being added.  For the options with a drop down list, 
select the appropriate options. 
 
The Property has No address checkbox is for 1098 IRS reporting.   If the box in Loan Documents 
(Property tab) is checked, this will carry forward to the Collateral Tracking record. 
 
1098 IRS Reporting Information is obtained from the 1st Collateral Tracking Record with an Address: 
 

Property Has NO Address Box 8 / Line 1 Box 8 / Line 2 
Checked (no address) XXXXXX County, State Parcel 
Not Checked (has address) Address City, State Zip 
Not Checked (has address) but 
address is blank (Invalid) Blank Blank 

 

 
Note 
XXXXXX refers to the County filed in the collateral tracking record.  County is static text. 
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If there is NO Collateral Tracking Record, then Address, City, State, Zip defaults to the PHYSICAL 
ADDRESS or member address if the legal address is blank. 
 
Insurance Tab 
 

 
 
Click on the green plus sign to add an insurance record.  The window on the next page will be displayed 
to enter the information. 
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The system displays. 
 

 
  
Fill in the appropriate information and select the appropriate option in the fields with a drop down 
arrow.   
 
Type:  Select the appropriate collateral type from the drop down list.  
  

For a Mortgage collateral type, the options are: 
• Business Person Property 
• Flood 
• Hazard 
• Wind 

 
For an Automotive/UCC collateral type, the options are: 

• Automobile 
• Extended Warranty 
• GAP 

 
Policy Holder:  For an Automotive/UCC collateral type, Owner is the default.  For a Mortgage collateral 
type, there are two options from which to choose – Owner or Condo Association with Owner being the 
default. 
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Status:  Select the appropriate status from the drop down list.  The options are: 

• Not Received 
• Cancelled 
• Purchased 
• Received 
• Waived 

 
Status Date:  Select the appropriate status date. 
 
Waived Reason:  This field will be activated if “Waived” is selected for the Status.  
 

For a Mortgage collateral type, the options are: 
• Land Only 
• Loan Officer 
• Low Balance 
• Other 

 
For an Automotive/UCC collateral type, the options are: 

• Declined 
• Other 

  
Escrow:  For a Mortgage collateral type, select the appropriate escrow option.  The options are: 

• No 
• Yes 

 
Coverage:  For a Mortgage collateral type, enter the coverage type.   
 
Policy Number:  Enter the policy number. 
 
Expiration:  Select the appropriate expiration date. 
 
Company:  Enter the company name. 
 
Agent:  Enter the agent name. 
 
Phone:  Enter the phone number for the insurance company. 
 
Managed:  Select the appropriate option from the drop down list.  The default is internal.  This allows 
the credit union to track whether the insurance is tracked internally or externally.  If the loan was 
opened using Loan Documents, the selection on the Collateral tab for the Managed field carries forward 
to this field on the Collateral Tracking record. 
 
Select the OK button when finished. 
 



  Lending 

 
 10 Collateral Tracking 
 
Datamatic Confidential   This documentation is proprietary and confidential information of Datamatic Processing Inc., and can 
ONLY be used for its intended use.  Any other distribution, dissemination, or copying use is strictly prohibited. 

 
Select Save when finished with both the Mortgage and Insurance tabs. 
 
Other Information:  The system will create both the Mortgage Collateral and an Auto/UCC Loan 
Collateral record, if the Location field is filled in under the Property Tab in Loan Documents and at least 
one of the six Security fields is filled in under the Collateral Tab.  This is regardless of the loan suffix used 
(05-29, 60-69 or 75-79).  If only the Location field is filled in under the Property Tab in Loan Documents 
then only the Mortgage Collateral record will be automatically created.  If only a Security field is filled in 
under the Collateral Tab then only the Auto/UCC Loan Collateral record will be automatically created.  In 
either case, mortgage collateral can manually be added to a mortgage or non-mortgage suffix, if needed, 
using the Add Collateral Tracking Wizard.  Also, an Auto/UCC collateral record can be added to mortgage 
or non-mortgage suffix, if needed, using the Add Collateral Tracking Wizard. 
 
If no information is entered in the Location field under the Property Tab in Loan Documents or no 
information is entered in at least one of the six Security fields under the Collateral Tab, then no security 
record will be automatically created for the loan. 
 
What associates the Insurance Information with the MORTGAGE Collateral Tracking record? 

Insurance Information with a PROPERTY ADDRESS on a MORTGAGE SUFFIX will be included with the 
MORTGAGE Collateral Tracking records. 
 
Insurance Information with a PROPERTY ADDRESS on a NON-MORTGAGE SUFFIX where there is NO 
AUTO/UCC for Collateral, will also be included with the Insurance information with the MORTGAGE 
Collateral Tracking Records. 

 
What associates the Insurance Information with the AUTO/UCC Collateral Tracking record? 

Insurance Information with an AUTO/UCC for collateral on a NON-MORTGAGE SUFFIX will be 
included with the AUTO/UCC Collateral Tracking records. 
 
Insurance Information with an AUTO/UCC for collateral on a MORTGAGE SUFFIX where there is NO 
PROPERTY ADDRESS, will also be included with the AUTO/UCC Collateral Tracking Records. 

 
If the GAP Amount is filled in on the Protection tab in Loan Documents, the collateral tracking record for 
Automotive will list an item for GAP under the Insurance tab. 
 
If the Extended Warranty Amount is filled in on the Protection tab in Loan Documents, the collateral 
tracking record for Automotive will list an item for Extended Warranty under the Insurance tab. 
 
 
IMPORTANT:     
For loans that have an Add-on or are Refinanced through Loan Documents, changes to the Collateral 
information will not replace the original information in the Collateral Tracking folder.  This is so that 
pertinent information that was manually entered for the original loan such as insurance and title 
information could not be inadvertently removed.  It will be necessary for the credit union staff to 
manually file maintain any changes involving collateral for Add-on and Refinanced loans. 
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The Collateral Tracking icon now displays on the Member Summary window.  Changes can be made to 
collateral tracking information on the system by selecting the specific collateral tracking entry.   A box 
will display to enter the changes.   
 
Audit Collateral Information 
 
Make one of the following selections: 
● [Member Ribbon > Inquiry > Audit > Collateral]. 
● Alt + I > Audit > Collateral. 

 
The Audit - Collateral Information selection is used to audit changes made to the collateral information 
on a loan. 
 
Enter a valid account number and an ID (1-99) then press enter or click on Go.  If the account number is 
not known, click on the magnifying glass to the right of the Account field to search for the account 
number. 
 
**Note:  The first collateral entered on the system would be ID 1, the second collateral entered would 

be ID 2, etc. 
 
The system displays. 
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Display 
 
From the Member Summary window, select Collateral Tracking.  This selection will only display, if 
Collateral Tracking information has been entered for this member. 
 

 
 
The Collateral Tracking entries for this member are displayed. 
 
**Note:  This window can also be used to set up a new collateral tracking entry.  Select Add and the Add 

Collateral Tracking wizard is displayed. 
 
 
Edit and Delete 
 
To make changes to a collateral tracking entry, select the specific collateral tracking entry.  The Edit 
Collateral box is displayed.   
 
To delete a Collateral Tracking entry from an account, select the collateral tracking entry to be deleted 
and press the delete key.  A confirmation box will be displayed.  To proceed with deleting the collateral 
tracking entry, select yes.  Otherwise, select no to cancel the delete process. 
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Edit Collateral – Automotive/UCC tab 
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Insurance – tab 
 

 
 
Select the Save button, to save the changes made. 
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Edit Collateral – Mortgage tab 
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Insurance tab 
 

 
 
Select the Save button, to save the information after making any needed changes. 
 
 
 
Collateral Tracking References 
 
Collateral Tracking Report - Reports Manual 
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VIN / HIN Inquiry 
 
Select one of the following: 
● [Main Ribbon / Member Ribbon > Inquiry > VIN / HIN]. 
● Alt + I > VIN / HIN. 

 
The VIN / HIN Inquiry is used to search the system for a specific VIN (Vehicle Identification Number) for 
cars and trucks or HIN (Hull Identification Number) for boats.  The search is case sensitive.  Keep this in 
mind when entering the VIN / HIN on the Collateral Tracking window. 
 
After a loan has been setup, a Collateral Tracking entry is generated based on the security information 
entered.  Any applicable information for Collateral Tracking, including the VIN / HIN, is brought forward 
from the loan.   
 
Enter the VIN or HIN and press enter or select on Go.  The system displays. 
 

 
 
The system locates the loan that corresponds with the VIN or HIN entered. 
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