
DIRECT LOAN SYSTEM
SPECIAL SERVICING

Module 3:  
Special and Control Functions Walkthrough



The system contains special control functions to assist the user in 
accurately record tracking and servicing of a borrower’s account.

These functions include:
 Adding a category
 Deleting a category
 Editing a category
 Category Hold
 Category Resume
 Adding a Branch
 Adding a Path
 Ending a Path
 Ending a Category
 Jumping to correct servicing
 Jumping to continue with 

servicing



Adding a Category

To add a second 
servicing category, 
users will select “add 
category” from the 
open categories 
screen.

An Initiate Category screen 
will allow users to initiate 
the borrower into a second, 
concurrent category.



Deleting a Category

The delete category option 
can be selected if no 
completed activities have 
been recorded.

Users will be asked to 
confirm the decision to 
delete the selected 
category.



Editing a Category

The category edit function 
allows the user to change 
the default date recorded 
for the account.

Users can correct the Date 
of Default.  The updated 
date will then be reflected 
on the Open Categories 
screen.



Control Functions

Control functions are 
accessed by selecting 
the icon from the 
open activity section 
of the open categories 
screen.

Specific Control functions 
to be used are selected 
from a drop down menu.



Control Function:  Hold

The category hold function is used to designate that the account cannot currently be 
serviced due to one of the selectable reasons.

Hold Reasons

•Appeal- The account is 
involved in the appeals 
process
•Assign- The account is in the 
process of being assigned to a 
Tribe or the Sec. of the Interior
•Bankrupt- The account filed 
bankruptcy and is being 
serviced under that category
•Civil- The account has filed a 
civil rights complaint which is 
being investigated by OCR.
•Convert- The account is being 
investigated for conversion



The hold status will be 
displayed on the open 
categories screen and will 
also postpone special 
servicing reminders on the 
dashboard.



A category on hold will only 
display the control functions 
option for open activities until 
action is taken to resume 
servicing or end the category.

The Hold must be resumed in 
order to continue with special 
servicing activities or ended if
servicing will not continue for 
the account.



Control Function:  Adding a Branch

Adding a branch to a borrower enables the tracking of other parties (not related 
entities) which may require notification as part of a servicing activity.

Note:  Examples of 
when to add a 
branch may be 
found in the SS 
Quick Reference 
Guide.



When creating a branch, users enter the name of the branch and select the 
applicable chart and activity to begin recording servicing for the added branch.

Users enter a name 
for the new branch.

Users select an 
activity to begin 
recording servicing 
from.  



The new branch and selected activity are now visible on the open category screen.



Control Functions:  Adding a Path

The add path selection 
should be used when 
another servicing path is 
needed in conjunction with 
the current servicing path.

Note:  Examples of 
when to add a path may 
be found in the SS 
Quick Reference Guide.



Users will select an applicable chart and activity to begin recording servicing for the 
newly created path.



Once added, the new path is visible on the open categories screen. 



Control Function:  End Path

The end path function ends 
only the selected servicing 
path for the borrower and is 
recorded using a drop-down 
list of reasons.

The manually-ended path now 
shows up on the Open Categories 
screen as completed.



Control Function:  End Category

Entire categories may also be ended at one time by using the end category 
function and selecting an applicable reason.



Ending a category ends all paths and closes all reminders and time clocks.

No open categories 
will now be shown.  

All reminders will be 
shown as closed on 
the dashboard.  



Special Function:  Jumping to Next Activity

Jump to next activity – continuation of service is used to advance a borrower to a 
different activity within the same category.
Jump to next activity – correction of service is used to return to a previously 
completed activity in order to correct servicing from that point.



Jump to next activity – Continuation of Service 

Users will select an applicable chart and activity to jump to in order to continue 
with servicing.



Jump to next activity – Continuation of Service 

When jumping, after selecting the activity to jump to, the user will be required to complete a 
details screen including providing a completion date for the jump and comments indicating 
why the activity jump was required.  

Users are required to 
input comments in order 
to proceed with the jump.



Jump to next activity – Continuation of Service 

The open activities screen will now displays the activity which was jumped to.



Jump to next activity – Correction of Service 

A list of previously completed activities in that path is presented for the user to 
select in order to correct servicing from that point forward.



Jump to next activity – Correction of Service 

A completed jump will return the user to the open categories screen and display 
the open activity that was jumped to for correction.
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