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Branch Reports

To access branch reports, you will view through your reports tab.
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Branch Reporting — Creating a New
Report
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Branch Reporting - Creating a New Report
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The reporting area has several filters on fields you may want to
use as apart of your reporting folder.

rth
M-I FINANCIAL, LLC

A Subsidiary of M/l Homes. Inc.




Branch Reporting - Obtaining Fields

Training test report
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You will want to start your individual report by adding
new fields to your report. Utilizing the Plus sign, it will
bring you to field properties to narrow down your
selection.

A @ || Generate Report

> -
ecimsl |

rTh

M71 FINANCIAL, LLC

A Subsidiary of M/l Homes. Inc.




Branch Reporting — Obtaining Fields

Select a Field Type (®) Encompass Field () Excel Calculation Field
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You will use the search/find field ID button to look up the
description of the field you would like to add.
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Branch Reporting — obtaining fields

You can search by field number or description.,
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Branch Reporting - Field ID

T
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If you want to find a field humber in
encompass, hover over the area or you can
do ctrl+G to locate the field id.

Input the field number into the find button,

and it will bring up the description for you to
pick and press ok.
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Branch Reporting - Creating Fields

Select a Field Type @ Encompags Field O Excel Calculation Field

[2000 | &
|E|:rrruwer First Name |
st
| Mone |
-.Nune w
i:| {Numeric Field Only)
'

Cancel

Field 1D
lect Eiele be | Field Description
Borrower Pair
Find 4000 Sorting Order for this Field
Categary & Description Field IT Borraweer Pa.ir Summary Type for this Field
Borrovwers Borrovwer First Mame 4000 ~ Nitrnber oF Détmal Manss
Borroweers Borroweer FirstMiddle Mame 36
Borrovwers Borrowwer Last Mame 4002
Borroweers Borroweer Last MamesSutfix r
Borrowers Borrower Middle Name 4001
Borrovvers Borrovwer Suffix Matme 4003 'I'_".i'i' Learn mere...
Borrowers Co-Borr S5M a7
Borrowers Co-Borrower First Mame 4004 Field Properties
Borrowers Co-Borrower FirstMiddle Mame G5
Borrovwers Co-Borrower Last Mame 4006
Borroweers Co-Borrovwer Last Mame/Sutfix 63 S
Borrovwers Co-Borrower Middle Name 4005
Borroweers Co-Borrower Suffix Mame 4007 Helibiestopton
Company Broker Lender Addr 319 o Borrower Pair
< > Sorting Qrder for this Field

Summary Type for this Field

Number of Decimal Places

(2) Learn more...

Select a Field Type @ Encompass Field O Excel Calculation Field

4000 | (15

First N ame-|

1st

Hone v
o

MNone

l:l (Mumeric Figld Only)

Once you have selected the field and pressed ok, it will bring you to
where you can edit your field description of the report. You can leave it
as is or rename the field. Press okay, then it will become a field in your

report.
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Branch Reporting - Creating a Report
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You can create a report with the fields you have chosen, and it will show as
apart of your description and field.
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Branch Reporting — Date specific
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Branch Reporting - Generating a Report

Once you have your fields input, you will want to generate that report. The generate report
button is on the top right of the screen.

The report will automatically generate into an excel spreadsheet for your review and
editing.

Approval and Commitment Report need noia | lié) | . E;énara{e ﬁépnrt -
Fields

Report Milestones  Folders  Filters
Fields DX &8
Dezcription Pair Field Sorting Summaty Cecitmal
Branch Loan# LastName LoanProcessor Loan Officer Application Date Milestone Date - Processing  Underwriting Approval Date  Mortgage Loan Commitment Date #days |
Austin 000100378 Homeowner  Cecilia Ulla Mike Young 3/5/2025 3/8/2025 3/5/2025 62
000100536 Homeowner Pam Howard 4/7/2025 4/10/2025 26
000100537 America Suzanne Harvey 4/7/2025 4/17/2025 4/9/2025 27
000100396 Builder Mike Young 3/5/2025 3/6/2025 3/8/2025 61
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